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PREFACE-

Although with the introduction of provincial autonomy under the Government
of India Act, 1935, the State Government was entitled to its own Account Code
for public works in replacement of the Central Public Works Account Code, the
latter was continued as applicable mutatis mutandis to public works under the .
State Government.  While the practice and procedure for accounting of trans-
actions regarding public works in this State have, during these years, followed
closely along the lines of the Central Code, it has been an increasingly inconven-
ient process to keep track of the changes and amendments made in the Central
Public Works Account Code and then to adopt them to the context of relevant

-rules and orders issued by the State Government from time to time. It has,

therefore, been felt necessary to have a self-contained publication of all the
account rules in their up-to-date evolution having application to the State public

“works transactions. Hence the present Maharashtra Public Works Account

Code which has been prepared under the rule making power of the State
Government :

2. This Code embodies rules and instructions regarding treasury, financial -
and accounting procedure to be observed generally in connection with the
transactions relating to the State public works. These rules are initially appli-
cable to the working of the Buildings and Communications Department and

- Irrigation and Power Department (evolved on bifurcation of the former Public

Works Department ) whose basic structure and system of day-to-day working
are identical and come into'force from 1st April 1968 when the Central Public
Works Account Code will naturally ceasetoapply. As the name given to the
Code implies, there is no rigidity about a particular department only being
governed by thesgrules. In fact, they can be partially or fully made applicable
tothe working of other departments and also public works under Zilla Parishads,
wherever the works are being carried out on the general public works pattern

under the specific rules and orders. -

As most of the forms mentioned in this Code have been standardised and
printed, reference to the standard form under ' P. W. ', Gen. 'or ' Try. 'series is

- given in-the bracket against the respective forms for facility in actual

working.  All the forms whether standardised or not are also reproduced at Lhe !
end of the Code for facility of easy reference. e
3. The rules relating to the initial. and complied accoums contained in this

- Code reproduce or. are based on the directions given by the Comptroller and

Auditor-General of India with the approval of the President as embodied in the
Account Code, Volume III.  These rules can be amended or revised only by or
with the approval of the Comeroller and Auditor-General of India.




(ii) | . PREFACE

4. In preparation of this Code,' the Accountant-General, Maharashtra,-
kimdly lent the services of a senior Divisional Accountant, Shri D. B. Telang,

who, with the help of a special section created for the purpose, carried out the
initial spadework under the supervision of late Shri R. M. Lakdawala, the then
Deputy Secretary (Inspection), and Superintending Engineer.

5. Corréctions to this Code will be issued by the Buildings and Communi-

cations Department with the apprqval of the authority concemned in eéach case. © °

‘ K. C. NAYAR,
Bombay : ) Secretary to Government of Maharashtra,

© 27th July 1966. - Buildings and Communications Department.

¥
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- CHAPTER 1: EXTENT OF APPLICATION

1.1.1. The rules in this Code describe primarily the financial methods and
procedure to be observed by the officers of the Public Works Department and
Irrigation Department in dealing with transactions relating to public works and
in maintaining and rendering the accounts of such transactions. They are -
supplementary to the rules contained in the Maharashtra Public Works Manual,
the Budget Manual, the Financial Rules, the Treasury Rules and the Contingent
Expenditure Rules of this Government and, in so far as they deal with the initial
and complied accounts of public works officers, they reproduce or are based on
~ the directions given by the Comptroller and Auditor-General with the approval

of the President as embiodied in the Account Code, Volume III. - Likewise-any
provisions in‘this Cade relating to the requirements of audit are to be regarded
as directions issued under the authority of the Comptroller and Auditor General.

1.1.2  Withregard to matters dealt with in this Code, the execution of public
works entrusted to the agency of other Goverflmen_ls will be regulated, subject
to the directions contained in the Account Code, Violume III, by rules made by
the Government concerned except where district provisions have béen made in
- these rules to the contrary. : ‘




CHAPTER 2 : DEFINITIONS .

2.1.1. Unless there be something repugnant in the subject or context, the
terms defined in the chapter are used in this Code in the sense here explained-

- (1) Accountant-General means the head of an office of accounts and audit or
- of accounts who keeps the accounts of Government and, when used in relation
toapublic worksdivision, the head of an office of accounts to whom the accounts
of the division are rendered.

(2) Administrative approval : This term denotes the formal acceptance, by
the administrative department concerned, of the proposals for incurring any ex-
“penditure by this department on an original work initiated by, or connected with,
the requirements of such administrative department. Itis, in effect, an order to
this department to execute certain specified works-at a stated sum to meet the
administrative needs of the department requiring the work See also clause
(58).

(3) Advance payment means a payment made on a runnmg account {o a
contractor for work done by him but not measured.

(4) Appropriation means the amount authorised for expenditure under a major
or minor head or sub-head or other unit of appropriation or part of the amount
placed at the disposal of adisbursing officer. The word is also technically used
in connection with the provision made in respect of charged expenditure.,

(5) Assets : In the accounts of works, this term indicates all outstanding or
anticipated credits which have to be taken in reduction. or final charges.

Examples : Recoveries of advances or recoverable payment and 'saie-ﬁrpceads or transfer value
of surplus materials. '

(6) Bank : This term when qualified by the prefix " the " means the Reserve
Bank of India, or any office or agency of the Reserve Bank of India and includes
any.branch of the State Bank of India, State Bank of Hyderabad acting as the
agent of the Reserve Bank of India in accordance “with the provisions of the .
Reserve Bank of India Act, 1934 (Act Il of 1934). Italso includes any branch
of the State Bank of Saurashtra, as constituted by the Saurashtra State Bank's
Ordinance, 1950, which has been entrasted with the conduct of Government

business.

(7) Book transfer . ThlS tlerm is applied to the process whcreby
financial transactions which do not'involve, the giving or receiving of
cash or of stock materials are brought to account. Such transactions may




3

| ~ either affect the books of a single accounting officer, or they may involve
| - operation on the books of more than one accounting officer whose accounts are
ultimately incorporated in the accounts of Government. They usually represent
liabilities and assets of Government brought to account either by way of
settlement or otherwise, but they may also represent corrections and amend-
ments, made in cash, stock, or book transfer transactions previously taken to
account. '

(8) Charged expenduure means such expendlture asisnot subject to the vote
of the Legislature and is declared to be charged on the Consolidated Fund of the
Maharashtra State under Article 202 (3) of the Constitution of India.

 (9) Commercial department means a department maintained mainly for the .
purposes of rendering services or providing supplies of certain specified kinds,
on payment for the services rendered or for the articles supplied. It performs
functions which are not necessarily Governmental functions. It is required to
work to a financial result determmed lhrough accounts maintained on commer-
cial principles.

(10) Competent authority in relation to the exercise of any power, means
Government ot any authority io which ihe power 13 delsgaicd by Gavermment.

(11) Completion and completed : The expression "completion of a work"
should be understood to include "abandonment of work", and ' completed WO!
to include " abandoned work".

(12) Contingencies : When used in respect of the accounts of work, this tcrm
indicates the incidental expenses of a miscellaneous character which cannot
appropriately be classified under any distinct sub-head or sub-work, yet pertain

- to the work-as a whole.

(13) Cantract and contractor : The term "contract” means any kind of
undertaking, written or verbal, express or implied, by a person, not being a -
Govemnment servani, or by 4 syndicaté or firm, for the constmiction, majntenance
or'repairs of one or more works, for the supply of material, or for the

*- pertormance of any service in connection with the execution of works or the
supply of materials. The term "contractor” means a person, syndicate or firm that
has made such an undertaking but often its use is restricted to contractors for the
execution of works or for services in connection therewith.

(14) Department : This term, when qualified by the prefix "the” or "this" is.

- used toindicate the Buildings and Communications Department or Irrigation and
Power Department as may be applicable.
(15) Deposit works : This term is applied to works of construction or repairs; _ s
. the cost of which is met, not out of Government funds, but out of funds from non-
Government sources, which may be deposited in cash with the divisional officer.
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(16) Detailed head : The lowest accounting unit below the primary unit under
which transactions are recorded in the accounts and is also the lowest unit by
which figures are given in the budget estimates.

(17) Direct and indirect charges : "Direct charges" are those charges
pertaining to a work, project or job, which are incurred directly for its execution
and are included in the regular accounts of it. "Indirect charges" are those charges
which pertain, or are incidental to a work, project, workshop job or manufacture
job, but which are not incurred directly or solely in connection therewith and
thus cannot be taken directly into such detailed accounts of it as are incorporated
in the regular accounts of the expenditure of the department;

(18) Direction office : This term indicates the office of an administrative
officer who has one or more divisional officers working under his orders and is
not himself entrusted with the execution of work or with the receipt and
disbursement of public money, e. g., a Chief or a Superintending Engineer, but,
if such an officer is also entrusted, at any time, with the receipt and disbursement
of public money, he is treated as a divisional officer, even though some part of
his emoluments may be treated as direction charges. '

(19) Direction officer © The head of a direction office is known by this

designation.

Explanation : A Govemment servant holding the rank of a Superintending or even a Chief
Engineer is not a direction officer, unless the direction of the business of one or more divisions is
entrusted to him. ‘Thus a Superintending Engmcer employed on special duty is not a direction

officer. ;

(20) Direct and indirect receipts : "Direct receipts" aré those items of revenue
receipts which are realised in connection with a work or project, and are bmught
to account directly as__appcmlnmg to the work or project. "Indirect receipts" are

“"those receipts which pertain, or are incidental, to a scheme or work, but cannot

=

be taken directly into such detailed accounts of it as are incorporated in the
régiilar accounts of the receipts of the department.

(21) Division and divisional office : These terms are used to denote respec-
tively the executive charge held by a divisional officer (clause (22) below] and
the head office of such acharge. Thus theofficeof an independent executive sub-
division is a divisional office, as also that of the superintendent of a workshop
working independently of a divisional officer.

(22) Divisional officer : This term is applied to an executive officer of the
department who is not subordinate to another executive or disbursing officer of
the department, even though the executive char_gc held by him may not be
recognised as a division by Government. Thus, the officer incharge of an

tindependent sub-division is also treated as a divisional officer. See also

clause (18).
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(23) Final payment means the last payment on a running account made to a
contractor on the completion or determination of his contract and in full
settlement of the account.

(24) Government, unless there is anything repugnant in the subject or context
as regards anything done or to be done afier the commencement of the
Constitution, shall mean the Governor of Maharashtra.

(25) Grant means the amount voted by the Legislature in respect of a demand
for grant on a specific service or for specific purpose.

(26) Intermediate payment is a term applied to a disbursement of any kind on
arunning account, not being the final payment. Itincludes an advance payment,
a secured advance and an on account payment (other than the final payment on
a running account), or a combination of these.

(27) Issue rate : This term denotes the cost per unit fixed, in respect of an
article borne on the stock account of the department, at a valuatioﬁ, for the
purpose of calculating the amount creditable (o the sub-head concerned (i. e., the
sub-head under which the article is classified) of the stock account by charge to
the account or service concemed, when any quantity of that article is issued from
stock, Handling charges and storage charges will be included in (he i33ué rate
by adding a suitable percentage based on the carriage and other incidental
charges of the previous year and storage charges as reviewed and fixed at the
beginning of a year.

(28) Labour : When a separate materials account is kept for one or more sub-
heads of an estimate and the term "labour" is used in connection with such an
account, it denotes all charges pertaining to each of those sub-heads, other than
the cost of materials issued direct, and carriage and incidental charges in
connection with the materials.

(29) Liabilities: When used in respectof accounts of works, this term includes
all anticipated charges which are adjustable as final charges, but have not been
paid, regardless of whether or not they have fallen due for payment, or having
fallen due, have or have not been placed to the credit of the persons concerned
in a suspense head subordinate to the account of the work concemed.

(30) Major estimate is a term applied to the estimate for a work, when the
sanctioned amount of the works expenditure exceeds Rs. 50,000, This term is
also applied, for the sake of convenience, 1o the work itself.

(31) Major head : A main unit of account for the purpose of recording and
classifying the receipts and expenditure.

(32) Market rate  This term, when used in respect of an article borne on the
stock account of a division, indicates the cosi per unit at which the article, or an
article of similar description, can be procured, at a given time, from the public
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markets suitable to the division for obtaining a supply thereof. This cost should
be inclusive of carriage and incidental charges and may even include a reason-
able provision for wastage and depreciation when these are inevitable.

(33) Minor estimate is a terrm applied to the estimate for a work, when the
sanctioned amount of the works expenditure does not exceed Rs. 50,000, This
term is also applied, for the sake of convenience, o the work itself.

(34) Minor head : A head subordinate 10 a major head or a sub-major head.

(35) On account payment or payment on account means a payment made,
on a running account, to a contractor in respect of work done or supplies made
by him and duly measured. Such a payment may or may not be for the full value
of work or supplies; if it is an intermediate payment, it is subject to the final
settlement of the running accoum on the completion of the contract for the work
of supplies.

(36) Operation : This term, when used in respect of the accounts of manufac-
ture and workshop transactions, indicates the charges incurred on the manufac-
ture operations connected with specific jobs.

(37) Qutturn - This tsrm, when used in regpect of the account of mannfacture
and workshop transactions, denotes the value of the finished products (or of the
work done in cases in which the articles wrough are not supplied departmen-
tally) of manufacture operations connected with specific jobs.

(38) Primary unit of appropriation means a division of accounts subordinate
10 the sub-head of account under which the amount authorised for expenditure -
is provided.

(39) Progress means the up-to-date quantities of work done or supplies
made.

(40) Quantity : In the accounts of works, this expression is used to describe
the extent of work done, supplies made or services performed, when these can
be measured, weighed or counted.

(41) Rate : In estimates of cost, contracts, contractors' bills and vouchers
generally, "rate” means the consideration allowed for each unit of work, supply
or other service.

(42) Rate of cost and inclusive rate of cost : "Rate of cost” means generally
the total cost of a work or supply divided by its quantity. In the accounts, it
represents the recorded cost per unit, as arrived atby dividing the up-to-date final

charge ona sub-head, by the up-to-daie progress thereof. "Tnclusive rate of cost"
means the rate of cost of the entire work relating to a sub-head, including the cost
of materials, if recorded separately in the accounts.

A—88-2-B
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(43) Reappropriation means the transfer of funds from one unit of appropria-
tion under which savings are anticipated to another unit of appropriation within
the same grant to meel the excess expenditure anticipated under the latter unit.

(44) Recoverable payment means a payment 10 or on behalf of a contractor
which does not represent value creditable or payable to him for work done or
supplies made by him and has, therefore, to be made good te Government by an
equivalent cash recovery or short payment of dues.

(45) Running account is a tlerm applied to the account with a contractor when
payment for work or supplies is made to him at convenient intervals subject 1o '
final settlement of the account on the completion or determination of his contract.

(46) Secondary unit of appropriation means a division of accounts subordi-
nate to the primary unit of appropriation.

{47) Sectional officer : This designation is used to describe those officials,
usually non-gazetted subordinates, who are placed in responsible executive
charge of works or stores and the accounts of whose transactions are incorpo-
rated in those of a sub-division.

(48) Securedadvanceisatermapplicd specifically toan advance made on the
security of materials brougfit to site of work, toa contrucior whose contract is for
the completed items of work.

(49) Special office : The office of a special officer, vide clause (50).

(50) Special officer (or specialist officer): This term is applied to such officials
of the department as are neither divisional officers nor officials subordinate to a
divisional officer, and have no divisional officers working under their control,

(51) Siorage charges mean expenditure incurred, after the acquisition of the
stores, on work-charged establishmentemployed on handling and keeping initial
accounts, the custody of stock and the maintenance of the store godown or yards,
etc., and are added on a percentage basis to the issue rate, so as to form part of
the issue rate. See clause (27). _

(52) Sub-divisional officer : This designation is applied primarily o an
official, who holds the charge of a recognised sub-division in subordination to
a divisional officer, but when the immediate executive charge of any works or
stores has not been constituted into a regular sub-divisional charge, but is held
by the divisional officer himself, the latier is also treated as the sub-divisional
officerin respect of such charge. When divisional officer holds the immediate
charge ofarecognised sub-division in addition to his own duties as the executive
head of the division, he is treated as the sub-divisional officer in respect of the
charge of the sub-division.



8

(53) Sub-head: In the accounts of works and in working estimates, this term
is used to describe the sub-division into which the total cost of a work (or of its
sub-works, if it is a large work) is divided for purposes of financial control
and statistical convenience. The several descriptions of work that have to be
executed in the course of construction or maintenance of a work or sub-work,
e. g.,excavation, brick-work, concrete, wood-work, etc, are usually treated as the
sub-heads of it.

(54) Sub-work : In the case of a large work consisting of several buildings or
smaller works, or groups thereof, the term “sub-work™ is often applied to a
distinct unit of the same, if that unit is sufficiently large or important to be kept
distinct for the purposes of accounts.

Examples : The outer wall, the solitary cells, the cook-houses, the jailor's quarters, etc, in the case
of a large central jail. In the case of irmgation, navigation, embankment, drainage and water
storage projects, the head works, main line, each branch of a canal, each group of distributaries
relating to each branch separately, the drainage and protective works, the water course scheme, and
special tools and plant. )

(55) Supervision charges : Thisterm is ordinarily applied to the charges which
are levied, in addition to book value, in respect of store materials sold or
transferred and are intended o cover such items of the expenditure incurred on
the stores as do not enter their book value.,

(56) Suspense accounts : This term is applied primarily to certain heads of |
account, falling under the minor head "Suspense" of amajor head of expenditure,
which arereserved for the temporary passage of such transactions as mustatonce
be taken to the account of the sanction or grant concerned, but cannot be cleared
finally either because the relevant payment, recovery, or adjustment is awaited,
or because it is necessary to keep an effective watch over the values of any stock
materials until their final disposal. ' The charges under a suspense account are
taken in enhancement of the charges under the major head of expenditure
concerned, and the receipts, in reduction thereof. For suspense accounts within
the accounts of works see paragraph 10.5.13.

(57) Takavi works : This term denotes work of construction or maintenance
relating to watercourses or any other works, expenditure on which is treated by
Government as a takavi advance, (i. e., an advance to cultivators) recoverable
from the party or parties concerned.

(58) Technical sanction : This name is given to the order of competent
authority sanctioning a properly detailed estimate of the cost of a work of
construction or repair proposed to be carried out by this department. This
ganctionis accorded by the authorities of this department to whom the power has
been delegated by Government.  See also clause (2).
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(59) Treasury rules means the Bombay Treasury Rules.

(60) Unit of appropriation means a division of account under which the
amount authorised for expenditure is provided.

(61) Voted expenditure means expenditure which is subject to the vote of the
Legislature.

(62) Water-course: This name is given to a channel for the supply of water
from an irrigation work, which falls under the definition of the term as given in
the Canal Act applicable to the area concerned.

(63) Work : This term, when by itself, is used in a comprehensive sense and
applies not only o works of construction or repair, but also to other individual
objects of expenditure connected with the supply, repair and carriage of tools and
plant, the supply or manufacture of other stores, or the operations of a workshop.

(64) Works expenditure and works outlay : These terms are used to indicate
respectively the expenditure, and the capital charges, on the special services
connected with the construction, repair and maintenance of work. The charges
falling under these categories may be net when, under the rules, any receipts are
taken in reduction of the charges, but they do not include the cost of the general
services, tools and plant and establishment, or any charges not taken to final
heads of account but kept under one of the suspense accounts.




CHAPTER 3 : GENERAL OUTLINES QF SYSTEM OF
ACCOUNTS

3.1--CLASSIFICATION OF I'RANSACTIONS

3.1.1 The department executes primarily works of all classes required for all
civil departments of Government, except such works as are vested in, or
transferred to the administration of the civil departments concerned. At times,
works of other departments or Governments and non-Government works may
also have to be undertaken.

Besides the foregoing, petty services such as the manufacture or supply of
stores are also undertaken by divisional officers.

3.1.2 The general principles to be followed in the classification of civil
works expenditure are laid down in article 33 of the Account Code, Volume I.

3.1.3 Transactions relating to the charges and reccipts connected with the
service pertaining-to civil works of Government are adjusted finally in the
accounts of divisional officers against the provision of funds therefor, placed .
at their disposal. Transactions connected with the services for other Govern-
ment works are not so adjusted finally, but pass eventually out of the accounts
of divisional officers for incorporation in the accounts of the departments and
Governments concemned. Outlay on non-Government works is charged
against the deposits received therefor.

Note 1.--If the department executes, on behalf of another depariment, a civil work, the necessary
funds are usually placed at its disposal.

Note 2.--When a division underiakes a service on behalf of another division the connected
receipts and charges are, in the absence of any instructions to the contrary, passed on for adjustment
finally in the accounts of the latter division.

Note 3.--Operations undenaken in the manufastancs and warkshiss of a divisiun on behall of
Gilier divisiony, departinenis, Govemments, local bodies or ‘mdividu;]r. are treated as operations of
the division in the {irst instance, but the entire cost is ultimately recovered from the party concemned.

3.14 Inall cases, the primary accounts of these transactions should be kept
in accordance with the rules of this Code, even though the ultimate cost of the
transactions may not have to be brought to account firally in the books of the
divisional officer.

3.1.5 The performance of these services and the subsidiary proceeding
gives rise toa number of other transactions with other department, Government,
elc, which have also to be brought to account, e. g., funds have to be obtained
from treasuries to meet liabilities incurred, receipts realised have to be lodged in
treasuries, and stores have to be obtained from other divisions or departments,
etc., or from England.
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3.1.6 The &msaclions of public works officers may thus be grouped under
the heads indicated below :--

I. Expenditure heads; for charges adjustable finally in the accounts of
divisional officers.

II. Revenue heads; for revenue receipts creditable finally to Government
in the accounts of divisional officers.

III.  Remittance heads--receipts as well as payments; for cash, stores or
other values received from, or paid tooron behalf of, other
departments or Governments.”

IV. Debt and deposit heads; for certain receipts and payments held in
suspense pending clearance by payment or recovery, as the case
may be, in cash or otherwise. The suspense accounts for
transactions of this group are treated either as heads subordinate to
the expenditure heads or as independent heads of account, or as
sub-heads in the accounts of works, as will be explained in later

chapters. .

3.1.7 . The transactions urder each of these groups are further sub-divided
for purposes of accounts. In the case of expenditure and revenue heads, the
main unit of classification is known as the major head, and the further divisions
of it as minor heads, each of which has a number of subordinate heads, generally
known as detailed heads.

Note 1.--For departmental purposes, public works officers usually divide a detailed head into a
number of service heads and the laiter into a number of deparimental heads but, for purpose of
account, the single term "detailed head"‘is used for all divisions subordinate to 2 minor head.

Note 2.--In the case of irrigation, navigation, embankment and drainage works, the sub-divisions
into which the minor head "Works" is divided for departmental purposes are calied sub-works and
lunther mubsdivigion: of the laier are ealled duiaded heads,

3.1.8 The deuiled classification of the account heads used in respect of
public works accounts is given in appendix 1.
LY
Note 1.--To meet local requirements, the Accountant-General may, subject to the directions
- contained in anticle 27 of the Account Code, Volume I, make necessary changes in the standard list
of detailed heads.

Note 2.--The detailed classification of any public works major head that may be introduced for
{fie reception of special expenditure requires the approval of the Comptroller and Auditor-General
of India.

Note 3.—In the case of works undertaken by this depariment as a standing arrangement for other
departments, when the cost is debitable to those departments, the prescribed classification appli-
cable to the connected transactions is intimated by the Accountant-General.
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3.1.9 Revenue is realised and placed to the credit of Government as it falls
due under the statutory or other rules governing it, but expenditure can be
incurred only against a grant voted by the Legislature or against the appropria-
tions provided for to meet charged expenditure.  The incidence of expenditure
between voted and charged is determined by the relevant provisions of the
Constitution of India.

Note.--Under article 202 (3} (e) of the Constitution, any sum required to satisfy the award of an
arbitral tribunal is to be charged on the Consolidated Fund of the State. In order that a body or
authority may be a "tribunal” within the scope of the term ‘arbitral tribunal’ used in this article, it
must be constituted by the State and not merely by an agreement of the parties and must be invested
with the State's inherent judicial as distinguished from purely administrative or executive powers
and 'the trappings of a court’. However, in cases where the award made by a private arbitrator is
filed in a court and a decree is obtained in terms of the award, the expenditure required to satisfy
the decree of the court will be expenditure charged on the Consolidated Fund.

3.1.10 The term "expenditure” includes expenditure on leave salary, depu-
tation pay, etc., incurred in England by the High Commissioner for India and
eventually adjusted against the grant of the Department.

3.2--SYSTEM OF ACCOUNTS

3.2.1 The main features of the system of public works accounts are:--

(a) The divisional officeristhe primary disbursing officer of the division
who is permitted toobtain by cheques, on civil treasuries or the bank,
the funds required for all disbursements in connection with the
execution of worksand contingent charges. He also collects
some of the departmental receipts of the division and pays them into
civil treasuries or the bank.

(b) The accounts of these receipts and disbursements (including the
transactions of subordinate officials acting on his behalf) are compiled
under his supervision by a divisional accountant posted to his office
by the Accountant-General and are submitted monthly to the
Accountant-General who audits them against sanctions and
appropriation of-funds and then incorporates them in the general
accounts of Government.

(c) He is further required to maintain clear accountsof all stores received
by him and to make these accounts available for audit by the
Accountant-General.

—_
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(d) Under each major head of expenditure, the charges on each project,
work, or sub-work are recorded separately in the accounts of
divisional officers. In the case of works of certain classes, examples
of which are cited below pro forma accounts of all transactions
connected therewith are prepared annually by the Accountant-
Genearal or by the divisional officer, as-may be required, and
for this purpose, the receipts pertaining to each work of this class
are also shown separately in divisional accounts :--

(i) Irrigation, navigation, embankment and drainage works
(commercial).

(ii) Quasi-commercial undertakings, such as self-supporting work-
shops.
(iii) Residential buildings.

(e) Personal payments toall Government servants of the departmentare
made on bills presented at civil treasuries in accordance with the
general provisions of the Bombay Treasury Rules, and are, therefore,
brought 1o account by the Accountant-General himself from the data
furnished ta him direct by treasury officers. '

(0) In exceptional cases, where civil treasuries are not conveniently
situated, public works officers are placed in account with military
treasury chests. '

3.2.2 Itisnotsufficient thatan officer's accounts should be correct to his own
satisfaction. A disbursing officer has to satisfy not only himself, but also the
audit department, that a claim which has been accepted, is valid, that a voucher
is a complete proof of the payment which it supports, and that an account is
correctin all respects. Itis necessary thatall accounts should be so keptand the
details so fully recorded, as to afford the requisite means for satisfying any’
enquiry that may be made into the particulars of any case, even though such
enquiry may be as to the economy or the bonafides of the uansactions.  Itis
further essential that the records of payment, measurements and transactions in
general must be so clear, explicit and sclf-contained as to be producible as
satisfactory and convincing evidence of facts, if required ina courtof law.  All
transactions mvolving the giviig o 1aking of cash, stores, other properties,
rights, privileges, and concessions which have money values should be brought
toaccount. Therecord ofa transaction of receipt or expenditure should always
be made at ance under (he final debt, deposit or remittance head to which it
pertairis,if that be known; but if the exacthead cannot be ascertained atonce, then
the transaction should be classified temporarily under "P. W. Deposit”, if a
receipt, or under "Miscellancous P. W. Advances", if a charge.




CHAPTER 4 : RELATIONS WITH ACCOUNTANT-GENERAL
4.1--GENERAL

4.1.1 The divisional officer, as the primary disbursing officer of the divi-
sion, is responsible not only for the financial regularity of the transactions of
the whole division but also for the maintenance of the accounts of the transac-
tions correctly and in accordance with the rules in force.

He is further required to submit him accounts to the Accountant-General for
audit and for incorporation in the general accounts. See also paragraph 22 (c)
of the Maharashira Public Works Manual.

Note.--The account returns which have ordinanly to be submitted for audit and compilation are
enumeraled in Chapter 22, but the Accountant-Genceral is authorised to call for such additional
accounts, registers, documents and subsidiary papers having relation thereto, as he may require for

the elucidation thereof.

4.1.2 The divisional officer is responsible that the accounts of his division
are not allowed to fall into arrears; but if arrears or confusion arise which, in his
opinion, cannot be cleared without the assistance of the Accountant-General, he
should at once apply for such assistance.

4,13 Thedivisional officer has a right to seek the advice of the Accountant-
General in all matters connected with the accounts of his division or the
application of financial rules and orders concerning which there may be any
doubt. Itwill usually be desirable, however, that he shall figst obtain the advice
of the divisional accountant who is specially trained for this duty, and this should
be done in writing in all cases of importance.

4.2--DIVISIONAL ACCOUNTANT

42.1 To assist divisional officers in the discharge of their responsibilities
referred to in paragraph 4.1.1 the Accountani-General will post a divisional

accountant to each divisional office.
Note 1.--Certain important rules applicable to the cadre of divisional- accountants are given in
appendix 2.
- ‘Note 2.--No person who s not eligible to be appointed to the cadre of div_isional accountants may
- be posted to a division. In any individual case where a qualified divisional accountant is not
available, an exception may be permitted, as purely temporary arrangement, by the Accountant-

General,

=
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4272 (a) The functions of the divisional accountant are threefold :--

(i) asaccountant,ie., as the compiler of the accounts of the  division
in accordance with the prescribed rules and trom the data furnished
to him;

(ii) as internal checker, Eharged with the responsiblity of applying
certain preliminary checks to the initial accounts, vouchers, etc. (see

chapter 22); and

(iti) asfinancial assistant, i.e., asthe general assistant and adviser to the
divisional officer in all matters relating to the accounts and budget
estimates, or to the operation of financial rules generally.

(b) In the discharge of these duties; the divisional accountant is expected to
keep himself fully conversant with all sanctions and orders, passing thorough the
office and with other proceeding of the divisional officer and his subordinates,
which may affect the estimate or accounts of actual or anticipated receipts and
charges. He should advise the divisional officer on the financial effect of all
proposals for cxpenditure and keep a watch, as for as possible, over all the
liabilitics against the grant of the division as they are incurred.

(c) Thedivisional officer should see that the divisional accountant is given the
fullest opportunity of becoming conversant with these sanctions, orders and
proceedings. The relative position of the divisional accountant to the divi-
sional officer in respect of accounts is analogous to that of a sub-divisional
officer to a divisional officer in respect of works, and the responsibilities of the
latter for the work of the divisional accountant are similar to those which attach
to him in respect of the execution of work in charge of his other subordinates.

4.2.3 The divisional accountant is expected to see¢ that the rules and orders
in force are observed in respect of all the transactions of the division which come
within his sphere of duties. If he considers that any transaction or order
affecting receipts or expenditure is such as would be challenged by the Account-
ant-General if the internal check entrusted to the divisional accountant were
applied by the former, it is his duty to bring this fact to the notice of the divisional
officer witha statement of his reasons, and to obtain the orders of thatofficer, It
will then be his duty to comply with the-orders of the divisional officer, but if he
has been overruled and, is not satisfied with the decision, he should at the same
time make a brief note of the case in the register of divisicnal accountant's ob-
jections, form 1 (P. W. 512) and lay the register before the divisional officer, so
that the latter'may have an opportunity cither of accepting the divisional
accountant's advice on reconsideration and ordering action accordingly, or of
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recording, for the information of the Accountant-General, his reasons for
disregarding that advice. An objection entered in this register should not be
considered as finally disposed of until it has been reviewéd by the Accountant-
General, for whose inspection the register should be available at all times.

Note.--If no audit inspection takes place in a year and entries have beenmade in the register during
the period since the last inspection, the register or if the entries are few, an extract therefrom should

be submitted to the Accountant-General in the month of April for review.

4.24 (i) The divisional accountant is responsible for the arrangements for
checking the computed tenders, i.e., for seeing that satisfactory and efficient
arrangements are made for checking.

(i) He should conduct personally a test check of the computed and checked
tenders sufficient to satisfy himself reasonably that the checking work has been
properly done.

(iii) He should see that the comparative statement correctly incorporates the
totals as checked on the individual tenders.

425 (a) The divisional account should bring to the divisional officer's
notice all instances in which subordinate officer exceed the financial limitations
on their powers placed by the divisional officer or higher authority.

- Note.--If the divisional officer is allowed a lump sum apprepriation for expenditure on a group
of works and he has made out of it appropriations for individual works, expenditure should be
watched against individual appopriations and excesses brought to the divisional officer's notice.

(b) He may further be required by the divisional officer to undertake, on his
behalf, such other scrutiny of the accounts of the receipts and disbursements of
subordinate officers falling within the divisional officer's own powers of
sanction, as the latter may consider necessary.

(c) The divisional accountant should not, as a rule, be required to receive,
handle or pay out cash.

4.2.6, The divisional accountant is further required to inspect periodically,
under the orders of the divisional officer, the accounts records of sub-divisional
offices and to check a percentage of the initial accounts. The defects noticed
should be reported to the divisional officer for orders, but the divisional
accountant will be responsible, as far possible, for explaining personally the
defects of procedure and for imparting necessary instructions thereon to the sub-
divisional officers and their staff. .

The results of these inspections should be placed on record for the inspection
of the Accountant-General, but serious financial irregularities shoul be reported
at once for the information of that officer, even though set right under the

) \ —
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orders of competent authority. Al defalcations or losses of public money,

stores or other property should be reported immediately to the Accountant-
General and other authorities concemed in accordance with the rules for the
exhibition of losses in Government accounts and in the appropriation accounts
as laid down in Bombay Financial Rules.

4.2.7 When adivisional accountant is about to be relieved of his duties in a
divisional office, either permanently or temporarily, he should prepare a memo-
randum in form 2 reviewing the accounts of the division.  The state of the stock
and other suspense accounts and of outstanding in the accounts of works should
be reviewed in particular. All important liabilities, as also recoveries to be
made from the staff or from contractors and others which should receive special
attention should be mentioned. Any arrears or defects in the working of the
divisional office or subordinate offices rendering accounts to it should be
specified, with a statement of the remedies applied or contemplated. Other
points requiring the special attention of the relieving accountant, whether in
regard 1o the initial or compiled accounts or to audit notes received from the
Accountant-General, should also be set forth in detail.

The relieving accountant should examine the memorandum when taking over
charge and promptly forward it, with his remarks, to the Accountant-General
through the divisional officer, who will record such observations as he may
consider necessary.

4.3-- AccOUNTANT-GENERAL'S INSPECTIONS

4.3.1 The Accountant-General arranges for the periodical test audit and
local inspection of the accounts of divisional and sub-divisional offices, and the
divisional officer is responsible that the initial accounts and other connected
records are made available for inspection. Inspecting officers are required, if
possible, to discuss the drafts of their reports with the head of the office inspected
before submitting them to the Accountant*General, and for this purpose, it is
desirable that the head of the office should be present at the inspection unless his
presence is urgently required elsewhere.

4.4--COMMUNICATION OF SANCTIONS TO THE ACCOUNTANT-GENERAL

441 Asageneral rule, every sanctioning authority iS responsible that
all sanctions and orders against which' audit of receipts or disbursements is
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to be conducted by the Accountant-General are communicated to him in accor-
dance with such procedure, as may have been prescribed.  See also paragraphs
18.6.1 10 18.6.3 of this Code and paragraph 311 of the Maharashtra Public Works
Manual.

Note.--Audit against sanctions accorded by the divisional officer is conducted in the audit office
only in respect of sanctions 1o write-off stores or losses of public money. In respect of other
sanctions of the divisional officer, the divisional accountant is responsible for the necessary check,
vide paragraph 4.2.5. ’

4.5--RESULTS OF AUDIT

4.5.1 The results of audit are communicated to the divisional officer in the
form of audit notes, inspection reports, letters or memoranda. These should
receive prompt attention, vide rules 219 to 222 of the Bombay Treasury Rules,
and the replies of the divisional officer should be based, as far as possible, on his
ownknowledge. Itis not enough to pass of the explanations of a subordinate;
reports prepared in this manner may lull suspicion for the time being but lead
to greater irregularity afterwards.

4.5.2 Part 1 of the audit note and inspecticn reports should be returned
through the Superintending Engineer after the divisional officer has recorded his
replies thereon. The Superintending Engineer will pass orders in respect of.
matters which he is competent to deal with finally and record his remarks (with
anote of the action taken) on all other points, before returning the documents of
the Accountant-General.

Note.--As an exception 10 the above rule, the divisional officer may send his first reply 1o an
inspection report direct to the Accountant-General with a copy of the reply to the Superintending
Engineer.

4.53 Once a transaction has been entered in the audit note, or otherwisc
challenged in one of the other documents referred to in paragraph 4.5.1, the
responsibility for having the objection removed will devolve upon the divisional
officer,and the Accountant-General is required to report to the higher authorities
all important items and any sérious delays in the adjustment of individual
objections. '

Note.--An audit objection is usually removed by obtaining the requisite sanction by making the
necessary recovery by correcting or completing the relevant account or voucher, by fumishing the
necessary documents or information, or by otherwise securing compliance with the provisions of
a specified rule.  In cases in which a protest i madg against an audit objection as being incorrect,
the objections should be held to be in force unless a formal intimation of its with drawal is received
from the Accountant-General.
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4.5.4 The Accountant-General will place under objection any transaction,
coming to his notice, which is not covered by adequate sanction or involves an
excess thereon or other deviation. In some cases, the divisional officer may
have already taken action to regularise the transaction or the excess (if any) over
sanction plus any further excess that may be anticipated, may be within his own
powers of sanction withcut preparing a revised estimate, and he may have
accorded the necessary formal approval to it; yet if the necessary intimation of
sanction does notreach the Accountant-General when the divisional accountsin
which the irregular transaction appears are being audited, the Accountant-
General will raise the objection, as he is not authorised to assume that the
necessary sanction hasbeenaccorded.  Divisional Officers will, therefore, find
it advisable to send to the Accountant-General the carliest intimation of such of
their sanctions and orders as are required to be communicated to him (vide
paragraph4.4.1) and to give him, without waiting for the receipt of the audit note,
allnecessary information in regard to transactions for which, within their knowl-
edge, adequate authority does not exist. A single note or statement, prepared
monthly and signed by the divisional officer himself, will ordinarily suffice in
respectof transactions brought to account in the monthly account, but, if itcannot
precede or accompany the monthly account, it should be sent to the Accountant-
General within a week of the despatch of the account.

Note 1.---The object of this rule is to obviate the issue of unnecessary audit objections; but a
reduction in the number of objections can be effected only by observing the requirements of the fi-
nancial and other rules bearing on the transactions and by taking timely action to accord or obtain,
4 the case may be, such sanction or order as may be required in cases in which a deviation from
rule has occurred. .

Note 2.--The divisional accountant is responsible (i) for bringing prominently to the notice-of the
divisional officer at least once a month, alf?mgular transactions on which action has not already
been taken by the latter at the instance of the sub-divisional officers or of his own motion and (i1}
for giving effect to the provisions of this paragraph in accordance with the procedure which the di-
visiopal officers may have desired to be observed in this connection.




CHAPTER 5 : APPROPRIATIONS
5.1--INTRODUCTORY

5.1.1 (a) Expenditure, as defined in paragraph 3.1.10 can only be incurred
on a work or other object if--

(1) sanction either special or general, of competent authority has been
obtained authorising the expenditure;

(i1) funds to cover the charge during the year have been provided by
competent authority; and

(iii) the expenditure conforms to the relevant provisions of the
constitution and to the financial rules, regulations and orders issued by com-
petent authority,

Note.--When, under paragraph 255 of the Maharashtra Public Works Manual, an intimation is
received from an officer of the department that he is incurring an unauthorised liability on a work,
the Accountant-General will bring the facts instantly to the notice of the competent authority so that
the requisite steps may be taken either to stop the work or w0 regularise its execution.

(b) For payments chargeable to the accounts of other divisions, departments
or Governments, or of non-Government works and repayments of deposits, a
divisional officer does not necessarily require any specific provision of funds
within the appropriations for his own division. It is sufficient to see that such
payments are made only in accordance with the rules in the relevant chapters of
this Code,

Note.--For inevitable payments see paragraph 10.5.21.
5.2--GRANTS AND THEIR DISTRIBUTION

5.2.1 A grant or a supplementary grant may be in respect of expenditure
(vide paragraph 3.1.10) falling under one or more major heads or sections of a
major head. For purposes of financial control, the grant allotted to each major
heads or account is divided into primary units of appropriation, each of which
may be divided and sub-divided, as may be necessary, into secondary units of
appropriation.

Examples.--The grant for public works is broadly divided into the following primary units of
BPPIDPMIIOTIS {1) Onginal works, (2) Repairs, (3) Petty construction and repairs by civil
depanments, (4) Establishment, (5) Tools and plant,  (6) Grants-in-aid, contributions, etc.
(7) Suspense, (8) Charges in England, and (9) Reserve. Any sub-divisions of the primary units. ..,
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(a) Original works into major works, minor works, etc., (b) Establishment into pay of officers,
pay of establishment, other charges, etc., is known as secondary units of appropriation. A -
secondary unit of appropriation may again comprise one or more detailed heads, . g.s pay of officers
comprising detailed heads like Chief Engineer,  Superintending Engineer, Architect,
etc. Sometimes a primary unit is split up straight into detailed heads, i. e., without being first
broken up into secondary units, €. g., grants-in-aid, contributions, etc.

5.2.2 The demands for grants presented to the Legislature are for the gross
amount of expenditure to be incurred; recoveries taken in reduction of expen-
diture being shown separately. Accordingly, the appropriations for the minor
head "Suspense” subordinate to the public works major heads provide for the
gross debits of the whole year. The issue of stock materials to works, etc., and
other credits of the year are exhibited separately. In the case of works expen-
diture, however, the credits arising as a result of sale-proceeds of surplus
materials and plant acquired specially for any work, or of materials received
from dismantied structures should be taken in reduction of expenditure, vide
paragraph 22.2.9 and the demand should be for the net amount of expenditure.

Note.~-The procedure regarding recoveries relating to works indicated in this paragraph is
applicable only to the estimated recoveries, which ar¢ known at the time of framing the
estimates. Unanticipated credits should be surrendered separately and the final grants should not
include them.

5.2.3 The procedure relating to the preparation of demands for grants, to the
apprepriation and reappropriation of funds, to, the distribution of funds and to
budget matters generally is laid down in the Bombay Budget Manual.

5.3--GRANTS FOR EXPENDITURE IN ENGLAND

5.3.1 Separate provision is made, within each grant, for Indian and English
expenditure, the English provision being intended to cover charges, such as those
mentioned below, incurred by the High Commissioner for India:--

(@) leave salaries and deputation pay payable in England;

(b) sterling overseas pay;

(c) other charges such as passage money, advances of pay, eic.,
incurred in England.

5.3.2 In order to exhibit, as accurately as possible, the cost of works and
stores in the detailed accounts thereof maintained by divisional officers, full
value of stores obtained from England must be incorporated mere?n. The
detailed procedure is prescribed in rules 1 to 3ofappendix4. Accordingly, the

A—88-3-A



T Y e Y Py TP B e - S

22

provision relatiné to works and stores should be inclusive of the estimated cost
of stores to be obtained from England. Necessary provision for the cost of such
stores should also be made under the suspense head "Purchases" to which the
connected transactions are taken in the first instance (See paragraph 12.2.1 and
rule 9 of appendix 4).

Note.--As no provision is made in the budget estimates in respect of loss or gain by exchange
on transactions in England, provision for the cost of stores to be obtained from England should be
made at the par rate-of exchange (£1=Rs. 13-1/3).

5.3.3 'The provision for charges other than on stores will be made against the
minor head "Charges in England" under the relevant major head at the par rate
of exchange (£1=Rs. 13-1/3). The difference between this amount and the
rupee equivalentat the average rate of exchange for the month of adjustment will
be ultimately taken to the minor head "Loss or gain by exchange"” as a plus or
minus charge according as it is a loss or gain (vide paragraph 2 of the general
directions to the List of Major and Minor Heads of Account of Central and State
Receipts and Disbursements).

534 l:”I‘he chargcs other than on stores incurred in England are brought to
account in thie book of the Accountant-General under the appropriate heads of
account, but outside the accounts of the divisional officer.

5.4--WATCHING OF ACTUALS

5.4.1 Itis an important function of the divisional officer to keep a constant
watch over the progress of expenditure, as he is ultimately responsible for
keeping the expenditure within the allotments for the division. He should
accordingly keep himself informed of such circumstances as may affect the
progress of expenditure in order to take early steps for obtaining extra funds or
surrendering probable savings, as may be necessary.

54.2 It will be found convenient, in practice, to adopt the plan indicated
below:--

(a) The progress of expenditure on works or other items for which
there are specific appropriations, should be watched individually
month by month, through the register of works, contingent register
and other relevant accounts.

(b) In respect of works or items, lump-sum appropriations for which
_ are placed at the divisional officer's disposal, he will watch the
* progress of expenditure against appropriations by the maintenance of

A—88-3-B
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a record (i) of the expenditure in the form of a progressive abstract,
showing month by month, the up-to-date expenditure of the year and
(ii) of the grants in the form of a register showing the appropriations
and re-appropriations ordered from time to time.

(c) In this review of expenditure, undischarged liabilities play an
important part and their effect on individual and lump sum
appropriations should, therefore, be watched.

Note.--Liabilities may be divided into four classes:—

(i) those outstanding in the suspense accounts relaling to contractors and labourers,
in the accounts of works,
(ii) those outstanding in any of the regular suspense accounts of the division,
(iii) outstanding debts adjustable by book transfer, and
(iv) matured claims of contractors, suppliers etc., awaiting settlement and all immatured
claims, recurring, or non- recurring likely to fall due for settlement before the close
of the year.

Liabilities of class (ii) may affect not only the grants for the minor head “Suspense" of the major
head-under which the suspense account concemed is classed, but also the grants for works and
services falling under the same and other major heads.

(d) Anticipated credits (if any) which will ultimately be taken in
reduction of the expenditure chargeable against any individual
or lump sum appropriation should also be taken into account.
See-statement D of appendix 1.

(¢) This review is of special importance in the last three or four months
of the year,

(f) If desired, this review may also be conducted collectively in respect

of each primary or secondary unit of appropriation, a suitable register

of appropriations being maintained for the purpose, see clause (b) (ii)

above. Suchareview is of special help in formulating proposals for
re-appropriations.

54.3 Allliabilities and assets of the division adjustable by transfer credit or

debit to remittance heads of accounts should be recorded in the register of

 transfers awaited, form 3 (P. W. 509) as soon as they become known. ~ Asthey

arecleared, an entry should be made in columns 7 to 9 of the register so that items
awaiting adjustment may be known at any time.

Note.--This register is intended primarily for all transfer transactions recurring or non-recurring,
which have to be responded to by the division, but if desired, important items which will be cleared
by original debit or credit may also be entered to facilitate the watching of their clearance.




CHAPTER 6 : CASH
6.1--INTRODUCTORY

6.1.1 Theterm “cash™ as used in this chapter includeslegal tender
coin, notes, cheques, deposit-at-call receipts of scheduled banks and
drafts payable on demand. A small supply of ten paise revenue stamps may
be kept as part of the cash balance. See also rules 99 to 101 of the Bombay

Treasury Rules.

i
Note.--Interest bearing securities accepted as security deposites under the provisions of para-
graph 15.1.1.are not to be treated as cash.

6.1.2 The divisional officer is the primary disbursing officer of the
division, and all realisations and payments on Government account made by his
subordinates are made on his behalf and on his responsibility.

6.1.3 Every Government officer is personally responsible for the money
which passes through his hands and for the prompt record of reccipts ynd
payments in the prescribad accounts as well as for the correctness of the
accounts in every respect.  The private cash or accounts of members of the
department should not be mixed up with the public cash or accounts,

6.14 (a) In order that the transactions pertaining to the Central Govern-
mentmay be correctly recorded against the balance of that Govemment, forms
of chalans, bills, cheques, vouchers, etc., prominently marked with the word
“Central” should be used in respect of such (ransactions with
treasuries. See rule 32 (1) of the Bombay Treasury Rules.

{b) Any person paying money into a treasury or the bank to the credit of the
department shall present with it, a memorandum or chalan in form 4 (Try. 7)
with the name of the division given prominently at its top.

6.1.5 In their application to treasuries, the cash business of which is
conducted by the bank, the rules in this Code are subject to the provisions of Part
VI of the Bombay Treasury Rules.

6.2--MODES OF OBTAINING CASH FROM TREASURIES

I. General.

6.2.1 Cash is obtained by disbursing officers of the department in two
ways, viz., directly by the bills drawn on the treasury and by means of
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cheques. For payment of pay and allowances of Government servants on
the regular establishment not charged directly to works, certain heads of
offices and other officers draw bills on treasuries in prescribed forms in
accordance with the rules in Chapter 18.  All other disbursements are made by
divisional officers, who may empower sub-divisional officers to make disburse-
ments on their behalf, vide paragraph 10.1.6. For this purpose, divisional of-
ficers are ordinarily placed by the Accountant-General in account with one or
more treasuries within their jurisdiction and they may either authorise sub-
divisional officers to obtain money from the treasuries within the jurisdiction of
the later by drawing cheques or place them in funds by means of an imprest or
by transfer of cash from the divisional cash chest.

Note 1.--The term “treasury” includes also a military treasure chest wu.h which a divisional
officer may be placed in account.

Note 2.--At places where the cash business of the treasury is conducted by the bank, cheques are
drawn direct upon the bank without the intervention of the treasury officer.

Note 3.--The pay and allowances of certain categories of work-charged establishment as are
bome on the regular establishment of the department, are also drawn by bills on the treasury.

" 6.2.2 Sub-treasuries are collecting depots and not disbursing treasuries, but
to meet the convenience of public works officers, it has been arranged that fund
required for disbursement may be obtained by means of cheques drawn on sub-
treasuries subordinate to a treasury with which a disbursing officer has been
placed in account. See also rules 147, 162 and 170 of the Bombay Treasury
Rules.

Note.--The term “treasury” as used through out this Code includes a sub-treasury unless the
contrary is evident from the context. '

623 The appropriation of departmental receipts to expenditure in the de-
partment is strictly prohibited except in cases provided for in paragraph
6.34. See sub-rule (2) (d) of rule 8 of the Bombay Treasury Rules.

624 The procedure prescribed for accounting of cash obtained from treas-
uries on bills for pay and allowances of regular establishments detailed in
Chapter 18. Undisbursed balances of cash thus obtained may be. kept in
departmental cash chests, but they should not be mixed up with the regular cash
balances of the department, accruing from money obtained on cheques, which
are dealt with and accounted for in accordance with the rules in the following

paragraphs.

62.5 Without making previous arrangements through the Accountant-
General, no officer is authorised to draw cheques on a treasury situated outside
. the limits of the State, even though hisown ju.I‘ISdlCUOH may extend beyond those

limits.
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6.2.6 When for the convenience of work, it is necessary that the divisional
officer or any of his subordinate disbursing officers should be authorised either
“occasionally or as a standing arrangement, to draw cheques on a treasury situated

outside the limits of the division, the divisional officer should approach the
Accountant-General through the Superintending Engineer for necessary
sanction. Similarly, the divisional officer may, if necessary, specially
authorise any of his sub-divisional officers to draw cheques on treasuries situated
outside the jurisdiction of the later but within the limits of the division.

Note 1.--This rule is intended to be applied with special care and only to cases of real
necessity. Payment 1o contractors should, as far as conveniently practicable be made by cheques
on the nearesttreasury and a stipulation tothe effect that payment shall be somade should be inserted
in the contract agreement, where necessary.

Note 2.--The transactions, involving pyments to be made by the dlmlona.l officer outside the
accounts circle in which the divisional headquarters are situated should be settled by bank drafts.

6.2.7 The employment of peons to fetch or carry money should be
discouraged. When it is absolutely necessary to employ a peon for this
purpose, a man of some length of service and proved trustworthiness should only
be selected and in atl cases when the amoint io be handled i8 large, one or moré
guards shoild be senl o accompany the messenger.  See also rule 54 of the
Bombay Financial Rules and paragraphs 99 and 100 of the Maharashtra Public
Works Manual.

IL. Cheques

6.2.8 Petty sums under ten rupees should not be paid by cheques and for
disbursement of these and other charges which naturally are paid in cash, e.g.,
the wages of labourers and of the establishment charged directly to works
(excluding such categories of work-charged establishment as are borne on the
regular establishment of thc department) and value-payable postage, itis permis-
sible to draw money from time to time from the treasury by cheque to replenish
the cashchest. Whether there be a guard or not, disbursers must draw cheques
for the minimum of cash actually required to meet current disbursements, and if
itis found, at any time, that the balance in hand is larger than is required to meet
the anticipated expenditure of the next month, or of the next fifteen days, if the
treasury is not situated atan inconvenient distance, the surplus should be returned
into the nearest treasury. -

629 Indrawing cheques, drawing officer should be guided by the general
rules 1aid down in Section I of Chapter [ in Part V of the Bombay Treasury
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Rules. The special mles.app]icable to the department are set forth in para-
graphs 6.2.10 t0 6.2.14.

\ Note.--The heads of departments and heads of offices who are drawing officers may, at their
discretion, issue uncrossed cheques if the operation of the exisling orders regarding crossing of
cheques with the addition of the words “Account payee only" between the crossing, causes great
hardshipto the suppliers or piece-workers. This discretion shall, however, be used sparingly and

- only in genuine cases keeping in view the genuine interest of Government.

76.2.10 Beforé a cheque book is brought into use, all the cheque forms in it

- should be marked by a distinguishing letter. Cheques drawn by a disbursing
officer on any treasury should be distinguished by a different letier from those
drawn by other disbursing officers of the division on that treasury.

6.2.11 In the case of sub-treasuries, the advice of the number of the cheque
book to be used (vide rule 163 of the Bombay Treasury Rules), should ordinarily
be sent through the district treasury, but in cases of urgency, it may be sent direct
to the sub-treasury, a copy being forwarded simultaneously to the district
treasury.

6.2.12 The drawing officer should record on the reverse of the countcifoil
of gach cheque, the amount of the nextcheque drawn and the total of the drawings
during the month, and carry forward their total to the next ceunterfoil, thus
enabling himself, from time to time, to exercise an independent check on the
postings in his cash-book.

6.2.13 If the currency of a cheque should expire owing to its not being
presented at the treasury for payment within three months after the month of its
issue (vide rule 169 of the Bombay Treasury Rules), it may be received back by
the drawer, who should then destroy it and draw new cheque in licu of it.  The
fact of the destruction and the number and date of the new cheque should be

— recorded on the counterfoil of the old cheque, and the number and date of the old
chequae thatis destroyed should be entered on the counterfoil of the new one. The
fact of the new cheque having been issued should be entered on the date of issue
in red ink in the cash-book but not in the column for payment, a note being made
at the same time against the original entry in the cash-book.

Note.--For procedure relating to lost cheques, see rule 171 of the Bombay Treasury Rules.

6.2.14 When it is necessary to cancel a cheque, the cancelment should be
recorded on the counterfoil, and the cheque, if in the drawer's possession, should
bedestroyed.  If the cheque is not in his possession, he should promptly request
the treasury officer/bank to stop payment of the cheque and on ascertaining that
payment has been stopped, he should write back the entry in his cash-book by
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exhibiting the amount of the cheque as a figure on the payment side in the
“bank or treasury” column. A counter-refexence.should be given in the cash-
book, against the original, to the second entry of the cheque. A cheque
remaining unpaid for any cause for twelve months after the month of its issue
should be cancelled and its amount written back in a similar manner.

6.3--RECePT OF MONEY
I. Accounts Procedure

6.3.1 When money is received by a Government Officer on behalf of Gov-
emment, it should at once be brought to account in the cash-book and a receipt
in form 5 (P.W. 643) should invariably be granted to the payer unless the
Government authorises the use of cash memo, in form 6 in any particular case.
If, however, the amount be realised by recovery from a payment made on a bill
or other voucher setting forth full particulars of the deduction, a receipt should
be granted osly if specially desired by the payer, but the fact of the recovery
having been made by deduction from the payment voucher should be clearly
recorded on the receipt.

Note 1.--Final acquittance for private cheques and drafts on local banks accepted under proper
authority (vide rles 100 and 101 of the Bombay Treasury Rules), should not be given to the payer
until they have been cleared.

Note 2.--Before an officer signs a receipt in form 5 (P. W. 643) or a cash memo in form 6 for cash
actually received by him, he should see that the receipt of the money has been duly recorded in his
cash-book and in token of this check the entry.in the cash-book should be initialled and dated at the
same time. .

Note 3.--As an exception to this rule, it is not necessary to issue receipts in form No. 5 (P.W. 643)
in respect of Cheques/Bank Drafts received in seulement of inter divisional transaction which bear
the endorsement, “Payment by book adjustment only”.

6.3.2 Chequesofprivate individuals, if accepted in paymentof Government
dues, should be treated as cash, vide paragraph 6.1.1 and entered in the cash- °
book, in the ordinary way just like other cash transaction. When they are sent
to the bank for encashment, they should be shown in the disbursement column
as remittances into treasury. In order, however, to relieve the cash-book of a
large number of detailed entries in cases in which the transactions of receipt of
private cheques are frequent and numerous, the cheques may be initially entered
in a register of cheques received and adjusted in form 7 (Gen. 25) and only the
daily totals of receipts and remittances entered in the cash-book.  This register

will also facilitate the watching of the clearance of the cheques.

Note.--The above procedure will also apply in respect of deposit-at-call receipts of scheduled
barnks. :
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6.3.3 Areceiptinform S (P. W.643) oracash memo, in form 6 can be issued
only by divisional officers, sub-divisional officers, or other Government officers
specially authorised by Government, and ali persons regularlv or frequently
receiving money on behalf of Government should keep a cash-book in form 10
(P. W. 488), vide paragraph 6.6.1.

If a Government official, who is not incharge of a cash-book, receives money
on behalf of Government, he should not mix it up with the imprest or other cash
in his charge. He will be supplied with a receipt book, with foils in triplicate,
in form 8 (P. W. 585). Whenever he receives money, he should give to the de-
positor a receipt from this triplicate receipt book and sent the duplicate with the
money to his next superior officer having a cash-book when heisnearby. Ifhe’
isfaraway from the headquarters of such an officer, he should deposit the money
in the nearest treasury accompanied by a chalan in duplicate (vide rule 112, etc.,
of the Bombay Treasury Rules) and send the treasury chalan with duplicate
receipt 1o his superior officer. The officer will then bring the transaction to
account in his cash-book and issue a receipt from his duplicate receipt book in
the name of the Government official from whom the cash or chalan is received
and paste the triplicate receipt against his counterfoil. The Govemment offi-
cial, in turn, should paste the Juplicate receipt against his counterfoil .a the
triplicatereceiptbook. Therecord of the transaction will be in correspondence.

Note 1.--The receipt book should be issued by name and kept in the persoual custody of the person
to whom itisissued. In the case of transfer, the receipt book will be personally handed over to
the relieving officer, who will cenify in his charge papers that he has received the reczipt books,
stating the number of blank foils which it contains.

Note 2.--The divisional znd sub-divisional officers will examine the receipt books issued to their
subordinates at every convenient opporfunity and at least once a month and initial (and date} them

oin token of their scrutiny.

Note 3.--For issue of duplicate or copies of receipts, see rule 107 of the Bombay T‘msury Rules.

IL. Disposal of receipts

6.2.4 Moneys realised by officers of the department should be paid, as soon
as possible, into the nearest treasury, for credit as miscellaneous recejpts of the
depaftment. Should a divisional officer or sub-divisional officer, however,~ -
require to make use of cash receipts temporarily for current expenditure, he may N
do so instead of obtaining fresh cash by cheques; but before the end of the month,
he must send to the treasury a cheque for the amount thus utilised, drawn in his
own favour and endorsed by himself with the words “Received payment by

AN
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transfer credit to the Buildings and Communications Department/Irrigation and
Power Department”.

Note 1.--At places where the cash business of the treasury is conducted by the bank, moneys

received by departmental officers are paid at the bank direct without the intervention of the treasury
officer.

Note 2.--This ‘rule does not apply to receipts realised by short payment on bills or other vouchers.
6.4--PAYMENTS
I. Manner of payment

6.4.1 All payments, which the officers authorised to draw cheques have to

make, should, as far as possible, be made by cheques; but see also paragraph
6.2.8.

6.4.2 Itis permissible to make payment to suppliers of stores by obtaining
bank drafts in accordance with rule 677 of the Bombay Treasury Rules.

Note.--For instructions regarding making payments for stores obtained by direct ordr from
private firms and individuels in the United Kingdom, see rule 367 of the Bombay Treasury Rules.

6.4.3 As a nle, no cheque should be drawn until it is intended to be paid
away and cheques drawn in favour of contractors and others should be made over
10 them by the disburser direct; but the disburser may be assisted in making
disbursements by a cashier appointed for the purpose under paragraph 109 of the
Maharastra Public Works Manual. The occasional delivery of cheques -
through a subordinate may be permitted at the discretion and on the responsiblity
of the disburser. In such cases, the subordinate should make no entry in any
accounts which he keeps, as payment made by cheque should appear in the cash
account of the disbursing officer who draws the cheque, and the subordinate's
record will be in correspondence. #

Note.--Itis a serious irregularity to draw cheques and deposit them in the cash chest at the close
of the year for the purpose of showing the full amount of grant as utilised.

6.44 Payments due o contractors may, if so desired by them, be made
to their banks instead of direct to contractors, provided that the department
obtains--(i) an authorisation from the contractor in the form of a legally valid
document such as power-of-attorney conferring authority on the bank to receive
payment, and (ii) the contractor's own acceptance cf the correctness of the
account made outas being dug to him by Government or his signature on the bill
or other Claim preferred against Govemnment, before settlement of the account
or claim by payment to the said bank. While the receipt given by such bank
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shall constitute a full and sufficient discharge for the payment, contractors
should, whenever possible, be induced to present their bills duly receipted and
discharged through their bankers.

Nothing herein contained shall operate to create, in favour of the bank, any
rights or equities vis-a-vis Government.

II. Bills

6.4.5 General instructions regarding the form of bills and their preparation,
completion and stamping are laid down in rules 152 to 159 of the Bombay
Treasury Rules.  As far as possible, the particular form of bill applicable to the
case should be used. Suppliers of stores and others should be encouraged to
submit their bills and claims in proper departmental forms. But bills not
prepared on such forms should not be rejected if they set forth the necessary
details of the claims. In such cases, the additional particulars required should
be added by the disbursing officer.

Except in the case of lump sum contracts, every bill or other demand for
payment should, as far as possible, set forth the unit rate at which payment is to
bé made. '

II. Vouchers

64.6 As a general rule, every payment, including repayment of money
previously lodged with Government for whatever purpose, must be supported by
avoucher setting forth full and clear particulars of the claim and all information
necessary for its proper classification and identification in the accounts. The
full name of the work ag given in the eslimate and other particulars specified in
paragraph 10.1.2, or the head of account to which the charges admitted on a
voucher are debitable, or to which the deduction or other credits shown in the
voucher are creditable, should be clearly indicated on it in the space provided for
the purpose or in some prominent position.

When a voucher exhibits any expenditure from which revenue may prima
Jfacie be expecled to accrue as, for instance, when payment appears in a bill for
removing materials from a building or other work, either dismantled or
undergoing repairs or for clearing jungle or cutting trees in the compound of
buildings or in canal banks, efc., a note should be recorded to indicate how the

| |
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old mat=;1als removed or the trees eut, etc., have been disposed of and if sold
when the sale-poceeds will be crédited to Government.

Note.--When it is not possible to support a payment by a voucher or by the payee's receipt, a  *
certificate.of payment, prepared in manuscript, signed by the disbursing officer and countersing-
ned, if necessary, by his superior officer, together with a memorandum explaining the
circumstances, should always be placed on record and submitted to the Accountant-General, where
necessary. Foll marticulars of the claim, ,amount paid, date of payment and name of work with
head of account suould invaribly be set ferth, and where this necessitate the use of a regular bill
form, the centificate itself may be recorded thereon.

| 6.4.7 Every voucher must bear a pay order sjgned or initialled, and dated by
the responsible disbursing officer. This order should specify the amount
payable both in words and figures. ~ All pay orders must be signed by hand and
in ink. ) .

Note.--Cashiers and others authorised to make disbursements on passed bills vide paragraph

6.4.3, should make no payment without a proper pay order of the rcsponsﬂ:le dlsbursmg officer
recorded clearly on the bill or other voucher.

-

6.4.8 Exceptas provided in paragraph 6.4.4, every voucher should also bear,
or have attached to it, an acknqwledgment of the payment, signed by the person
by whom or on whose behalf the claim is put forward.  This acknowledgment
should be taken at the time of payment. When the payee signs in an Indian
script, he should be required to note the amount acknowledged i the script in
his own handwriting. In transliterating his acknowledgment, the amount
acknowledged, as well as any remark made by him, should also be reproduced
in English.

Note 1.—-If a disbursing officer anticipates any difficulty in obtaining from the person to whom
money is due, a receipi in the proper form, it i. open to him to decline to hand him the cheque or
cash, ortomake a remittance to him, as the case may be, until the acknowledgment of payment,
with all necessary particulars, has been given by him.  In all cases of payment by remittance, anote
of the date and mode of remittance must be made on the bill or voucher at the time of remittance. In-
cases bi remittance by postal morey order, the purpose of the remittance should be briefly stated
in the acknowledgment portion thereof, vide clause (xii)of rule 152 of the Bormbay Treasury Rules.

Note 2.--In the case of anticles received by value-payable post, the value-payable cover together
with the invoice or bill showing the details of the items paid for may be accepted as a voucher.  The
disbursing officer should endorse.a note on the cover to the effect that the paymeht was made
through the post office and this will also cover charges for the money order commisson.

Note 3.--A certified copy (marked duplicate) of a receipted voucher may be retained by the
disbursing officer, should this be necessary to complete the record of his office, but the payee should
not be required to sign such a copy or give a duplicate acknowledgment of the payment.

. 6.5--Rﬂm*rmcss'm TREASURIES

6.5.1 The officer-in-charge of a cash-book should keep a book in form 9
(P. W. 534) in which he should enter all his remittances to the treasury as they

__#
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- are made, vide paragraph 6.3.3and 6.3.4. This book should accompany the
remittance and chalan to be receipted by the treasury.

Note.--Remittance made tothe bank or cheques paid in as public works receipts should be entered
in the remittance book, but in the space for the treasury receipt should be entered "By bank cheques”
and the book need not be sent with the remittance, provided that the cheques are always endorsed
as prescribed in paragraph 6.3.4.

6.6--CAsH ACCOUNT
I. Cash book
(a) Unkeep

6.6.1 Anaccountoftheir cash transactions should be maintained in the cash-
book, form 10 (P. W. 488) by all Government officers authorised, as a regular
arrangement, to receive money on behalf of Govzarnment, as well as by those
entrusted with disbursements out of cash received by them in transfer from the
divisional cash chest or obtained by cheques drawn on the
treasury. Govemnment officers entrusted with imprests or temporary advances
should maintain and render accounts of their disbursements in imprest cash
account, form 12 (P. W. 485), vide paragraph 66,9 and 6.6.12.

6.6.2 The cash-book is one of the most important accounts records of the
department. Thedetailed instructions given in the notes on form 10 (P. W.488)
should be observed strictly in practice by all concerned. '

(b) Balancing

6.6.3 The cash-book mustbe balanced on the date prescribed for closing the
cash accounts of the month, but when the transactions are numerous, balancing
may be done weekly ordaily. It is advisable that the cash be counted whenever
a balance is struck, or at convenient intervals, as this affords an independent
check on the accuracy of the postings.  The results of such intermediate count-
ing should be recorded in the form of a note (specifying the aciual cash and also
the outstanding balances of imprests and temporary advances) in the body of the
‘cash-book (column 8) so as not to interfere with the up-to-date totals; the actual
balance of cash in the chest should invariably be stated in the note both in words
and figures.

(c) Rectification of errors

664 Anentry once made in the cash-book should, in no circumstances, be
erased. Ifamistakeis discovered before the copy of the cash-book is submitted
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to the divisional office, it should be corrected by drawing the pen through the
incorrect entry and inserting the correct one in red ink between the lines. The
disbursing officer should initial every such correction and invariably date his
initials. When the mistake is discovered too late for correction in this way, an
intimation of the necessary correction should be sent at once to the divisional
office, accompanied by a proposed transfer entry, if necessary. Except as
indicated above, no correction of an entry once made in his cash-book should be
made by a sub-divisional officer, unless authorised by the divisional office
to do so.

Note.--The samé principles should be observed in correcting errors noticed in the divisional cash-
book. If the account of the month have been closed, mo corrections of errors in amount,
classification, or name of work, should be made in that book but & transfer entry should be prepared
for the necessary correction, a suitable remarks in red ink (quoting reference to the correction in
accounts) being recorded against the original erroneous entry in the cash-book.

(d) Verification

6.6.5 The disbursing officer should check all the entries in his cash-hook, as
soon as possible, after the date of their occurrence, and he should initial the book,
dating his initials after the last entry checked. ' The cash-book should be signed
by him at the end of the month and such signature should be understood as fixing
responsibility for all the entries of the month inclusive of the closing balance.

Note.~-The following is the memorandum of some ofthe more important pasts of the
varification:--

The disbursing officer should.--

(i) compare each entry of payment with the gross amount chargeableas shown in the
connected voucher, seeing, at the same time, that it bears-(a) a payment order recorded by
himself or the divisional officer, and (b) the centificate of disbursement signed by himself
or an authorised subordinate, and ticking off each voucher as it is passed ;

(ii) see, whilst examining the postings of vouchers on the payment side that all
deductions shown in the vouchers (other than deductions creditable to the head of account
or work to which the payment relates) are posted as receipts on the receipt side of the cash-
book ;

(iii) compare each entry of payment into the treasury with the treasury officer's receipt -
on the chalan or treasury remittance book and satisfy himself that the amounts have been
actually credited into the treasury ;

(iv) verify the totalling of the cash-book or have this done by some principal subordi-
nate (other than the writer of the cash-book) who should initial (and date) it as correct ; and

(v) verify the total of the postings in the "bank or treasury"” column on the payment side
by reference to the memorandum recorded by himself on the reverse of the counter-foils of
cheques.
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6.6.6 The actual balance of cash in each chest should be counted on the last
working day of each month (i. ., immediately after closing the cash account of
the month under paragraph 6.6.3), but where this is not possible, the cash balance
may be counted on the first working day of the following month before any dis-
bursement is made on that date. The details of the actual balance should be
recorded in form 11 (P. W. 484) and a certificate of the count of cash, specifying
both in words and figures the actual cash balance (exclusive of imprest and
temporary advances), and of reconciliation of the balance so counted with the
book balance, should be recorded below the closing entries of the month. The
certificate should be signed by the disbursing officer who should invariably date
his signature.

Note.--Should it not be possible for the disbursing officer, owing to lis absence, to make the count

on the dates prescribed in this paragraph, he should do so at the earliest opportunity, recording the

reason for the delay on the cash balance report.

6.6.7 Whenever, on the contents of the cash chest being counted, the balance
as per cash-book is found to be incorrect, it must, unless the error can be detected
and set right atonce under paragraph 6.6.4 be made to agree with the actual
counted balance by making the necessary receipt or payment entry "To cagh
found surplus in chest" under "Public Works Deposits" or "By cash found
deficient in chast" under "Misccllancous P. W. Advances" as the case may
be. The administrative action to be taken on the occurrence of a deficiency
must depend on the nature of each case.

II Imprest

6.6.8 (Animprestisa standing advance of a fixed sum of money given to an
individual to enable him to make certain classes of disbursements which may be
entrusted to his charge by the divisional officer or the sub-divisional officer in
accordance with such rules, and subject to such restrictions, as may be laid down
by Government.) The amount of an imprest should be kept as low as possible
and should in no case exceed one thousand rupees without the special sanction
of Government.

6.6.9 Theaccount of imprest cash should be kept in duplicate by the imprest
holder in form 12 (P. W. 485) in accordance with the directions given in that
form. The counterfoil should be retained by the imprest holder and the original
supported by the necessary vouchers should be forwarded to the officer from
whom the imprest is held, whenever the imprest holder finds it necessary (0 have
the account recouped, or when it is proposed to increase or decrease the
amount of the imprestor to close the account altogether. The account must,
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" in any cas2, be rendered to the officér from whom the imprest is held, in time to
- enable him to incorporate the account in ' his cash-book beiore itis closed for the

month on the date fixed for the purpose.

6.6.10 The recouping officer should examine the imprest cash account and
the supporting vouchers, im:ial (and date) the vouchers in token of approval and
by a formal pay order (vide paragraph 5.4.7) recorded on the account, authories
the recoupment, enhancement, reduction or closing of the imprest as the case
may be. The account should then be abstracted and incorprated in the cash-
book in the manner prescribed in notes on forms 10 (P. W.488) and 12
(P. W. 485).

Note.--If any item in the imprest account appears to the recouping officer to be open to objection,
the imprest should nevertheless be recouped in full, and the items under objection, may be entered

‘in his cash-book as "liem awaiting adjustment in the imprest account of .. " under

Miscellaneous P. W. Advance to be watched under that head until either the objecuon is re:noved
or the amount is made good by the imprest holder.

6.6.11 The imprest holder is responsible for the safe custody of imprest
money and he must at all times be ready to produce the total amountof the imprest
in vouchers or in cash.

. Temporary advance

6.6.12 Whenadisbursing officer makes a remittance to a subordinate officer
to enable him to make a number of specific petty payments on a muster-roll or

- other voucher which has already beenpassed for payment, the amount remitted

should be treated as a temporary advance and accounted for in form 12 (P. W.
485) in the same way as an imprest. The account of a temporary advance
should be closed as soon as possible.

Note.--This rule applies also to cash taken out of the chest by the disbursing officer himself to
make payments at 2 distance.

6.7--CHEQUE ROOKS AND RECEIPT BOOKS

6.7.1 Cheque books required by the divisional and sub-divisional officers
authorised to draw on treasuries, sub-treasuries and the bank are obtained by
them from the district treasury concerned, vide rule 161 of the Bombay Treasury
Rules. Receipt books forms 5 (Gen. 113) and 8 (P. W. 585) are obtained
annually on indent by the divisional officer from the press.

6.7.2 - Chegque or receipt books should, on receipt, be carefully examined by
the divisional or the sub-divisional officer concerned who should count the
number of forms contained in each and record a certificate of count on the
fly-leaf.
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6.7.3 Cheque or receipt books must be kept under lock and key in the
personal custody of the divisional or sub-divisional officer concerned.

6.74 Counterfoils of used books should be returned promptly to the
divisional officer for record.

6.7.5 (a) A register of cheque and receipt books should be maintained in
form 13 (P. W. 508) separate pages being reserved for cheque books and receipt
books.

Note.--The account of cheque books intended for the settlement of inter-divisional transactions
should be kept separate from those utilised for disbursements in connection with the execution of

works.

(b) Whenever on examining a cash-book, it is noticed that a cheque book or
receipt book has been brought into use for the first time, the divisional
accountant should enter it, atonce, in the register as a new item. At the same
time, the date on which the corresponding books previously in use was com-
pletely written up should be ascertained from the cash-book and noted in column
4 of the register against the original entry relating to that book. '

(c) The submission of the counterfoils of used cheque and receipt books for
record in the divisional office (Vide paragraph 6.7.4) should be watched through
this register, and as soon as the counterfoils are received they should be
examined, and it should be seen in particular (i) that all items for which receipts
were issued were duly brought to account in the cash-book, and (ii) that the
writings do notindicate any irregularity or disregard of rules requiring action on
the part of the divisional officer.

6.7.6 Treasury officers are required to furnish the divisional officer, quar-
terly, witha statement of cheque books supplied by them to all disbursing officers
of the division on their requisitions. This statements should, on receipt be
compared with the register of cheque books to see that books are not obtained by
disbursing officers unnecessarily in advance, or in excess or requirements, and
the numbers of the books supplied but not brought into use should be entered in
the register, the dates of supply being noted in red ink below the entries on
column 1.

6.7.7 The register of cheque and receipt books should be reviewed periodi-
cally and enquires should be made of the disbursing officer concerned if there is
any unusual delay on his part in bringing a book into use. Even if the cause of
the delay be known, it will be advisable to obtain an assurance from the
disbursing officer that the book is in his personal custody and contains the full
number of forms intact.

A—88-4-A
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6.8--CusTODY OF CASH

6.8 1 Publicmoney in the custody of the dcpamncnt shouldbe keptin storng f
treasure chests secured by two locks of dlfferem patterns.  All the keys of the !
same lock must except where the procedure prescnbcd in the note below this ¢
paragraph is adopted, be kept in the same person 's custody, and as a general rule i-
the keys of one lock should be kept apart from Lhe keys of the other lock, and'in
a different person’s custody when pracncable* The chest should never be
opened unless both the custodians of the keys/are present. When there is a
guard, he should usually be the custodian of onefset of keys and he must always
be present when the chest is opened and until'it is again locked. Whenever
cashier is attached to a division or sub-division‘the keys of one of the locks of

1

the treasure chest will necessarily remain in his|possession.

divisional/sub-divisional-officer be placed, under his seal, in the custody of the treasury or sub-
treasury officer concemed. In the event of this practice hﬁmg adopted, a duplicate key register
should be maintained and once a year in Aprial the ksys sheuld be sent for, examined and remimed
undé fresh seal, a nole being made in the register that thuy "have been found comreet.

Note.--The duplicate keys of the divisional/sub-divisional chest may at the discretion of the |

6. 8 2 Thedivisional office should count the c!ash in the hands of each cashier ’
at leaslonceamonth orin the case of out stations heor the sub-divisional officer
shouldccunmwhcnever hemayvisitthem. Theresultofsuchcounting should
be recorded in the form of a note in the cash-book showing the date of
cxammauon and the amount (in words) found.

A—884-B




CHAPTER 7 : TRANSFER ENTRIES

7.1.1 Transfer entries, that is entries intended to transfer an item of receipt
or charge from the account of a work in progress or of a regular head of account
to the account of another work or head, are necessary in order to--

(a) correct an error of classification in the original accounts ;

Note.--Some times, it is more convenient to classify items pertaining to serveral heads (or
works), under a single head in the first instance than to classify them under each from the
beginning. For example, when a joint work, in which several parties are interested, is
undertaken the individual transactions relating to it are taken to the account of a single party in
the first instance, and before closing the accounts of a month, the necessary distribution over
all the accounts is effected by transfer entry.

(b) Adjust,by debit or credit to the proper head of account  (or  work),
an item outstanding in a suspense account or  under a debt or deposit

head ;
{c} bring io account ceruain classes of transactions which do not pass

through the cash or stock account, .g.-—

(i) forcreditto " Purchases ", onaccountof materials received for works
from sources other than stock, vide paragraphs 10.3.5 and 10.3.9;

(i1) for credit to " P. W. Deposits " on account of balances due 1o
contractors on closed accounts, vide paragraph 10.5.19 ;

(iii) for credit to revenue heads on account of revenue not recovered in
cash ;

(iv) for original debits or credits to remittance heads based on
transactions not appearing in cash or stock accounts, e.g., transfer of
t00ls and plani to another depariment of Government when the value
is recoverable from them ;

(v) for credit to the heads concemed of the several percentages leviable
under the rules, e.g., those on accounts of supervision (when not
recovered in cash), establishment, tools and plant and workshop
charges, vide paragraph 399 of and Appendix 5 to the Maharastra
Public Works Manual and paragraph 14.2.5 of the Code;

(d) respond to a remittance transaction advised by the Accountant-
Genéral or direct by the department concered, if the corresponding
debit or credit to the remittance head has not already appm@ in the

accounts ;
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(e) relieve the account of a work in progess of--

(i) items which have ceased to be debited to the estimate for the
work, and

(i) suspense charges which can no longer be kept within the
accounts of the work (vide paragraph 10.5.13).  Such transfer entries
are necessary ¢ither when the accounts of any contractor or of the work
itself are to be closed, or when any recoveries (otherwise than in cash)
have become due, e.g., by the transfer of stores to any other work or
account. '

7.1.2  For every transfer entry there must either be a transfer entry order,
form 14 (P. W. 532) or an order recorded on another document, e.g., survey
report, form 32 (P. W, 556) and final bill of contractor’s closed account placed

- under "Public Works Deposits”, which sets forth all the necessary particulars ;
see also paragraph 22.4.3.

Note 1.--In cases in which the transfer entry order is not required to be submitted to the
Accountant-General with the monthly account, vide paragraph 22.4.17, the necessary order, if not
initiated by a sub-divisional officer, may be signified by the divisional officer's initials against the

entry in the transfer entry book (paragraph 7.1.6).
Note 2.--A single transfer entry may cover a number of adjustments and corrections, provided

that all the necessary particulars are set forth in respect of each.

7.1.3 A transfer entry order may be initialed by the sub-divisional officer,
and should be so initialed by him in all cases falling within clauses (a), (b), (c)
and (e) of paragraph 7.1.1 which come within his cognizance.

7.14 The divisional officer should see that no transfer entry is made in the
accounts unless admissible under the rules, that a transfer entry is made as soon
as it becomes necessary, and that transfer entry orders in respect of transactions
falling under clauses (a), (b) and (c) of paragraph 7.1.1, proposed by sub-
divisional officers, are countersigned by himself in token of acceptance.

Note.--Transfer entries should receive the special attention of the divisional officer so that
habitual errors and misclassifications in the accounts of subordinate officers may not remain un-
noticed.

7.1.5 All wansfer entry orders should set forth such explanation of the
correction or adjustment proposed to be made as would establish clearly the
correctness and necessity of the entry.

Note.--In cases of corrections involving a reduction in the charges against the estimate of a work,
it is essential not only that full paniculars of the vouchers and accounts in which the erroneous
charges originally appeared are specified, but also that the circumstances in which the charges were
allocated wrongly under the estimate for the work are set forth clearly. It is not sufficient to state
that the charges were erroneously. classified previously. :
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7.1.6  All transfer entries ordered to be made should be registered in the
transfer entry book, form 15 (P. W. 545), maintained in the divisional
office. Entries should be grouped separately for each month in the accounts of
which they are to be incorporated. Before the book is closed monthly, the
divisional accountant should see that no adjustments which are required to be
made under any rule or order, are omitted.

7.1.7 No transfer should be made from one sub-head to another in the
accounts of a work except on the authority of a formal transfer entry order
prepared in accordance with the procedure prescribed in this chapter and
approved by the divisional officer. The order should be filed with the works
abstract for the month in which the transfer is effected and it should not be entered
in the transfer entry book. '



CHAPTER 8 : REVENUE RECEIPTS
8.1--GENERAL

8.1.1 Public works revenue is assessed and realised in accordance with the
rules and orders made by or under the authority of Government. When
collected, it should be brought to account in accordance with the classification
prescribed in Appendix 1.

8.1.2 Consistently with the provisions of the rules in this chapter, the
detailed rules of accounts procedure relating to revenue receipts are prescribed
locally by the authorities of the department. See also paragraph 31 of the
Maharashtra Public Works Manual.

8.1.3 Distinction must be made between receipts which are finally credit-
able to Government as revenue of the department, and transactions which
represent merely such cash or other value received as has either to be eventually
repaid or to be utilised to meet the cost of some service to be rendered or already
rendered, or to be taken in reduction of expenditure previously
incurred. Receipts of the latter class are creditable to the debt, deposit,
remittance or expendilture head concerned and are not subject to the rules of this
chapter. See also statement D of Appendix 1.

Note.--For appropriation of unclaimed balances lying in the deposit accounts see paragraph
154.1. ‘

8.14 (a) It is not permissible to take credit for revenue to the head
concerned until itis realised, but divisional officers are responsible that demands
are made as revenue falls due, that steps are taken with a view to effect prompt
realisation of all revenue, regular or occasional, and that proper records are kept
to show, in respect of all items of revenue recurring or non-recurring, the
assessments made, the progress of recovery and the outstanding debts due to
Government. '

Note 1.--The object of this rule is that all classes of revenue whether accruing from property of
any kind, from leases.of rights and concessions (e.g., nghts for fishing grazing, etc., and use of
water-power), or from any other source are properly watched.

Note 2.--As an exception to the general rule, the following may be credited as revenue before
realisation :--

(i) supervision charges on sales of stock on credit,
(ii) sale-proceeds of such articles of tools and plant as are creditable to the

minor head "Recoveries of expenditure” by debit to "Miscellancous P. W. Advances", vide

paragraph 9.3.14.

Note 3.--Receipts representing the sale-proceeds of tender forms to contractors or the fees levied
from cultivators for writing applications for water-supply should be credited to revenue.

L
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(b) The recovery of all debts due to Government should receive the special
attention of the divisional officer and no debt should be remitted or written off
except under the orders of competent authority.

8.2--IRRIGATION REVENUE COLLECTOR THROUGH DISTRICT AND
REVENUE AUTHORITIES.

8.2.1 When revenue from irrigation, navigation, embankment and drainage
works under the administration of this department is realised through district and
revenue authorities, the procedure described below should be observed :--

(@) The collections made by such authorities are paid direct into
treasuries. They are brought to account to the credit of revenue
heads concerned in the Accountant-General's office without being
passed on to the divisional officer for adjustment.

(b) The divisional officer receives from the collector amonthly statement
of the amounts realised to enable him to watch the progress of
recovery against demands or assessment,

(c) Thedivisional officer should submit to the Accountant-General a half-
yearly statement showing separately for each civil district the
monthly realisations, as compared with the assessments, in respect
of each canal or other work.

(d) The Accountant-General will maintain a register showing, separately
for each canal or other work, the monthly realisations pértaining to
the different divisions,

(e) The Accountant-General will bring to the notice of the appropriate
authority of this department any marked short coming of revenue
realisations, as compared with the budget estimate and the assess-
ment of the year but this will not relieve the authorities of this
department of their responsibilities as prescribed in the local rules
referred to in paragraph 8.1.2.

8.3--RECOVERY OF RENTS OF BUILDINGS AND LANDS
(a) From private persons
8.3.1 Whenapublic building, land or other property is let to a person not in

the service of Government, the full assessed rent must be recovered in
advance. See also paragraph 372 of the Maharashtra Public Works Manual.
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(b) From Government servants and pensioners

8.3.2 The recovery of rent from Government servants occuﬁying rentable
buildings incharge of the department shall be made by deduction from their

pay bills through the treasury officer or other disbursing officer concerned.

Note.--Amounts due on account of the hire of Government furniture and on account of the value
of articles of fumiture and other Government property lost or damaged by a Government servant
as well as any other dues for which a Government servant may be liable to Government in respect
of the residence allotted to him may also be recovered by deduction from pay bills.

8.3.3 Wherethe rent is recoverable in cash, a bill in suitable form should be
sent to the tenant on or before the last day of eachmonth. The tenant should be
required to pay the rent before the expiry of the following month.

8.3.4 When recoveries of rent are to be effected through a treasury officer
or other disbursing officer, 2 demand in form 16 (P. W, 542), statement of renis
recoverable in cash or by deduction from pay bills, should be sent in duplicate,
before the close of each month, to that officer who will make the necessary
recoveries and retun one copy of the statement duly completed. In the case of
rents recoverable {from non-gazetted Government servants, whose pay is drawn

by the heads of their offices on a consolidated bill cashed at a treasury, this
~ statement may be sent to the drawing officer and not to the treasury officer.  See
also paraghaph 361 of the Maharashtra Public Works Manual.

Note 1.--In cases where the public works officer in charge of the Govemnment buildings and
disbursing officersftreasury officers who are responsible for recovery of rent are not rendering
accounts of the same Accountant-General the public works officer will issue the statement of rents
recoverable in triplicate. :

In case of non-gazetted establishment, the disbursing officer will anach two copies of the
statement with the pay bill and retum the third to the divisional officer duly cenified 1o the effect
that the recovery has heen made and the emoluments are correct,

In the case of gazetted officers, all the three copies will be attached with the pay bill. 'When the
pay bill is encashed at the treasury, the treasury officer will detach one copy and retum it to the
divisional officer with a certificate of recovery. -

Thus the pay bills of both gazetted and non-gazetied Government servant will go to their sudit
and accounts officers with the statement in question attached to them in duplicate.

Note 2.--In the case of cash recovery from Government servants, the divisional office should
obtain, from the disbursing officers, a cenified statement in form 16 (P. W. 542).

Note 3.--In this statement will also be included any amounts due on account of the hire of
Govemnment fumiture, the value of articles of fumiture and other Government property lost or
damaged by a Government servant as well as any other dues for which a Government servant may
be liable to Government in respect of the residence allotied to him, vide note below paragraph 8.3.2.

Note 4.--A separate statement should be prepared in respect of each tenant who is a gazetted
Covernment servant and who draws his pay direct from the treasury for non-gazetted Govemment
servants there should be a single consolidated statement for each class of establishment whose pay

is drawn in a separate bill.

I
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Note 5.—In the case of gazetted Government servants, the statement will be filled up from the
information contained in the pay slip received from the Accountant-General. When a tenant goes
into occupation of a residence, the divisional officer will intimate the fact tothe Accountant-General
and call for a pay-slip. In the case of non-gazetted Government servants, the statement will be
prepared on the basis of the information to be obtained from drawing officers in form 17 (Gen. 185
) by 25th of every month. If any change of emoluments is noted by the treasury officers in the
completed copy of the statement retumed by him, the statement for the next month will be prepared
from the information so fummished. Provision will also be made in the statement, where necessary
for the recovery of additional rent due either because the full amount has not been coﬂectorbecm;se
arrears of emoluments have been paid to a Government servant.

Note 6.--Treasury officers and other disbursing officers are required to recover the atnount
specified by the divisional officer, without prior reference to the tenants and to noté in the statement
the pasticulars of emoluments, and of changes therein in respect of Government servants whose rent
is limited to a percentage of such emoluments.

Note 7.--If the rent recoverable from 4 Government servant is limited 10 a certain percentage of
his emoluments, and such emoluments are changed retrospectively, the rate at which rent is
recovered should also be changed retrospectively.

Note 8.--If a divisional accountant becomes aware that the emoluments of a Government servant
have been changed in respect of a period during which he occupied a Government residence at some
other station or stations, he should sec that the intimation of the change of emolumients is given to

the divisional officers of the stations concemed to enable them to recover the arrears of rent
wherecessary.

83.5 Amounts recovered by deduction from pay bills of Government
servants under the audit control of civil Accountants-General, irrespective of the
fact whether the bills are encashed at Central or State treasuries, will not be
passed on to the divisional officer for adjustment in the divisional
accounts. The Accountant-General, in whose circle the recoveries are made,
will credit the revenue heads (and canals, etc.), concerned direct in the central
section of his books, if he is the audit officer for the pay and allowances of the
Government servant concerned.  In other cases, the recoveries will be passed
on to the audit officer concerned through exchange accounts for adjustment to
the final heads in the central section of hisbooks. ~ The divisional officer should,
however, credit the accounts of the tenants in the register of rents of buildings
and lands, form 20 (P. W. 504), vide paragraph 8.5.5, with the recoveries as
certified by the treasury, disbursing or drawing officers concerned.

Note 1.--The Accountant-General, responsible for the audit of pay and allowances of the
Govemment servants concemed, will check the emoluments and classification of rent recoveries
shown in form 16 (P. W. 542) attached to the pay bills selected for andit and recand a cédiilieaic
thereon “Emoluments and classification af fant recoverigs checked . On form 16 (P. W. 542)
auached to @hier pay bills, the centificate, “Classification checked " wnll be recorded.  Onme copy
each of Form 16 (P. W. 542) with the above certificates recorded thereon will be forwarded monthly
by the Accountant-General concemed tothe divisional officer, if he is the audit officer for the public
works division and 10 the Accouriiant-General of the public works division, if he is not the audit
officer. On receipt by the latter, Form 16 (P. W. 542) will be passed on by him to the divisional

officer who will fumish a centificate in Form 18 to the Accountant-General along with the monthly
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account that all Forms 16 (P. W. 542) pertaining 1o the third preceding month have been received
and on their basis the register of rents of buildings and lands corrected where necessary and rent
revised.

Note 2.--The divisional accountant should compare form 16 (P. W 542) with the ooncspondmg/
entries in the register of rents of buildings and lands, Form 20 (P. W. 504), see that no forms 16.(P.
W. 542) have been omitied to be sent by the Accountant-General, and take steps to m_,isé the
assessment of rents of Government servants whose rates of emoluments have been al

8.3.6 Recoveries made by the disbursing or accounts officer of fie Defence,
Posts and Telegraphs and Railway accounts circles should be credited to the .
accounts of tenants in the register of rents of buildings and lands, Form 20 (P. W.
504) and adjusted in the divisional accounts by debit to the remittance head
concerned, on the authority of the certified statement received back from them,
without waiting for the intimation of the corresponding credit from the Account-
ant-General's office, vide exception 1 in paragraph 17.2.2.

Note.--Statements rdceived from disbursing officers and submitted to the Accountant-General
along with the divisional accounts will be sent periodically to the accounting officers of the circles
concemed for verification, and the procedure indicated in note 2 below paragraph 8.3.5 will then -

' be followed in respect of the verified statements.

8.3.7 The amounts representing recoveries of rents relating to a State
Government which are realised in another accounts circle, should be remitted by
the Accountant-General in whose circle the recoveries are made to the Account-
ant-General concerned by means of bank drafts. To enable the former to make
such payments, the divisional officer should indicate the correct classification
including the name of the accounts officer to whom the amounts should be
remitted, in the statement of rents recoverable. '

8.3.8 A tenant, who is in receipt of a pension from Government, should be
treated as a private individual for the purpose of these rules.  But, if he desires
to make payments by deductions from his pension, recoveries from him may
be made through the treasury officer orother disbursing officer concerned,
on the pensioner's furnishing the divisional officer with a written request au-
thorising such deduction. . This authority should be transmitted to the trcasuxy
or disbursing officer with r.he first demand. > Fd

8.3.9 Inthecase of vacation of quarters by a Government servant before the
last day of a month, owing to his departure on transfer, leave or retirement, the
demand for the rent for the broken period should be made 4t once so that the
amount due may be recovered before his departure-—

8.3.10 Pending orders on a representation against the divisional officer's
assessment, the amount assessed must be paid by tenants on demand. Should
the representation prove successful, the excess amount charged should be
adjusted as soon as orders are issued, by a reduction in the assessment of a
subsequent month, or, if this is not practicable or convenient, by an actual

repayment.
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8.4--REFUNDS AND REMISSIONS

8.4.1 The sanction necessary for refunds of revenue is regulated by the
delegation orders. This sanction may either be given on the voucher itself, or
quoted on it, a certified copy being attached when such orders are not separately
communicated to the audit office.

8.4.2 Remissions of irrigation revenue allowed before collection should
be treated as reductions of demands. Cash repayments of revenue actually
collected and brought to account under * 059 Public Works " or irrigation heads
should be accounted for under the minor head " Deduct--Refunds " of the
revenue head concerned.  All other refunds of revenue such as, refunds of rent
adjusted by short assessment or short realisation in a subsequent month, and
repayments of receipts and recoveries on capital account should be taken in
reduction of the receipts under the heads concerned.

- 84.3 Beforearemission orrefund of any kind, otherwise in order, isallowed
the original demand or realisation as the case may be, should be traced and a
reference to the remission or repayment should be so recorded against the
original entry in the cash book and other accounts as to make the entertainment
of a double or erroncous claim impossible. A certificate of such a note having
beenmade shouldbe giveninall vouchers forrefunds. Any acknowledgement
previously granted should be taken back if possible and destroyed, a note of the
repayment being, in any case, recorded on the counterfoil of the receipt.

Note.--See paragraph 15.5.2 for refund on deposit.

8.5--AccoUNT PROCEDURE
I. Register of revenue

8.5.1 Save as provided in paragraph 8.5.4, all revenue receipts of the
division should be classified and abstracted in a register of revenue, form 19 (P.
W. 501 0r 502) maintained in thedivisional office,  The reccipts relating toeach
project, for which a separate capital account is kept, should be registered
separately, and all other receipts pertaining to a major head should be booked
collectively.

8.5.2 Inthisregister,acolumnisopened foreach minorhead of revenue (and

- detailed heads subordiante to it) other than * Deduct--Relunds ", for which a
single deduction is made from the total revenue of the month, the details of the
amounts making up the figure tobe deducted being recorded in aseparate register
of refunds of revenue which should aso be in form 19 (P. W. 501 or 502).

Note.--For accounts procedure in respect of refunds of rents realised, see note below paragraph
8.5.7.



| A 7 -
48

8.5.3 Allreceipts falling under the minor head " Receipts and recoveries on
capital account " should also be abstracted in form 19 (P. W. 501 or 502)
separately for each major head of expenditure, a separate account being kept for
each project, the expenditure whereon is booked separately. Receipts falling
under the minor head " Recoveries of expenditure " will appear in the register of
revenue for the major head concerned under three distinct detailed heads,
namely, (1) Establishment recoveries, (2) Tools and plant recoveries and (3)
Other recoveries.

- 854 In respect of rent receipts of the buildings and special services for
which a subsidiary account is kept in form 20 (P. W. 504) see paragraphs 8.5.5
and 8.5.7, itisnot necessary to make entries in detail in any of the registers in form
19(P.W.501t0502). The monthly totals only (excluding the amounts realised
under the account circles referred to in paragraph 8.3.5), for each class of the
rents for which separate detailed heads have been opened under the minor head
" Rents " should be trasferred form 20 (P. W. 504) to form 19 (P. W. 501 or 502).

1

Register of rents

8.5.5 Aregisterofrentsof buildings and 1ands in form 20 (P. W. 504) should
be maintained in the divisional office to show the monthly assessments, realisa-
tions and balances of rents of all residential buildings (including office buildings
used as residences) and of such other buildings, lands, etc., as may be available-
for being let. No building other than those falling within the categories
specified in clauses (1) and (2) of rule 2 of Appendix 2 to the Account Code,
Volume IV, or site should be excluded from this register on the plea that it is
intended to be occupied rent-free or is not likely to be rented, but all such
buildings may be grouped separately.

Note 1.--Private buildings, which have been hired for use as residences or are used as such,
wholly or in pan, should be included in this register.

Note 2.--Rent-free quarters for class IV servants need not be entered in this register except when
allotted to persons from whom rentis recoverable. Nor need rest houses and irrigation bungalows
be entered although rent receipt from them are also treated as rents of buildings which are required
10 be booked under the minor head * Rents ™.

8.5.6 Theentriesrelating to theassessment of rent should be made month by

month, and for this purpose arrangements should be made to obtain timely
intimation (with full particulars) of all changes of tenancy from the subordinates
in charge of the properties.
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Note.--If any property is occupied free of rent, or if the rate for any month's assessment is neither
the standard rate nor the 10 per cent or 7 1/2 per cent, as the case may be, of the occupant’s
emoluments a suitable remark (quoting authority) should be made against the entry relating to
it. If a Govemment servant is not entitled to but is actually allowed the benefit of the 10 per cent
or 7 1/2 per cent concession, a reference to the specific orders of Government allowing it should be
recorded in the remarks column of the register of rents.

8.5.7 The total realisations of éach month should be abstracted at the foot of
the register, so as to show separately--(1) cash realised in the division, (2)
recoveries by disbursing officers and accounts officers of the Defence, Posts and
Telegraphs and Railway accounts circles adjusted in the divisional accounts
(paragraph 8.3,6), and (3) recoveries under the accounts circles referred to in
paragraph 8.3.5 for both rents of buildings, and rents of lands, etc. If any
buildings are provided with special services, such as furniture, etc., for which
rent is charged separately, the account of rent charged for each building in
respect of these services should be kept separate from that of the rent of the
building itself and in the abstract also the realisations on account of each of these
services should be shown separately.

Note.--Cash refunds of rents realised should be shown separstely as minus realisations in the
register of rents of buildings and lands, and thus distinguished from the gross realisation of rent.

. Register of permanent sources of revenue

* 858 A register should be maintained i form 21 (P. W. 369) for all
permanent sources of revenue (other than residential Government buildings) in
each sub-division, aconsolidated register being maintained sub-division-wise in’”
the divisional office. Reconciliation between the registers of dw:slonal an/d
sub-divisional offices should be effected every half year.




CHAPTER 9 : S'_I'ORES

9.1--INTRODUCTORY

9.1.1 The general administration of all the stores of adivision is vested in the
divisional officer, on whom primarily devolves the duty of arranging, in
accordance with such rules and instructions as may have been issued by
Government, for--(i) the acquisition of stores, (ii) their custody and distribution
according to the requirements of works, and (iii) their disposal.

9.1.2 All transactions of receipts and issues should be recorded strictly in
accordance with the prescribed rules or procedure, in the order of occurence and
as soon as they take place. Fictitious stock adjustments are strictly prohibited,
such as for example--(i) the debiting to a work of the cost of materials not
required, or in excess of actual requirements, (ii) the debiting to a particular work
for which funds are available of the value of materials intended to be utilised on
another work for which no allotment has been sanctioned, and (iii) the writing
back of the value of materials used on a work to avoid excess outlay over
appropriation, etc.  Any breach of this rule constitutes a serious irregularity,
which will be brought prominently to the notice of the appropriate authority
concemed by the Accountant-General.

9.1.3 (a) Theaccounts of stores are based on the fundamentalprinciple that
the cost of their acquisition should be debited to the final head of account
concerned or the particular work for which they are required, if either of these
can be determined at once ; otherwise, it should be kept in a suspense: account
pending clearance, as the materials are actually issued, by debit to specific heads
of account or works.

(b) In accordance with this general rule, the cost of supply of all stores,
required as tools and plant for the general use of the division, is debited at once
to the minor head " Tools and plant ", subordinate to the major head under which
such charges of the division are classified ; and special items of tools and plant,
which are required not for general purposes but for a specific work, are debited
to that work.  See also rules 1 and 4 of Appendix 5 to the Maharashtra Public
Works Manual. -

(c) Similarly, all road metal required for the maintenance of a road or section
of aroad is debited atonce to the minor head " Repairs (communications) " under
the major head concemed, against the estimate sanctioned for the collection of
it,and when road metal is acquired specially for use in the construction of a road
or other work, its cost is debited to the estimate for such construction.
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(d) In the case of other materials when purchases are made for the require-
ments of works generally, the cost is accounted for under the suspenses head
"Stock ", vide paragraph 396 of the Maharashtra Public Works
Manual. Materials purchased specially for a work, are, however, debited to
that work.

9.1.4 The four classes of stores enumerated in paragraph 388 of the Mahar-
ashtra Public Works Manual, thus fall into two distinct categories as shown
below :--

(1) Stores debited to suspense--
(i) Stock. .
(2) Stores debited to final heads--
(ii) Tools and plant.
(iif) Road metal, -
(iv) Materials charged to works.

9.1.5 With certain exceptions [vide paragraphs 103.10 (b) and (c) and
10.3.18] a numerical or quantity account of receipts, issues and balances has to
be maintained for all stores, even though debited to final heads, with a view to
control the balances efficiently until the stores are disposed of finglly either by
consumption on works or otherwise. This quantity account has further to be
reconciled periodically with the value atcounts except in the case of stores
debited to final heads, vide paragraph 9.1.4 (2). The rules in this chapter are
framed on the principle that, as far as possible, the intitial records of all stores,
¢ also the returns of sub-divisions should take account of quantities only, and
that the value accounts should be maintained in the divisional office.

9.2--Stock

I. General

9.2.1 The stock of a division is sometimes kepi in a single godowi of yard
in charge of a storekeeper or other officer, or ¢ach sub-divisional officer may
have a separate stock in his charge, either at his headquarters or scattered over
the sub-division in the direct custody of subordinates or other sectional
officers.  Again, the stock, although scattered over the entiré division, may be
in the general charge of a single official and the sub-divisional officers may
merely indent upto him, the accounts being kept by the former. The rules
prescribed below will apply whatever be the arrangement in force in the division.

9.2.2 Stock accounts may be maintained in a sub-divisional office, even
though the officer-in-charge is not authorised to kept a cash account in form 10
(P. W.488). A separate account should be kept in the divisional office of any
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stock which is directly under the charge of the divisional officer or of an officer
under his orders and not under the orders of a sub-divisional officer.

II. Vocabulary of stores

9.2.3 Inorder to ensure accuracy of posting of all transactions and facilitate
the preparation and valuation of indents, a list of materials in stock, showing their
correct description and identifying numbers commonly known as " Vocabulary
of stores ", should be evolved on the basis of an up-to-date classification of
stores. The issue rates should be filled in by the divisions who should circulate
them for use by other divisions obtaining supply of stores from them. These
vocabularies should be kept up-to-date by issue of correction slips as and when
necessary.

III. Quantity accounts
(a) Receipts

9.24 Materials may be received on stock from the following sources :--
(a) Suppliers,
(b) India Store Department, London,
(c) Other sub-divisions, divisions or departments (including Government
workshops),
(d) Manufacture, and
(e) Works. :

In all cases there should be proper authority for the receipt, by the storekeeper
or the sectional officer concerned, of materials to be brought on stock. This
authority should be given in writing by the divisional officer or, if so authorised
under local orders, by the sub-divisional officer.

9.2.5 All materials received should be examined and counted, or measured,
as the case may be, when delivery is taken. The record of the detailed count or
measurement or weightment should be kept in the statement of stock receipts,
form 22, and the total number or quantity received should be entered in the bin
card (paragraph 9.2.13), immediately thereafier. Such acknowledgment as
may have to be given to a supplier for materials received from him can be signed
only by anofficer of arank not lower than sub-divisional officer. Thematerials
should be kept in charge of a responsible Government servant who should be
required to give a certificate in the following form on the bill or invoice :--

ReCeived On wiviiiciiiciiisiiaiinensmmss and duly recorded in the bin card, see

Date Signature
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9.26 The statement of stock receipts will be printed in the form of
booklets and will be duly machine-numbered, with the office copy intact and
others perforated. These will be prpared in triplicate (in quardruplicate if
payments are made by the sub-divisional officer) by carbon process in indelible
ink or copying pencil, one copy being retained by the storekeeper and the other
twosent to the sub-divisional office, out of which one copy will be passed on to
the supplier and the other to the divisional office for posting the stock ledger
(paragraph 9.2.32) and making payments.

Note 1.--Two types of booklets will be printed, one containing three copies and the other
containing four copies with the words ' Original ', ' Duplicate ', ' Triplicate ' or ' Quadruplicate '
printed on them.

Note 2.--The instructions regarding making of entries in the measurements book (vide appendix
21 to the Maharashtra Public Works manual) apply mutatis mutandis to the entries 10 be recorded
in the statement of stock receipts.

9.2.7 Aseparate statement of stock receipts should be prepared in respectof
materials purchased from each supplier. To facilitated the preparation of the
summary of stock receipts (paragraph 9.2.30), separate statement should be
prepared in respect of items falling under each sub-head of stock or the articles
falling under each sub-head should be grouped to gether in the statements as far
as possible.  In filling up the statements, the description and code numbers of
matenals as givenin the vocabulary of stores (paragraph 9.2.3) should be stricdy
adhered to.

Note.--In order to comply with the requirements of the above paragraph, it should be seen that
separate supply orders are placed for materials falling under each sub-head of stock, as far as

possible.
9.2.8 Payments for all stock received are made on the basis of entries

recorded in the statements of stock receipts, vide paragraph 9.2.17. These
statements should, therefor be treated as very important account records.  All
the books containing the statements should be numbered serially and a register
of them in form 23 should be maintained in the divisional office showing tha duig
of iszus, serigl nimber of each booklet, the name of the sub-division to which
issued, and the date of retum of the used booklets with office copies, so that its

-eventual return to the divisional office may be waiched.

Note.--A similar register should also be maintained in the sub-divisional office showing the
names of subordinates to whom the booklets are issued. Those, no longer in use, should be
withdrawn promptly even though not completely written up.

(b) Issues

92.9 Materials may be issued from stock for the following purposes :--
(a) for use on works either by issue to contractors or direct (paragraph

10.3.1);
A—88-5-A
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(b) for despatch to other sub-divisions, divisions or departments ; and
(c) for sale to contractors, employees, other persons or local bodies, vide
paragraph 399 of the Maharashtra Public Works Manual.

They should be issued only on receipt of an indent in form 24 signed by the
divisional or the sub-divisional officer. But when an officer of lower rank has
to issue stock materials for the requirements of works under himself, a consoli-
dated ident for materials drawn during the month would suffice, if he has been
authorised under local drawn to draw such materials from his stock up to any
assigned limit not exceeding the provisions made for materials in sanctioned
estimates.

Note 1.--While examining bin cards and works abstracts, sub- divisional officers should see that

in practice, this rule is observed strictly, and they should deal suitably with instances of unauthorised
and excessive issues to works made by officers of lower rank without due cause.

Note 2.--The term “work™ includes manufacture operations, vide note below paragraph 9.2.31.

9.2.10 Indents should be prapared in quintuplicate by carbon process, the
description of stores, etc. being filled in with reference to the vocabulary of stores
referred to in paragraph 9.2.3 A record of the stores indented should be
simultaneously kept in the register of indents for stores, form 23, The fifthcopy
of the indent should be retained a3 office copy and the other four (which should
be marked " Original ”, " Duplicate ”, and so on) presented to the supplying
division.

Indents should be filled up carefully as all subsequent accounting depends
uponit. Inthecolumn " Head of agcount ”, etc., besides entering the name of
the account, head to which the issue of stores is debitable, full names of divisions
and offices to which stock is to be issued and of contractors, employees, other
persons or local bodies to whom it is authorised to be sold, should be added in
all cases in which stores are ordered to be issued otherwise than for the
requirements of works within the division. The column, headed " Name of
work/job " etc., should be fillad in anly When the stores are required for words
wilhin the division, and in sych cases the full name of the works as given in the
estimate, should be entered as well as the name of the contractor from whom the
value is recoverable (vide paragraph 10.3.1).

Note.--In order to facilitate the preparafion of the summary of indents for stores (paragraph
9.2.30), separate indents should be prepared for items falling under each sub-head of stock as far
as possible or the articles falling under each sub-head of stock should be grouped together in the
indent.

9.2.11 When issuing materials from stock, theissuing officer should
examing the indent in form No, 24 carefully with refetence to any orders or
rules for the issue of stores and sign it in the space provided for the purpose,

after entering the quantity issued in all the copies. An entry of the stores
A—88-5-B
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issued should simultaneously be made in the bin card (paragraph 9.2.13). The
signature of the officer receiving the materials should be obtained in the space
provided for the purpose in the indent. One éopy of the indent should be
retained by the issuing officer as a voucher in support of the entry in the bin card ;
the second being returned at once to the indenting officer.  Third and the fourth
copies of the indent should be sent to the divisional office for further action.

Note 1.--It should be seen that the acknowledgement of materials is signed either by the person
to whom they are ordered to be delivered or despatched, or by a duly authorised agent. This
precaution is specially necessary in the case of issues to contractors and private persons whose
acknowledgements should sent for all the particulars mentioned in paragraph 10.3.4.

Note 2.--Note 1 applies also to issues made to contractors by the officer of lower rank himself
without the production of an indent signed by the higher authority (vide paragraph 9.2.9).

9.2.12 Asan exception to the general rule in paragraph 9.1.3 that all stock
transactions shall be shown in the accounts as soon as the occur, the issues of
petty stores by an officer of lower rank than sub-divisional officer direct to the
works(vide paragraph 10.3.1 (ii)) under his supervision may be shown in the
accounts collectively, once a month, when closing the accounts of the month.

(¢) Bin cards

9.2.13  Achronological record of the receipts, issues and the running balance
of each article of stock will be kept in the bin card, form 26, which will be kept
at the place where the materials are stored.  These cards will be posted from the
statements of stock receipts and the indents for stores, vide paragraph 9.2.5 and
9.2.11.

9.2.14 Asbin cards constitute the basis quantity record of stock transactions,
adequate care should be taken for their proper maintence and safe custody.  All
the bin cards should be serially numbered and a register of them should be
maintained in form 27.

9.2.15. Thedivisional officer should aarange to have the balances as per bin
cards verified periodically with those shown in the stock ledger (paragraph
9.2.32). This verification should, in any case, be conducted before any item is
taken up for physical verification.

9.2.16. As soon as a bin card is completed, it should be returned to the
divisional office after carrying over the balance to the new card. When
received in the divisional office, the entries of the completed cards should be
checked with the stores ledger and discrepancies, if any, pointed out to the sub-
divisional officer concemed for further action. The bin cards should then
be recorded in the divisional office.
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IV. Value accounts
(a) Payment for stock received

9.2.17. Theprovisions contained in paragraphs 10.2.1and 10.2.9t0 10.2.17
apply mutatis mutandis to the payment of bills of suppliers for stock received
with the exception that the claims are verified in the divisional /sub-divisional
office with reference to the connected entries in the statements of stock receipts,
vide paragraph 9.2.6.

9.2.18. The claims for stock received from other public works divisions
including the divisions of other Governments will be settled in accordance with
the procedure prescribed in appendix 6.

9.2.19 Cash payments should not be made for stock received from other
sources except in accordance with the directions in chapter 4 of the Account
Code, Volume 1. When under those rules, payment for supplies made by any
department is made in cash, the claims of such department should be dealt with
in the same way as those of suppliers.  In other cases, the necessary adjustment
of the cost, through the remittance or other head concérned, should be made by
the divisional officer in accordance with the instructions in chapters 7 and 17,
after verifying the claim with reference to the entries in the divisional copy of the
statements of stock receipts.

(b) Recoveries for stock issued
(i) Issue rates

9,220 An issue rate is assigned to each new article as it is brought on
stock. This rate is fixed on the principle that the cost to be charged to works,
on which the materials are to be used, should approximately equal the actual cost
of the stores and that there may be no ultimate profit or loss in the stock
accounts. It should provide, beyond the original price paid and the cost of
carriage, etc., for the storage charges as defined in paragraph 2.1.1 (51).

Note 1.--It is not necessary that the issue rate for an item should be the same in all sub-divisions,
but a uniform rate should ordinarily be prescribed for all localities in a sub-division.

Note 2.--The issue rate should be worked out to the nearest multiple of five paise, fractions of 2.5
paise and below being ignored and fractions of more than 2.5, paise taken as 5 paise.

9.2.21 The issue rate of an article of stock should be fixed at the beginning
of each year. Normally, this rate will remain constant through the year, but as
purchases are made or contracts for the supply of materials are entered into,
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variations in costs should be watched and if there is any material variation in
the purchase rates, the issue rate can be revised earlier, if necessary, at the
discrétion of the divisional officer. It should, however, be seen that the issue
rates, are kept within the market rates,

Note 1.--In the case of controlled articles the issue rate should be revised whenever there is a
change in the controlled price.

Note 2.--In no case should the cost of stores be increased beyond their original price as it amounts
to taking credit for unrealised profits.

9.2.22 If the issue rate of an article of stock is appreciably less than the
market rate, the divisional officer shall, in addition to any restrictions on
issues outside the division or sales which he may prescribed, see that issues to
other divisions and department and sales are made at market rate. See also
paragraph 399 of the Maharashtra Public Works Manual.

(i) Storage charges

9.223 A storage rate is fixed annually for each division or sub-division on
the principle that the total estimated a nnual expenditure [see paragraph 2.1.1
(51) 1is, as far as possible, recovered from the issues likzly to be made during
the year, On the basis of this rate, storage charges are added on a percentage
basis so as to form part of the issue rate calculated under paragraph 9.2.20.

(iii) Handling charges

9.2.24 A suitable percentage based on carriage and other incidental charge
of the previdus year which are incurred simultaneously in connection with
several articles of stock and cannot therefore be allocated to the various articles,
should be fixed annually on the principle enunciated in the preceding paragraph
and added to the issue rate.

(iv) Mode of recovery

9.2.25 (a) The sub-divisional officer is responsible that the value of mate-
rials sold to contractors, local bodies, etc., is recovered in cash in advance.
~ Note.-A sale account in form 28 (P. W. 551) should be prepared in suppon of every such sale.

(b) Alladjustments of the value of stock issued except oh sale should be made
by the divisional officer as in the case of receipts, vide paragraph 9.2.18 and
9.2.19. The sub-divisional officer is, however, responsible for the clearance
from works accounts, of all outstandings against contractors on account of the
recoverable value of materials issued to them by charge to works.
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Note.--When materials are issued to piece-workers for use on Govemment works, the cost of the
malenials so supplied should be recovered in cash in advance before handing over the materials,
unless any sum then due to the piece-worker under the agreement is sufficient to cover the cost of
the materials so supplied to them in which case, the cost may, at the discretion of the divisional
officer, be deducted from such sum then due.

Whenever the value of materials is not recovered in cash from piece-workers, certificate to the
effect that the value of work done by the piece-workers but not paid for, is more than that of materials
issued to him should be invariably fumished by the divisional officer on unstamped receipts of
piece-workers for materials issued.

(c) The 10 per cent supervision charges should be realised in addition to the
value of stock including storage and handling charges in all cases in which it is
recoverable under paragraph 399 of the Maharashtra Public Works Manual, but
the amounts recovered on this account should not be treated as receipts on
account of stock, but as revenue receipts, or receipts on capital account, as the
case may be.

(c) Valuation of quantity accounts

9.2.26. The statements of stock receipts, form 22, when received in the
divisional office will be valued on the basis of prices paid or payable as per bills
or other claims. Extra charges, when paid or adjusted should be entered n
column 11 of these statements. The statements should then be posted in the
stock ledger (paragraph 9.2.32).

Note.--In the case of stores, which are not paid for within the month of receipt and of which the
actual value will not be known till the supplier's bill is received and paid, an estimated figure should
be adopted for bringing the liabilities in the purchase account (pardgraph 12.2.3) and also for the
completion and closing of the stock ledger.

9.2.27 On receipt of the third and the fourth copies of the indent in the
divisional office (paragraph 9.2.11), the issues should be valued at the issue rates
fixed for the purpose, vide paragraphs 9.2.20 t09.2.22. The third copy of the
indent will be used for posting the stock ledger and the division-wise register of
transactions adjusted under the head " Cash Settlement Suspense Account " and
the fourth copy sentin due course to the indenting division in support of the claim
for payment.

9.2.28 Carriage and other incident charges should be debited to stock only
when they are incurred in connection with the general stock requirements.  See
also paragraph 10.10.1.  These charges should be adjusted against the particu-
lar sub-head under which the item is classified.

9.2.29 To classifyand collect by objects of expenditure, the charges debited

to stock from time to time, the same procedure should be observed as isadopted
inrespect of e?apendimre on works, that is, works abstracts andregister of works
should be maintained. See also paragraph 22.4.8.
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(d) Monthly summaries of stock receipts and issues

9.2.30 The receipt and issue transactions of the entire division should be
abstracted in the summary of stock receipts, form 29, and the summary of stock
issues, form 30. These forms should be posted daily in the divisional office
from the copies of statements of stock receipts and the indents for stores, the
entries being made only in respect of value. The total value of receipts and
issues as brought out in these summaries should be reconciled with the corre-
sponding monthly totals of the stock ledger, vide paragraph 9.2.32.

Note.~-To secure agreement between the quantity and value accounts, receipts and issues, the
value of which cannot be adjusted in the accounts ofthe month in which the actual transactions take
place, should be accounted for in the summaries under the suspense heads “ Purchases ” and
“ Miscellaneous P. W. Advances ", respectively. Accordingly those receipts and issues of the
month which represent transactions, the value of which is brought to account in the same month
through the cash book or transfer entries should be separated from the transactions not so brought
to account. See also note below paragraph 9.2.26 and paragraph 22.4.14.

9.2.31 When abstracting the transactions recorded in the statements of
stock receipts and indents for stores, care should be taken to observe strictly the
prescribed accounts classification, vide appendix 1. Itis not sufficient to enter
the name of the major head affected, but the minor and detailed heads should also
bestated.

Note.--Although “Manufacture™ is a sub-head of the stock account issues of stock to manufacture
operations and receipts of outtum from a manufacture should be accounted for in the same way as
issues to or from any other distinct head of accountant, and each manufacture operation should be
treated as a separate work.  See also paragraph 2.1.1(63).

V. Stock ledger

9.2.32. An account shall be maintained in the accounts branch of the divi-
sional office to record day by day the transactions relating io each item of
stock, This account should be maintained in form 31, stock ledger, which will
have different sections or sets of-pages for different articles of stock with
columns for receipts, issues and balances for both quantities and
values. Separate ledgers will be maintained for articles fallings under each
sub-head of stock.

9.2.33 Allitems of receipts and issues will be entered in the ledger from the
copies of statements of stock receipts and the indents for stores which are
received daily from the sub-divisions, vide paragraphs 9.2.6and9.2.11.  Atthe
end of day's postings, the balance under each article should be worked out in
respect of quanties as well as values.
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9.2.34 The ledger should be closed for both quantities and values at the end
of each month. A few pages should be reserved at the end of each ledger for
abstracting the transactions (values only) pertaining to each article of
stock. Themonthly total of receipts, issuesand balances should then be worked
out for each sub-head and a consolidated abstract prepared for all the sub-heads,
which should agree with the summary of stock receipts and the summary of stock
issues, vide paragraph 9.2.30. '

f;
VI. Adjustment of profit and loos,on stock

9.2.35 Atthe e;id of each year, the amount of. annual excess or shortfall
representing the differences in values due to revision of rates, efc., should be
worked out pro forma and credited to revenue (or as a receipt on capital
account) or charged off as "losses on stock”, as the case may be.

Note.--While under the procedure prescribed in this paragraph, it would not be necessary to.
allocate the differences over the work, the profits or losses should be taken into account at the time
of fixation of issue rates for the next year.

VIL Stock-taking

9.2.36 The results of all verifications of stock (vide paragraph 401 of the
Maharashtra Public Works Manual) should be reported to the divisional officer
for orders, but as soon as a discrepancy is noticed, the book balance must be set
right by the verifying officer, treating a surplus as a receipt and a deficit as an
issue, with a suitable remark.

9.2.37 (a) The value of stores found surplus should be credited at once as
a revenue receipt or a receipt on capital account, as the case may be.

(b) The value of a deficit should, however, not be debited to final heads, but
keept under " Miscellaneous P. W. Advances " pending recovery or adjustment
under orders or competent authority. When the loss is declared to be irrecov-
erable and its write off ordered, a transfer entry should be prepared clearing the
head " Miscellaneous P. W. Advances " by debit to--

(1) the works for which the stores were specially collected, if the
accounts thereof are still open, or

(ii) the general head " Losses on stock " under one or more major heads
as may be decided by competent authority, on a consideration of
the objects for which the stores were stocked.
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VIII. Rectification of accounts

9.2.38 Clerical errors in value accounts of stock should be dealt with
generally under paragraph 6.6.4. Corrections of errors discovered after the
accounts of the month are closed, should when permissible, be made (i) by
making entries of values (without quantities) in the stock accounts of the current
month when no change is to be made in the head of account affected, and (ji) by
preparing transfer entries in other cases.

9.2.39  Other corrections in stock account may be necessary in the following
cases :--
(i) When quantities are found surplus or short, cither as a result of
stock-taking or otherwise, vide paragraph 401 of the Maharashtra
Public Works Manual,
(ii) When issue rates have to be raised or lowered, vide paragraph 9.2.21.
{(iif) When stores of any description become unserviceable (vide
paragraph 421 of the Maharashtra Public Works Manual) and have,
therefore, to be removed from stock.

9.2.40 These corrections should be effected in the following manner :--
Both in quantity and value accounts, all additions to quantities should be
treated as receipts and reductions therein as issues, a suitable remark being

made in the entries in forms 26 and 31. See also paragraphs 9.2.36

-and9.2.37. These entries must be made as soon as differences in quantities
come to notice, but in the case of materials to be declared unserviceable,
no adjustment should be made until receipt of orders of competent authority,

which should be obtained on a survey report in form 32 (P. W. 556).

9.241 No correction will be made in the accounts in respect of stores
declared to be in excess of requirements, vide paragraph 405 of the Maharashtra
Public Works Manual. Such stores will continue to be borne on the stock
account until transferred elsewhere or otherwise disposed of in the ordinary
course.

9.3.--TooLs AND PLANT
L. General

9.3.1 The tools and plant of a division are of two kinds :
(a) General or ordinary tools and plant i.e., those required for the
general use of the division.
(b) Special tools and plant, i. e., those required not for general purpose
but for a specific work.
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The cost of the supply, repairs and carriage of articles of class (a) is charged
to the minor head " Tools and plant " whereas similar charges of class (b) are
borne by the work concerned.  In both cases, the cost is charged in the accounts
against sanctioned estimates, in the same way as expenditure on works, though
for purposes of sanction it is treated as expenditure on tools and plant.

9.3.2 Numerical accounts of articles of both classes should be kept in each
sub-division and the divisional office in accordance with the following rules.

Note.--The relating to numerical account of tools and plant apply also to imperishable articles,
e. ., typewriters, fumiture of rest-houses, etc., whether acquired by charge to heads of acount other
than “ Tools and plant , or received free of cost.

9.3.3 The accounts of tools and plant temporarily lent to contractors as well
as those of articles lent to local bodies and others under the orders of competent
authority, should be specially reviewed periodically, and it should be seen that
the articles are returned without unnecessary delay and in good condition.

Note.--This paragraph also applies to tools and plant sent out for repairs.
II. Numerical accounts

(a) Receipts

9.3.4. Allarticles received should be examined and counted when delivery
is taken. The record of detailed count should be kept in the statement of tools
and plant receipts, from 33, which should be prepared in triplicate by carbon
process in indelible ink or copying pencil, one copy being retained by the
storekeeper or sectional officer and the other two sent to the sub-divisional
officer, who will retain one copy for posting the tools and plant ledger (paragraph
9.3.7) and pass on the other to the divisional officer for making necessary
payments or adjustment of values, if required. (See also paragraph
9.2.6). Such acknowledgment, as may have 0 be given to the person from
whom the articles are received, can be signed only by the divisional or sub-
divisional officer. An acknowledgement should invariably be given when
articles lent are received back.

Note 1.--The entries in form 33 in respect of the receipt back of articles lent or sent out (vide
paragraph 9.3.3.) should be distinguished from others by a'suitable remark with a reference to the
original entries in the statement of tools and plant receipts.

Note 2.-A register showing the receipt, issue and retam of the booklets containing statements
of 10ols and plant receipts should be maintained in the divisional and the sub-divisional offices in
the form and on the lines prescribed in paragraph 9.2.8.
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(b) Issues.

9.3.5 The articles of tools and plant should be issued only on receipt of a
requisition known as indent for tools and plant, form 34, signed by the divisional
or the sub-divisional officer. Except in the case of cash sales, unstamped but
dated acknowledgement must be obtained in supportof all issues and in the case
of tools, etc., lent to contractors such acknowledgements-should further set forth
the valuation of all articles lent, as determined by the sub-divisional officer (See
also note 1 below paragraph 9.2.11).

" Note.~Entries of articles referred to in paragraph 9.3.3 should be distingunished from others by
a suitable remark in form 34.

9.3.6 Theindentshouldbe prepared in triplicate, two copies being presented
to the division/sub-division indented upon and the other retained as office copy
by the indenting division/sub-division. The supplying sub-division shall
complete this indent in respect of actual issues and pass on one copy thereof to
the divisional office, retaining the other for posting the tools and plant ledger.

{¢c) Tools and piant ledger.

9.3.7 A consolidated account of the receipts, issues and balances of tools and
plant should be maintained in the sub-divisional office in form 35 (P. W. 531),
régister of tools and plant. It should be kept in three parts--

Part I--For articles in hand.
Part II--For articles temporarily lent or sent out, vide paragraph 9.3.3.

Part IT1--For shortages awaiting adjustment.

In part I, articles should be grouped under the prescribed sub-heads which
are: (1) Scientific instruments and drawing matcrials, (2) Plant and machin-
ery, (3) Tools, (4) Navigation plant, (5) Camp equipage and (6) Live-
stock. In part II, the entries should be made in a separate section for each
contractor or other person to whom the articles are lent or sent out for repairs,
eic. Part I1I is brought into use only if any shortages come to notice, and the
instructions relating to it are give in paragraph 9.3.19.

Note.~The issues and receipts of articles between the sub-division and the subordinates of the
sub-division should be reflected in a separate monthly retum 1o be taken from such subordinates in
form 36 (P. W. 338) and kept on the recrod of the sub-division afier necessary check. These
transactions being within the sub-division will not appear in form 33, 34 or 35 (P. W. 531).

;
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9.3.8. Parts I and II of the register should be posted from the office copies
of the statements of tools and plant receipts and indents for tools and plantas and
when a transaction takes place. Each separate transaction connected with
articles lent or sent out (vide paragraph 9.3.3) should further be posted in part
ITin the section reserved for the contractor or person concerned, articles lent etc.,
being shown in the column for issues and those received back in the column for
receipts.

9.3.9 A contineous account relating to tools and plant should be kept in a
ledger in form 37 (P. W. 437) in the divisional office. This ledger should be
posted daily and should shown all transactions of receipts, issues, etc., made
under the orders of the divisional officer, except those relating to articles
temporarily lent out or sent for repairs or found deficient. The account of such

articles should be kept at the end of the ledger in the forms similar to parts IT and

111 of form 35 (P. W. 531). The ledger shall be checked at the end of every
month by the divisional accountant who should put his dated initials on the
memorandum of review in form 38 (P. W. 576), to be pasted on the fly-leaf, in
token of such check, before submitting it for the divisional officer's review,

Note.--There should be separate ledgers for (1) scientific and mathematical instruments and
drawing materials and (2) tools and plant.  The former will be maintained by the draftsman as per
rule 3 of appendix 36 to the Maharashtra Public Works Manual and the latter by the store-keeper
of the division except in the case of Presidency Division where both the ledgers are to be maintained
by the Superintendent, P. W. Stores and Workshop, vide note below rule 3 ibid.

OI. Payment for supplies

9.3.10 Payment for tools and plant received from supplies and other sources
should be made generally in the manner prescribed for stock-receipts in para-
graphs 9.2.17 10 9.2.19. But when the Mathematical Instrument Depot is
unable to supply any instruments indented for and arranges for their purchase,
the supplier's bill will, if that depot so desires, be paid in cash or by a bank draft.

IV. Recoveries
(a) For use of tools and plant
9.3.11 The procedure to be observed in charging the cost of tools and

plant in the accounts of a division and in making adjustments on account of
cost of tools and plantused on works executed on behalf of other divisions,

S
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departments, etc., and on certain works of the division itself, is described in
appendix 5 to the Maharashtra Public Works Manual.

9.3.12 When tools and plant are lent to local bodies, contractors, or others
the hire and other chargers should be determined under the rules in appendices
33 and 34 of the Maharashtra Public Works Manual and should be recovered

regularly.

9.3.13 The whole cost of carriage of all Government tents belonging to
executive and revenue officers should be debited to " Toolsand Plant ",  Ifthey
are used wholly or partly for private purpses, recoveries will be made in
accordance with rules framed by Government in this behalf, and should be
accounted for in accordance with the rules in statement D of appendix 1.

(b) For sales and transfers

9.3.14 Thesub-divisional officerisresponsible that when tools and plant are
disposed of by sale or otherwise, with the sanction of competent authority, the
amount recoverable from the parties concerned is realised before the material is
allowedtoberemoved. Inexceptional cases, when the amountis notrecovered
during the month in which the articles are delivered, it should be charged to
" Miscellaneous P. W. Advances " as a sale transaction by the issue of a transfer
entry.

Note.--A sale account in form 28 (P. W, 551) should be prepared in support of every transaction.

9.3.15 When tools and plant are transferred to other divisions, departments
or Governments, the sub-divisional officer should note in form 34 in red ink, just
below the entries of quantities, the values thereof if recoverable under the rules
in chapter 17. The necessary monetary settlement of adjustment will be
effected by the divisional office.

9.3.16 The foregoing rules regarding the adjustment or transfer of the
cost of tools and plant apply equally to special tools and plant (paragraph 9.3.1)
the cost of which was charged to a work or project, provided ‘that--

(1) the articles are actually disposed of by sale, or transferred on a
valuation, to another department or Government ;

(2) when the articles are transferred to another work or project in the
same division, or to another division of Government , they are
actally required for immediate use on the work or project which
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has already been sanctioned by competent authority and the transfer
value has been determined by competent authority in accordance
with such rules as may be prescribed. :
It is not permissible to write-back the cost of special tools and plant in
anticipation of the possibility of the articles being utilised on another work or
project at some distant date.

Note.--No articles can be removed from the numerical accounts, on the plea that the accounts of
the work 1o which the cost of the articles was debited have been closed, until they are actually sold

or transferred, or they having become unserviceable, their write-off is sanctioned.

9.3.17 The adjustment on account of scarcity tools, transferred for use on
ordinary public works, should be effected at their depreciated value provided that
the latter represent fairly the value of the articles at the time of transfer. The
rates of depreciation should be as laid down in paragraph 415 of the Maharashtra
Public Works Manual and the adjustment carried out as indicated in paragraph
9.4.3 in respect of road making material.

V. Verification

9.3.18 The provisions in paragraph 9,2.36 regarding verification of stock
applies also to verification of tools and plant, with the exception that when any
articles are found deficient, the note of the deficiency should be made in red ink
in the register of tools and plant, form 35 (P. W. 531), without making any entries
in the quantity columns, so that the articles may continue to be borne on the

‘ accounts of tools and plant until the loss is adjusted by arecovery ora sanctioned
write-off ; see also paragraph 9.3.19.

| 9.3.19 Discrepancies in quantities and losses should be dealt with as
under :-- :

(a) When they are noticed, action should be taken as indicated in
paragraph 9.3.18, losses being treated as deficiencies.

(b) When writing up the register, form 35 (P. W. 531), the deficiencies
should be registered in Part III and their clearance should be
watched. Articles found surplus will be treated as receipts in Part I,
and will, therefore, require no further action.

(¢) If the deficiencies are made good in kind, the receipt or recovery
should be shown in the statement of tools and plant receipts, form 33,
without making any entry in the quantity columns, and when
posting the transaction in the register, form 35 (P. W. 531), the articles
received should not be entered in Part I, but taken (with a suitable

remark) direct to Part III, in clearance of the items outstanding
therein, . '
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(d) If the deficiencies are made good by recovery of costor their
write-of is sanctioned, the articles should be shown, as issued in the
indent for tools and plant, form 34, with a suitable remark and when
this entry is transcribed into the register, form 35 (P. W. 531), it should
not only be entered in Part Iin the ordinary way, but also entered
with a suitable remark in Part III, asin case (c), thus clearing the
items outstanding therein.

Note,--The authority to write-off should be obtained on a survey report in form 32 (P. W. 556).

9.4--Roap METAL
I. Quantity accounts

9.4.1 Supplies of road metal should be measured and paid for in the same
way as supplies of other materials for works, vide chapter 10. But as metal is
often kept in store at the road -side before being laid down, a quantity account
of it should be maintained in the sub-divisional office in form 39 (. W, 533),
statement of receipts, issues and balances of road metal, copies on loose sheets
being submitted monthly to the divisional office within a fortnight of the
submission of the monthly accounts.

Note 1.--The authority to write-off should be obtained on a survey report in form 32 (P. W. 556).

Note 2.--This statement should show, kilometre by kilometre, the receipt, disposal and balance
of road metal of each kind.  The balance of metal in each kilometre should be shown, whether there
are any transactions on it during the month or not.

II. Rectification of accounts

9.4.2 Metal found surplus, as a result of check measurement or otherwise,
should at once be brought on to the quantity accounts, Deficits should,
however, not be removed from the quantity accounts until recovery of their value
or receiptof sanction to write-off ; butared ink remark should be recorced at once
and carried forward, from month to month, until the discrepancy is set right.

II. Scarcity metal

9.4.3 When road-making material such as metal, hard and soft murum,
rubble, etc., collected during a scarcity is utilised at a subsequent date on road
construction or maintenance or on other works, its value at current market rates
should be credited to “ Famine Relief Fund” by debit to the estimates
concemned. The amount of credit should be to the extent of the cost of new
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metal at the site of work at current rates less the cost of screeing in scarcity metal
and carting it to the same site, and the cost of stacking. The value of road-
making material collected during a scarcity and used by municipalities, etc.,
on road construction, maintenance or on other works should be adjusted in
the same way as when such material is used on state roads, etc.

IV. Charges for quarries

944 (1) When land is acquired for extracting road metal primarily in-
tended for--

(i) the maintenance of an existing road, or
(ii) the construction of a new road or the raising in class of an existing road,

the following principles of accounting should be followed in regard to the
adjustment of the charges for land and quarries :--

(a) When the charges do not exceed Rs. 1,000 the amount should be
debited direct to " Repairs " or to " Original Works " according as the
quarry is intended to serve the purposes specified in clause (i) or (ii)
above.

(b) When the charges exceed Rs. 1,000 and the road metal is required
to maintain an existing road or roads for a series of years, the total
initial outlay should be debited to the sub-head " Land, kilns, etc. "
of the stock account, and this sub-head should be gradually relieved
by debit to the collection estimates of each year, in the manner
prescribed in paragraph 13.2.2 for similar charges connected with
manufacture operations.

(c) When the charges exceed Rs. 1,000 and the road metal is required
for the purpose specified in clause (ii) above, the divisional officer
should charged direct to the original work concerned such portion of
the cost as is proper. The balance, if any, should be a debited to
the sub-head “Land, kilns, etc. " of the stock accountand this
sub-head should eventually be cleared by debit 10 “ Repairs " in the
manner prescribed in paragraph 13.2.2 (b). :

(2) Inthecaseof quarriesrequired for the purpose of roads transferred to local
bodies for construction or maintenance, the principle stated above should be
followed with respect to any expenditure directly incurred by this department.
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: i
9.5--MATERIALS CHARGED TO WORKS

9.5.1 Theaccounts procedure relating to materials obtained specially for a
work is described in chapter 10. Special tools and plant charged to works do
not fall under the category of “materials charged to works ”, vide paragraphs
9.3.1and 9.3.2.

A—88-6-A -



CHAPTER 10 : WORKS ACCOUNTS
10.1--GENERAL

10.1.1  The initial records upon which the accounts of works are based are :

(@) The nominal muster roll.
(b) The measurement book.
(c) The work-charged establishment bills.

For work done by daily labour, the subordinate in charge of the work will
prepare a nominal muster roll which will show the work done by this means and
the amount payable on this account. For piece-work and for contract work
generally, the measurement book will form the basis of account. From the
‘muster roll the subordinate will prepare the labour reports, vide paragraph 10.2.3
(d), and from the measurement book he will check (or, if so arranged, prepare)
the bills and accounts of contractors and suppliers.

Note.--In respect of the bills of suppliers for materials for stock, see paragraph 9.2.17.

10.1.2 Initial accounts and vouchers connected with charges relating to
works must invariably specify--

@) the full name of the work as given in the estimate.

(ii) thename of the component part (or sub-head ) of it, if separate accounts

_ are kept for the several component parts, and

(iii) the charges (if any) which are of the nature of recoverable payments
and the names of the contractors or others from whom recoverable.

Note.--In the case of recoverable charges, it should be seen particularly that the contractors or
others, on whose behalf the charges are incurred, do not get undue benefit of any concession to
which they would not be entitled, if they had themselves incurred the charges and that there is no
delay in the recovery of the amounts.  This review can best be done by examining the contractor's
ledger which should be signed simultaneously with the register of works

10.1.3. (a) Expenditure on the construction or maintenance of a work may
be divided broadly into two classes, viz, (i) Cash and (ii) Stock charges. As
explained in chapters 6 and 9, these charges are recorded in the cash and stock
accounts, respectively,

(b) In addition to the charges falling under the main classes, there are other
transactions affecting the cost of a work. For example, there may be charges
incurred in other divisions, departments or Governments, materials received
from them or services rendered by them, or there may be cash receipts such as

are taken in reduction of expenditure in accordance with the rules.
A—88-6-B
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(c) All these transactions pass into the gencral accounts of the division in
tshe manner described in chapter 22 and are thence incorporated in the general
accounts of Government.  As, however, the units of classification adopied in
the general accounts in respect of expenditure are certain heads of account and
notindividual estimates for work or contractaccounts, it is necessary to maintain
separate accounts in sub-divisional and divisional offices for recording (1) the
cost of individual works and (2) the transactions of individual
contractors, These are known as “Works accounts”.

10.1.4.  Although the primary object of the accounts of works, is to exhibit
simply, but accurately, the actual cost of work done, the rules frequently require
the upkeep of separate accounts for the several component parts of a work which
are not required to attain this object. There are two main reasons for this. In
the first place, it is often desirable to have details which will satisfy the need for
statistical information and for analysis of the comparative cost of various classes
of works, of types of buildings, etc. The more important reasons, however, is

.10 make it possible for the divisional officer to exercise efficient financial conirol
over the recorded transactions.

The divisional officer should, therefore, utilise the recorded transactions of the
cost of the works as shown in various accounts records in the divisional office
asameans of control.  His personal knowledge of the executive arrangements
for the execution of a work, and of the actual progress of the work, must be
supplemented by a comparison, monthly, of the cost as recorded in the accounts
with the value received in the shape of work done. In the case of larger werks,
especially where the period of construction is a prolonged one, this monthly
comparison is obviously impossible unless the total cost is split up into conven-
ient parts in such a way that, as far as possible, the cost of each distinct part may
be compared with the work done thereon.  This comparison should be made at
the time of monthly examination and review of the works abstracts and registers
of works. It is his important duty to see that the registers of works are placed
before him on due date and that there is no delay in closing the accounts of the
work which he knows has been physically completed.

The divisional accountant should be held.entirely responsible for the correct-
ness of the entries in the registers of works. The works abstracts should be
placed before the divisional officer for his general examination, but he should be
required 1o initial the registers of works only in token of both the general
examination of the works abstracts and the review of the registers of works.
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10.1.5. In recording the cost of an individual work in the accounts, no
attempt is made to include therein any charge on account of general services, like
establishment and tools and plant, the entire cost whereof is adjusted in the
general accounts under the prescribed heads of classfication. But if any
service, connected with the working estimate for a work, is rendered by another
division, department or Govemment and the claim made by it includes as
authorised charge on account of such general services, such charge may be
accepted and adjusted in the accounts of the work as part of the cost of the work
in the same way as if the service had been rendered by a contractor.

Note 1.--When the cost of special tools and plant included in the cost of a work under paragraph
9.3.1, the rules in chapter 9 regarding numerical lists or returns will apply mutatis mutandis and
adjustments on account of the cost of tools and plant transferred to other work, divisions,
departments or Govemment will he govemed by the rules in paragraph 5.3.16.

Note 2.--The costof special establishment employed on the acquisition of land when chargeable
1o the accounts of the works concemed under paragraph 17.1.3 should be treated as a part of the
works expenditure. ;

Note 3.~-Lump sum charges of establishment and tcols and plant recoversble from other
Governments and departments, for works executed for them as a standing arrangement, should not
be included in the accounts of the work but dealt with under the rules in appendix 5 to the

Maharashtra Public Works Manual.

10.1.6 Primarily, the divisional officer is the responsible disbursing officer
of the division. Subject to such instructions as may be issued by Government
inconsultation with the Accountant-General detailing the authorities competent
to prepare or examine contractors' bills or other demands for payment, and the
authorities empowered to make payments thereon, the divisional officer may
authorise a sub-divisional officer to make payments chargeable against the
general sanctions of competent authority to expenditure on works.

10.2--CasH PAYMENTS
I. Introductory

10.2.1 Cash charges on works consist of payments (1) to Iabourers and
members of the work-charged establishment, of their wages and (2) to contrac-
tors and others for work done or other servicesrendered.  The cost of materials

“procured specially for works is charged to the accounts of works by transfer
credit to the purchase account, but payments to suppliers are govemed by the
same rules as payments to contractors for work done.

The general rules relating to cash payments and vouchers iq paragraphs
6.4.1 t0 6.4.8 apply to all these classes of payments. Only special rules are,
therefore, set forth in this chapter.
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II. Payment to labourers
(a) Departmental labour

10.2.2  With the following exceptions, all persons engaged departmentally
for the execution of worksare considered as day labourers and their wages should
be drawn on nominal muster roll, form 40 (P. W. 1) and charged to the estimates
of the works on which they are employed :--

(1) Permanent and temporary employees of the division whose pay is
charged to the head “Establishment”.

(2) Members of the work-charged establishment as defined in paragraph
83 of the Maharashtra Public Works Manual.

Note.--For rules relating to the account of nominal muster roll forms which is kept in Form 41
(P. W. 617), see appendix 3.

10.2.3 The nominal muster roll, which is the initial record of the labour
employed each day on a work, must be written daily by the subordinate deputed
for the purpose and dealt with in accordance with the following rules :--

(a) One or morc nominal muster rolls can be kepi [or each work, bui
nominal muster rolls should never be prepared in duplicate. It is
permissible, however, to keep one nominal muster roll for labourers
employed upon several small works, in cases, in which the total

unpaid wages can conveniently be allocated to various works.

Note.--The nominal muster rolls should be k=pt in cylindrical tin box while in use so that they
may not get spoiled by handling or exposure to weather.  Severc action would be taken against the
person concemed, in case of loss or damage to a muster roll.

(b) Labourers may be paid more than once a month and the period
coverad by each payment may be deicrmined locally, but scparate
nominal muster rolls must be prepared for each period of payment.

(c) The daily attendances and absences of labourers and the fines
inflicted on them should be recorded in part I of the nominal muster
roll in such a way as--

(i) to facilita te the correct calculation of the net wages of each
person for the period of payment.
(ii) to render it difficult to tamper with or to make unauthorised
_additions to, or alterations in, the entries once made, and
(iii) to facilitate the correct classification of the cost of labour by
works and sub-heads of works where necessary.
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(d) From the nominal muster roll, daily labour reports will be prepared
by the subordinate in form 42 (P. W, 439) and submitted either daily
or periodically as may be directed by the divisional officer. They
should show the number of each class of labourers employed on each
work or sub-head and be recorded with the nominal muster roll to
which they relate. Discrepancies between labour r eports and
nominal muster rolls should be investigated as soon as the latter are
received after the close of the month and explanation with the orders
of the divisional officer thereon kept with the nominal muster rolls.

Note:--The labour report should be submitted punctually and inwarded like all other correspon-
dence and given serial numbers in the inward register. Dated, initials, in ink, should be put on
each daily repont by the persons who receive them in the post, like other post.

Exception 1.--The Presidence Division and the Construction Division,
Bombay, are exempted from the operation of this paragraph.

Exception 2.--The sub-divisional officers in the electrical division are ex-
empted from maintaining labour reports in addition to nominal muster rolls for
works carried out through departmental agency at or near the head quarters of the
sub-division.

(e) After a nominal muster roll has been passed by the sub-divisional
officer, payment thereon should be made, as expeditiously as
possible. Acknowledgment, duly stamped where necessary,
should be obtained from each payee on the nominal muster roll and
each payment should be made or witnessed by the official of highest
standing available who should certify the payments individually or
by groups, at the same time specifying, both in words and in figures,
at the foot of the nominal muster roll, the total amount paid on each
date. Ifany items remain unpaid, the details thereof should be re-
corded in part I of the nominal muster roll and then in a register of
unpaid wages, Form 43 (P. W. 108) maintained in the sub-division,
before the memorandum, at the foot of the nominal muster roll, is
completed by the person who made the payment.

(f) The subsequent payment of unpaid wages should be made on the bill
for arrears of wages, Form 44 (P. W, 199), a note of the payment
being kept in the register of unpaid wages as well as the relevant
nominal muster roll.

(g) Wages remaining unpaid for three months should be reported to the
divisional officer who will decide in each case whether the liability,
as an amount available for payment, should continue to be borne in

the accounts of the work concerned as exhibited in the sub-divisional
record prescribed in clause (f). For action to be taken on the
completion of the work, see paragraph 10.5.18,
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~(h) In part III of the nominal muster roll form, should be recorded the
quantities of various items of work done by the labour and the
amount spenton each for the labour shown thereon in all cases where |
such work is susceptible of measurement. If the work is not |
susceptible of measurement, a remark to this effect should be
recorded. Rates should be struck in respect of each item where
possible and shown in red ink against thatitem.  The quantities of .
materials used on the work should be shown in red ink just below the \
items concemed.
10.2.4 Intheeventofa current or completed nominal muster roll being lost, \
payment to the labour engaged thereon should be made under the orders of
Government or competent authority on the bill for arrears of wages, form 44
(P. W. 199) after verification of the facts with the daily labour reports and the
completion of part III of the nominal muster roll. The fact of the original
nominal muster roll having been lost, as a consequence this form having been
adopted, with the necessary Government orders authorising the payment, should
be noted on the bill.

Nate —The above procedure will alss apply to cases where nominal muster Roll are defaced and
entries are oblierated while in use.

10.2.5 If apaid nominal muster roll is lost during the period of preservation,
a certificale regarding payment prepared in manuscript and signed by the
divisional officer, together with a memorandum explaining the circumstances,
should bekept on record in lieu of the lostnominal musterroll. This certificate
should invariably be accompanied by a statement of work done on the nominal
muster roll, giving reference of the measurement book number and its relevant
pages.

(b) Labour engaged through a contractor

10.2.6 The payment of daily labour thorugh a contractor, instead of on
nominal muster roll in the usual way, is objection nable in principle. Inacase
of great emergency, it may sometimes be found impossible to employ labour
otherwise than through a contractor. Should it be possible in such a case, to
determine the quantities of work done after its completion or at intervals during
1ts progress, it is expedient to pay the contractor, at suitable rates, on the basis
of work actually executed. But if as in the case of urgent repair of canal
breaches, this method of payment is not practicable, it is permissible to pay the
contractor on the basis of the numbers of labourers employed day by day, hisown
DRafi Of commission being either included in the rates allowed, or paid sepa-
rately in lump sum or at a percentage rate. When this course is adopted, a report
of the numbers of labourers of each class employed day by day should be made
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by the subordinate in charge of the work daily to the sub-divisional officer to
enable the latter to keep a check on the expenditure and to deal with the
contractor's claim whenreceived.  Toavoid disputes with the contractors, they
should be encouraged to sign the daily reports in token of their acceptance as
correct.

Note.--The use of the nominal muster roll or the measurement book is not permissible in such
cascs.

(c) Travelling expenses

10.2.7 Whenitis necessary to bring labourers and artificers from a distance,
they may be allowed wages for the number of days occupied in the journey to
and from the side of the work, if they join the work with proper deaspatch. At
the discreticn of the divisional officer, bana fied travelling expenses may also
be allowed to them, The above charges must be bome by the estimate of the
work. .

Iil. Payment to suppliers and contractors

(a) Record of measurements

10.28 Rules for taking measurements and kecping measurement books,
Form 45 (P. W. 9) and those in connection with the review thereof will be found
inappendices21 and 22, respectively, to the Maharashira Public Works Manual.

(b) Bill and vouchers
(i) Forms of bills and vouchers

10.2.9 The authorised forms of bills and vouchers are the following :--

(a) First and final bill, Form 46 (P. W. 412).

(b) Running account bill, Form 47 (P. W. 410).

(c) Hand receipt, Form 48 (P. W, 409).

The use of the forms is explained in the following paragraphs and a few
explanatory foot-notes are printed on the forms,

10.2.10 First and final bill, form 46 (P. W. 412).--This form should be
used for making payments both to contractors for work and to suppliers, when
a single payment is made for a job or contract, i. €. on its completion.

10.2.11 Running account bill, Form 47 (P. W. 410).--This form is used for
all running and final payments to contractors and supplies [other than those
relating to lump sum contracts for which Forms 67 (P. W.466) and 68 (P. W.467)
are prescribed], including cases where advance payments and secured advances
are proposed to be-made or are already outstanding in respect of the same work
against the contractor.
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10.2.12 Hand receipt, form 48 (P. W, 409).--This is a simple form of
voucher intended to be used for all miscellaneous payments and advances, for
which the special forms 46 (P. W.412) and 47 (P. W. 410) are not suitable.

10.2.13 Account of petty contractors.--A consolidated monthly account of
all petty contractors employed on the same work or section of a work may,
sometimes, be prepared in preference to a separate bill for each payee in the
ordinary form prescribed in paragraph 10.2.9. The general adoption of this
procedure is not permissible, but wherever it is desired to adopt it, form 49 (P.
W.498) should be used and the following instructions should be strictly observed
in addition to those printed on the form itself as foot-notes :--

(i) This form is intended solely for on account payments. It makes no
provision for advances, advance payments, issue of materials or any
other recoverable payments to contractors and should not be used, if
any such thransactions occur or are probable.

(i) No contractor should be treated as petty contractor, if a separate
account in one of the running account bill forms is being maintained
for him in connection with some other work.

(iit) If, after a contractor’s account has been maintained in the form given
above for some time, and the continued use of the form becomes
inadmissible under clause (i) or (ii) above, the account should be
removed from this form in the manner described below and thereafter
the appropriate form of running account bill should be used :--

(a) In the petty contractor's account a special entry should be made as
under, immediately below the entries in columns 7, 13 and 14

against the line “Grand total” :--
Deduct up-to-date value of work done and payments made relating to
the account Of CONUACLOL...c....ovvveeerrencrens transferred from petty

contractors' account to his personal ledger account.

(b) When a running account bill is prepared subsequently, the
transferred figures of value of work donc and payments made
should be incorporated therein in the same way as if the transactions
had from the very beginning, been billed for in one of the running
account bill forms,

(ii) Preparation, examination and payment of bills.
10.2.14. Before the bill of a contractor is prepared, the entries in the
measurement book relating to the description and quantities of work of supplies

should be scrutinised by the sub-divisional officer and the calculations of
“contents or area” column should be checked arithmetically under his
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supervision. The bill should then be prepared from the measurement entries in
one of the forms prescribed in paragraph 10.2.9 applicable to the case. The
rates allowed should be entered by the sub-divisional officer in the abstract of
measurements vide rule 12 of appendix 21 to the Maharashtra Public Works
Manual. Fullrates as per agreement, catalogue, indent or other order should be
allowed only if the quality of work done or supplies made is up to the stipulated
specification. When the work or supplies fall short of that standard, and under
the agreement it is permissible to make a final payment if the contract is
determined, or an on account payment if the contract is to run on, only such a
fraction of the full rate should be allowed as is considered reasonable with due
regard to the work remaining to be done and the general terms of the agreement.

Note 1.--If the contract agreement does not specify the rates to be paid for the several classes of
work or supply but merely states that the estimated rates or a certain percentage below or above
them, will be allowed, it should be seen that the standard rates adopted are those of the sanctioned
estimate which was in force at the time the agreement was executed, or if the agreement was
preceded by a tender, on the date the tender was signed by the contractor.  Subsequent sanctions
10 original or revised estimates have no effect on the terms of such as agreement.  If no sanctioned
estimate is in existence at the time of signing the agreement or the tender, as the case may be, the
ries payble for each item of work should be specified, as any reference to an estimate not sanctioncd
is meaningless and cannot be acted upon.

Note 2.--Whenever an; item is to be paid at part or reduced rate, the exact reasons therefore
should be recorded and subsequently when such an item is paid at full rate a remark should be made
that the defects have been made good or the item has been properly completed, ezc.

It is not necessary tw insist on the analysis of part rates proposed in the intermediate bills as the
payments made on such bills are regarded as payments, by way of advances against the final
payment. Such rate shall, however, be approved by the Executive Engineer after satisfying
himself that it is worked out by the sub-divisional officer with regard to the work remaining to be
done in respect of a particular item which falls short of stipulated standard. In determining the
reasonableness or otherwise of such a rate, the Executive Engineer shall be guided by the reasons
with details of work remaining to be done recorded by the sub-divisional officer in the measurement
hook and the bill ; '

In respect of reduced rates proposed in the final bill, rate analysis shall be got approved by the
Executive Engineer before the bill is passed for payment.

The Divisional Accountant shall ensure that the above requairements are attended scrupulously.

Note 3.--The date of completion of a work is the date on which it is finished, and not the day on
which final measurements are recorded by the Engineer-in-charge so far works exeauted on regular
contracts in which a time-limit is specified are concemed.

Note 4.--The final bills should be paid wittin maximum perio” of § months of the expiry of the
contract period. It should, however, be noted that the change from lhn:: months to five months
will not affect the date for a refund of Security Deposit which will be six months from the expiry
of the contract period of expiry of maintenance peniod whicheveris later.  When for any work, the
payment is delayed beyond 5 months the Divi_siona! Officer should report the reasons, there of to
Government through the Superintending Engineer.

4_—#'
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Note 5.--As a general rule, payment for supplies is not permissible until the stores have been
received and surveyed. If in any case, the Government has permitted payment on production of
a railway receipt, the payment will be terated as an 2dvance against final settlement on receipt of
the stores.  The advance payment against production of railway receipts should be debited to the
suspense account "contractors--other transactions/advance payments” in the works abstract of
stock or work concemned.

10.2.15. Before signing the bill, the sub-divisional officer should compare
the quantities in the biil with those recorded in the measurement book and see that
all the rates are correctly entered and that all calculations have been ckecked
arithmetically, When the bill is on a running account, it should be compared
with the previous bill. Memorandum of payment should then be made up, and
recoveries which should be made on account of the work or supply or on other
accounts, being shown therein. If the sub-divisional officer is empowered to
pay the bill, he should then, record a formal pay order specifying both in words
and figures, only the net amount payable, though the payee should be required
to acknowledge in his acquittance the gross amount payable inclusive of the
recoveries made from the bill.

Nezte 1,--Ir caleulating the value of each item of work in the bill, the nearest multiple of five paise
should be iakei, frastions of 2.5 paise and helow beuig ignared and lraclioni of mare than 2.5 paise
taken as five paise.

Note 2.--Whenever fractions of a rupee occur in the totals of contractors’ bills or in the case of
supplies chargeable 10 more than one estimate, in the total chargeable o each estimate, fractions less
than half may be disregarded and half a rupee and over taken as a rupee. This rule is only
applicable to the regular contractors’ bills including bills of petty contractors whose agreements are
in “A-1 or A-2" form and does not apply to payment for petty supplies.

Note 3.--If the contract is for the completed items of work and under the provisions of paragraph
10.3.2, the contractor is required to obiain materiais of any description from Government, it should
be seen that this condition is being complied with and that necessary recoveries of the cost of the
material supplied to him are being made in accordance with paragraph 10.3.6. In such a case, it
is not permissible for the contractor to obtain the materials otherwise, unless, in a case of emergency,
or non-availability of the materials, the supply has been permitied by the divisional officer, for
recorded reasons, to be arranged for by the contractor himself. In case the rate paid by the
contractor is lower than the rate fixed by Government, the difference will be recovered from the
contractor.

Note 4.--Before signing a first and final bill or the first bill on a running account the sub-divisional
officer should see that the relevant measurement entries were marked as pertaining to such bills by
the person taking the mesasurement.

Note 5.--Bills, which include charges on account of purchase of goods on which sales tax has been
charged, should be supported by the following certificate signed by the divisional officer :--

“Certified that in the case of items relating to the purchase of goeds on which sales tax has been
charged, the goods have not been exempted under the Central/State Sales Tax Act or the nules
made thereunder end that the amounts paid on account of sales tax on these goods are correct
under the provisions of that Act or the rules made thereunder and that in the case of supplies
against regular contracts, the relevant contract includes a specific provision to the effect that sales
tax is payable by Government”,
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10.2.16. When on an account bill has been received in the divisional office
and there is likely to be delay in authorising payment for special reasons which
should be recorded, a divisional officer may, at his discretion, on receipt of an
application from the contractor for financial aid in the shape of part-payment and
after obtaining necessary sanction from the Superintending Engineer in each
case, make a lump sum advance payment on hand receipt, Form 48 (P. W. 409)
subject to the following conditions :--

(i) The bill in respect of which the advance is proposed to be made should
actually be under check in the divisional office.

(ii) The amount of advance should not exceed 75 per cent of the net
amount of the bill under check but no part-payment will be admissible
in cases where the amount of advance payable works out to less than
Rs. 1,000.

(iii) The payment should be suitably endorsed both on the running. bill
against which the part-payment is made and the connected abstract of
measurements in the measurement book. The hand receipt voucher
on which payment is made should bear reference to the number, date
and amount of the bill against which the payment is made and also to
the page number of measurement book and the number, date and
amount of the voucher, if any, on which the previous on account
payment was made. The payment should be treated in the accounts
as an advance and the following certificate recorded on the hand
receipt voucher over the signature of the divisional officer :--

"Certified that the payment made against the contractor's bill is to the
best of my belief, less than the amount billed for, after allowing
for deductions on account of security deposit and value of materials
issued, if any, and that the payment made will be adjusted against
the bill which is being checked".

(iv) An undertaking should be obtained from the contractor before the
payment is actually made, that should the amount of advance paid to
him be subsequently found to be more than the amount of the running
account bill in respect of which the advance was paid, he will refund
to Government, forthwith, the amount overpaid. The divisional
officer will be held personally responsible to see that advance is
adjusted when payment is made on the running account bill in respect
of which it was made and for any overpayment which may occur.

10.2.17. (a) Payment for work done or supplies madeon a running account
should ordinarily be made monthly or if there is not sufficient progress, atlonger
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intervals. This, however, does not prevent the divisional officer from making
more than one payment during a month, if so authorised by the Superintending
Engineer, if the progress of the work justifies. The main consideration should
be to avoid labour in recording measurements and preparing several bills for
small amounts, Both the quantity and amount of each distince item of work or
supply should be shown separately in the bill, except in the case of advance
payments when quantities need not be specified.

Exception 1 .--In the case of piecework agreements and rate lists, the divisional
or the sub-divisional officer, as the case may be, may make more than one
payment in a month when the progress of work justifies such a course.

Exception 2.--The entries pertaining to items of a sub-estimate or sub-work
which has been completed should not be repeated in the succeeding intermadiate
bills. Areferenceto the last original bill relating to the payment made in respect
of the sub-estimate or sub-work should, however, be made in such bills.

In the cass of ingomplets itsms of work (except in cases where a part rate has
been allowed) or such sub-works as remain unaffected since the payment of the
previous running account bill, only the names of the items or sub-works and the
amounts paid on their account in earlier bills should be shown in the succeding
intermadiate bills.

The entties in respect of all the items mentioned above should, however, be
répeated in the final bill.

(b) Such payments should be treated as payments on account, subject to
adjustment in the final bill which should be drawn; in the appropnate form bit
printed on yellow paper, when ihe work or supply is compleeted or the running
. account is to be closed for other reasons.  When a final payment is made on a
running account, the payee, if he is able to write, should add, in his own
handwriting, that the payment is “in full settlement of all demands™. If the
payee is illiterate, or is unable to write beyond signing his name, these word-
should be filled in by the officer making the payment.

Note 1.--The addition of the words "in full settlement of all demands” does not preclude the
disbursing officer from ententaining a futher bana fide claim which may have been omitted from
the final bill by mistake or through inadvertence.  If despite this explanation, the contractor objects
to the addition of the words in question, the payment should be tendered unconditionally (vide
section 38 of the Indian Contract Act, 1892).

Note 2.--A form printed on yellow paper is never to be used except for final payments.
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(c) A separate running account is maintained in respect of each
contract.  Transactions telating 1o two cr more separate working estimates
should not be brought on to the same running account ; they should, therefore,
not be covered by a single contract. Transactions relating to two or more
separate parts of the same working estimate for which separate works abstracts
are prepared under paragraph 10.5.5 should also apperar in separate running
accounts.

Note.--In exceptional cases, where more then one working estimate is coverd by a single contract,
the contract agreement need not be split up but the estimate should be consolidated to facilitate the
mainienance of the proper account in respect of that contract. If this procedure connot be
observed, some special accounts procedure will be devised on the merits or each case by the
Accountant General. No consolidation of estimates or special accounts procedure is necessary
where separaie estimates covered by the single contract relate to different account heads or where

separate estimates, whetherrelating to different account heads or not are covered by a single running
rate coniract as in the case of the painting of roads, etc, and where separate agreements are drawn

on the basis of such rate contracts with other details varied to suit the requirements of each job.

(d) The provisions of clause (c) may be relaxed in respect of transaction
relating to two or more separate working estimates of repair works and small
original works costing not more than Rs. 5,000. Such transactions may be
allowed to be covered by a single agreement subject to the observance of the
following conditions :--

() that the contract or agreement is entered into by an officer competent to
dosoconsidering the total amount of work to be done under it, and that
bills for each work are prepared separately though the agreement or
contract is one; and

(ii) the entry in column "name of work" in form 49 (P. W. 498) should be
made in general terms so as to include all works which the contractor
may be asked to carry out under the agreement instead of merely
specifying the particular repair works in connection with which the
agreement is, in the first place, issued.

10.2.18. (a) If the system of making advance payments to contractors for
work has been adopted, certificate 2 printed on the running account bill must be
signed by the sub-divisional or divisional officer and the lump sum amount paid
on account of each item should be specified against it in part I of the bill. Ifa
secured advance has been perviously allowed to a contractor on the security of
any materials and such materials have been used in the construction of an item,
the amount of the advance payment for that item should not exceed a sum

equivalent to the value of work done less the proportionate amount of secured
advance ultimately recoverable on account of the materials used.

(b) Actual measurements should, however, be taken at the earliest oppartu-
nity and when this has been done, the lump sum payments previously made on

e ———
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account of the items of work concerned should first be adjusted in full, so that the
contractor may not be paid twice over in respect of the same quantities of
work. Delays in adjusting advance payments should be investigated (vide
paragraph 10.5.20) and adjustments made otherwise than by crediting the value
of work actually measured, should be specially looked into as being prima facie
indicative of over payments in the first instance.

10.2.19. When secured advances are allowed by the divisional officer under
paragraph 10.2.21 (a) to a contractor whose contract is for finished work, it
should be seen that an indenture in form 50 (P. W. 447) has been signed by the
contractor, and a detailed account of the advances must be kept in part II of the
bill in form 47 (P. W.417).  There should be separate entries in respect of each
class of materials, of the quantities brought to site by the contractor and the
amounts advanced under the orders of the divisional officer. These advances
must be recovered by deduction from the contractor's bills for work done as the
materials are used in construction and the items of work in which they are used
are billed for on the basis of actual measurements. Parts I and II of the bills
should be compared to see that this is being complied with.  As recoveries are
made, the ouwstanding amounts of the items concemed in part II should be
reduced by making deduction entries in the column "Deduct quantity utilised in
the work measured since previous bill" equivalent to the quantities of the
materials used by the contractor on items of work shown as executed in part I of

the bill.

Note 1.--No record should be kept, in measurement books, of the quantities of the materials, but
centificate 3 printed on the bill should be signed by the sub-divisional or divisional officer in terms
of paragraph 10.2.21 (a).

ote 2.--Indenture bonds should be obtained from the contractors in cases of secured advances
of Rs. 2,000 and above and only at the time of making the first payment. It is nct necessary to
obtain the bond at the time of making subsequent payments.

(c) Aid to contractors

10.2.20. It is necessary sometimes, in the interest of work, to engage
labourers or contractors or to incur other liabilities on behalf of the contractor
concerned, with a view to complete the work which he has neglected or failed to
complete. Insuchacase, itis permissible to spend Government funds on behalf
of the contractors in accordance with the terms of hisagreement.  Otherwise no
advance or recoverable payment should be made to or on behalf of a contractor
nor should financial aid be given to him in any form except in accordance with
paragraph 10.2.21 and 10.2.22.

Note 1.--For rules relating 10 the issue of materials to contractors, see paragraphs 10,32 and

10.33.
Note 2.--With a view to avoid subsequent disputes with the contractor, suitable intimation should

be sent to him (i) as soon as action is taken under this paragraph and (it) subsequently, as charges
are incurred on his account 9




84

(d) Advances to contractors

10.2.21. Advances to contractors are as a rule prohibited, and every
endeavour should be made to maintain a system under which no payments are
madeexcept for work actually done.  Exceptionsare, however, permitted in the
following cases :-- '

(a) Cases in which a contractor, whose contract is for finished work,
requires an advance on the security of materials brought to site.  Divisional
officers may, in such cases, sanction advances up to an amount not exceeding
75 per cent of the value (as assessed by themselves) of such materials,
provided that they are of an imperishable nature and that a formal agreement
isdrawn up with the contractor under which Government secures a line on the
mateirals and is safeguarded against losses due to the contractor postponing
the execution of the work or to the shortage or misuse of the materials and
against the expense entailed for their proper watch and safe
custody. Payment of such advances should be made cnly on the certificate
of an officer not below the rank of sub-divisional officer, that the quantities
of matenals upon which the advances are made have actually been brought
to site, that the contractor has not previously received any advance on their
security and that all the materials are required by the contractor for use on
items of work for which rates for finished work have been agreed upon.  The
officer granting such a certificate will be head personally responsible for any
overpayment which may occur in consequnce. Recoveries of advances so
made should not be postponed until the whole of the work entrusted to the
contractor is completed. They should be made from his bills for work done
as the materials are used, the necessary deductions being made whenever the

item of work in which they are used are billed for.

Note 1.--Secured advances may be given to contractors on sand, asphalt, etc, brought to site of
work provided the authority sanctioning such advances is satisfind that proper safeguards are taken
to see that the materials do not deteriorate or blow away.

Note 2.--Secured advances should not be paid, as far as possible, towards the end of March, unless
the materials are required for use in the work oa the subsequent month, i. e., April.

Note 3.--Secured advances should not be given to contractors in respect of materials used for
centerings, for laying water line and for constructing hutments for labour, etc., which according to
the stipulation in the contract are not to be the property of Government after completion of works.

Note 4.--No advance, secured or otherwise, should be given to piece-workers without the
previous sanetion of Government.

(b) The divisional officer has full powers to make advance payments to
electric supply undertakings under the Indian Electricity Act, 1910, for
excution of works.

I —
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(c) Inall other cases, only with the sanction of Government which may, in
exceptional circumstances, authorise such advances as may be deemed
indispensable, taking the necessary precautions for securing Government
against loss-and for preventing the system from becoming general or
contining longer than is absolutely essential.

Note 1.--When advances, as distinct from secured advances, are made against security of mate-
rials mechinery, etc., (according to special terms of a praticular contract), the materials, machinery,
_ etc., should unquestionably be hypothecated to Government in form S0A simulianeously with the

payment of advance. The contractors should also be asked to get the materials insured with the
Insurance Companies Association Pool stating that Government as the mortagagee is interested in
the materials.

Note 2.--If, in exceptional cases, loans have to be granted to contractors, they should be against
adequate security and not on personal security only.

Note 3.--Whenever a question of evaluating an asset of a private panty arise with a view to
advancing money to the party, the technical officer employed for evaluation should be a Govemn-
+ ment officer either State or Central and if no qualified Government officer is available, a non-
Govemment technical officer may be appointed who should, however, be selected by Government.

10.2.22. Anadvance payment [see paragraph 2.1.1 (3)] for work actually
executed may be made on the certificate of a responsible officer (not below the
rank of the sub-divisional officer) to the effect that not less than the quantity of
work paid for has actually been done, and the officer granting such a centificate
will be held personally responsible for any overpayment which may occur on the
work in consequence. Final payment may, however, in no case be made
without detailed measurements.

’
Note.—-Divisional officers are authorised to give advances to contractors on approximate
measurements of materials supplicd by them on conditions similar to those for work done.

IV. Payment to work-charged establishment
(a) Pay bills

10.2.23. 'Wages of members of the work-charged establishment should be
- drawn and paid on form 51 (P. W, 402), which is a combined pay bill and
acquittance roll, either for the whole sub-division or for one or more sections of
it, as may be convenient, but the names and claims of the entire establishment
concerned, including absentees, should be shown in each bill. Names should
be grouped in the bill by works on which the men are employed sanction to the
entertainment of the establishment should be quoted in each case, and the sub-
divisional officer should certify in the space provided for the purpose, that the
men were on duty during the periods shown against their names, each man being
employed on the work and on the duties for which his appointment was
sanctioned.

Note.-If the acknowledgment of an individual cannot conveniently be obtained on the bill itself,
it may be obtained separately on a hand receipt, form 48 (P. W. 409) which should then be attached
to the bill as a sub-voucher. :

A—88-7-A
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10.2.24. Pay bills may be signed at any time on the last working day of the
calender month in which the wages are earned, though they are not due for
payment before the first working day of the following month. When, however,
the services of an individual are dispensed with, it is permissible and advisabie
to settle up his account at once.

(b) Unpaid wages

10.2.25. Wages remaining unpaid on a passed bill, on the date fixed for the
closing of the accounts of the month may be paid subsequently when claimed,
the procedure described below being observed :--

(a) Items remaining unpaid on the monthly bill should be entered in red ink

in the register of sanctions to fixed charges, form 83 (P. W, 510) referred 0

in paragraph 22.2.4 against the persons concerned.

(b) Subsequent payments should be made in hand receipt, form 48

(P. W.409) reference to the bill in which the charge was original inciuded and

to the particular item thereof, being quoted in each case. These payments

should be¢ entered in black ink underneath the entries referred to in (a) above,
it being seen thai they do rot exceed the amounts available as entered in
red ink.

(c) Travellirg expenses

10.2.26. Form 52 (P. W. 544) should be used for the payment of travelling
allowance 1o the work-charged establishment. 1t should be countersigned by
the divisional officer before payment. The acknowledgment of the payee

should be taken on the travelling allowance journal useif.

Noie.--Divisional officers are allowed 1o make, on their own responsibility, advances for
travelling expenses 1o persons on work-charged esiablishment by debt to the cuspense head "Mis-
cellanecus P. W. Advances" pending recovery of the same {rom the travelling allowance bills or pay

of the penson conéerned.
10.3--IsstE oF MATERIALS

I. General

10.3.1. Issues of materials to works, whether from stock or by purchase,
transfer or manufacture, are divided into two classes :-- '

(i) Issues to contractors.--Issues of materials to contractors with whom
agreements in respect of completed items of works, i, e., for both labour and
maierials, have beep gntéred into. . '

(i) Issues direct ;10" works--Issues of matrials when work is done
departmentally or by contractors whose agréements are for labour only.

A—88-7-B
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II. To contractors
ol (a) General conditions

10.3.2. (a) The issue of materials to contraciors who have contracted for
completed items of works, is generaily permissible only in the following
circumstances :--

(i) When, under the operation of paragraph 215 of the Maharashtra Public
Works Manual, it is necessary to retain in the hands of Government the
supply of imported materials.

(ii) When in the insterest of work or with the object of utilising existing
stocks of materials, it is desirable to retain in the hands of Govemiment the
supply of certain other materials as will and a condition to this effect has
been inseried in the contract.

(b) In both cases, the contract should specify (i) the materials to be supplied
by Government for use on the work, (ii) the place or places of delivery, and (jii)
the rates to be charged to the contractor for each description of materials, and the
contractor should oe held responsible for obtaining from Government all such
materials required for the work and for making payment therefor, by deduction
from his bills, at the rates specified, regardless of fluctuation in the market rates
or in the stock rates of the division.

Note 1.--The rates 1o be charged to the contractor for materials to be supplied should be definitely
specified (vague quotations, e. g., "at stock rates” being avoided) and if intending contractors had
been told that the materials would be supplied at a certain rate and asked to tender on that
assumption, then that rate should be adhiered to in the coniract.

Note 2.--Similarly, the rates tobe allowed to the contractor for items of work should be definitely
stated.  But if for any special reasons, the contract provides for the payments for work Jdone to be
made a1 & spocificd peicentage below ot abovie the rates eniered wn ihe sanciioned esiunaie of work
or the schedule of rates 1 should be stated in claer terms in the contract that the deductions or
additions as the case may be of the percentage will be calculated on the gress and not the net amounts
of the bills for work done, and in fixing the percentage it should be berne in mind that the calculations
will be so made. :

Note 3.--Stores to be_supplied to ccntractors for a work free of cost should iaveriably be
mentioned in schedule A in addition to schedule B and the specifications attached to the contract
agreement.

Note 4.--The local officers should see that, whenever possible, due notice is invariably given to
the contractors, sufficintly in advance of 2ny delay that is likely to occur in the supply of materials
by Govemment to the contractors for a work under the terms of contract therefor due to reasons
beyond its control, with a view to enabling the contraciors to disband or transfer o other works all
staff, labour, materials or machinery that are likely 1o be rendered idle by the lemporary stoppage
of thé work so that Governinent may not have 1o consider claims for compeneation from contractors
in this connection.
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-(c) Nocam'ageorincfdenlalchargcsarebomebyGovemmemformovmgmc
materials beyond the place where the contractor has agreed to take delivery
thereof.

10.3.3. (a) Asageneral rule, no other materials should be supplied to such
contractors, for use on works, but this restriction may be waived by the sub-
divisional officer in respect of petty issues (at full issue rates)of materials from

.existing stocks, not exceeding Rs. 50 in any month for any one contract

(b) If at any time subsequent to the execution of a contract on a through rate
basis, thecontractor desires the issue, to him foruse on awork, of materials which
exist in Government stocks, but the supply whereof by Government was not
provided for in the contract, the materials should not be issued except with the
express authority of the divisional officer, who should specify in each case the
rate to be charged for the materials inclusive of delivery at the place where they
are stored. The rate charged should be the market rate prevailing at the time of
the supply or the issue rate whichever is greater. No carriege or incidental

- charges should be bome by Government in connection with the supply.

Note.--The intention of this rule is to prohibit the supply of materials to contractors with the object
of giving them financial aid the grant of which is governed by the rules in paragraph 10.2.20 eg.,
see.

(c) Issues of stock materials to contractors for bona fide use on works are
exempt from the usual charge of 10 per cent on account of supervision which is
made when stock materials are sold to the public (paragraph 399 of the
Mabharashtra Public Works Manual).

" (b) Accounts Procedure

10.3.4. All materials required for issue to a contractor, under any of the
provisions of paragraph 10.3.2 and 10.3.3 should be made over o him as so6n
as they are received whether from stock or by purchase, manufacture or transfer
and an unstamped;, but dated acknowledgment in form 53 (P. W. 3), detailing full
particulars of the materials including the rates and values chargeable © him,
should at once be taken from the contractor,

10.3.5. On the authority of the contractor's acknowledgment the cost re-
coverable from him under paragraph 10.3.2 or 10.3.3, as the case may be, should
be debited at once to his personal account by sharge to the suspense head
"Contractors--Other transactions” (vide paragraph 10.5.13) in the accounts of
the work concermed.  This adjustment should be affected by affording credit to
the head concemed as indicated below :
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Sources of receipt of materials Head of acocount Value to be credited
to be credited
)] @ )}
1. Stock (including manufacture) Stock S. Alissue rates.
2. Transfer from another work .+ Work concemed At 2 valuation made under
para. 10.3.11 (d)..
3. Transfer from another division, Purchase .. At rates charged by the divi-
Department or Govemment. sion, department or
: Govemment concemned.
4.. Suppliers Wi Do. .. At rates payable to the
: suppliers under their con-
tracls.
5. Obtained through the India Stores Do. ...~ The English cost of stores
Department, London. converted  into  India
currency in the manner laid
down m rule ! in appendix
4.
6. Indian charges on (5) .. Head Actual charges incurred, vide
concemed. rules 4 and 5 in appendix 4.

If the amount thus credited differs from the charge made to the contractor's’
account, the excess of the former over the latter should be treated as additional
final outlay (plus or minus, as the case may be) on the work, a separate sub-head,
entitled "Additional charges for materials issued to contractors/direct to works"
being opened for the purpose in the accounts of major estimate, see paragraph

10.5.10.

10.3.6. Ths recovery from a contraetor an account of the cost of materials
issued w him for use on a work, should ordinarly be muds by deduction from the
first bill authorising an advance payment or an on account payment to him for the
work. Should, however, a lump sum recovery is undesirable in any case, the
divisional officer may permit for recorded reasons, the recovery to be effected
gradually as the materials issued to the contractor are actually used in constuction
and the items of works in which they are used are paid for, whether by an advance

payment or by on an account payment.

Note.~-A statement of recoveries in respect of stores and tools and plant issued, water, electricity
and other miscellancous charges to end of the previous month shall be prepared by the sub-
divisional officerin duplicate and sent to the contractor who will retain a oopy for his office use and

retum the other duly signed for being attached 1o his bill.
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10.3.7. In order to ensure that there is no loss or improper use of materials
issued to contractors, a statement showing--

() the quantities of all important materials such as cement, steel, asphalt,
etc., actually consumed on the work concerned as worked out on the basis of
accepted formual from the quaatities of various items shown in the
intermediate and final bill ; and

(b) how these quantities of materials compare with those actually issued to
the contractor ; '
should be attached to every intermediate or final bill of a coniractor.

(c} Return of surplus materials

10.3.8. Government does not undertake to take over from contractors,
whether before or after the compeltion or determination of conciors, surplus
materials which were originally issued to them and charged to their accounts
under paragraph 10.3.4. Such materials, though remain the property of Gov-
ernment, can be taken over by the department, if required, for use on other works
in progress, only by special arrangements, and at the prevailing market rates, ot
the rates charged to the contractor excluding the element of storage charges or
the issue rates excluding the element of storage charges at the time of return
whichever is lowest.

However, incases in which the materialsissued to 2 contractor become surplus
owing to change in the design of the work after the matenials were issued to the
contractor, the materials shouid be taken back from the contractor at the same
ratesat which they were supplied to him by Government, provided the materials,
at the time of taking over, were not actually used and are serviceable.

Note 1.--Contractors are not'st liberty 1o remove from the site of works, without the written
permission of the divisional officer, materials which have been issued to them for use on a work,
and a stipulation to this effect should oidinarily be entcred in their agreements.

Note 2.—The transactions, regarding surplus materials taken over from the contractors, shoald
be trested as A fresh purchase of materials for which measurements should be recorded, their cost
adjusted through purchase acoount and the payment made separately on a first and final bill.
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. Direct to works
A. Original works
(a) ACCOUNT PROCEDURE

10.3.9. In all cases, materials issued direct to a work should as soon as
received, be brought to account as indicated below :-

Source of receipt of Head of Value to be credited Mode of effecting
materials account 1o adjustment of cost
be credited
(1) 2) €] 4)
I. Stock ©  (including Stock .. Atissue rates .. Through stock account at
manufacture). the end of the month.
2. Transfer from Work con- At a valuation under By a special transfer
another work. cemed. paragraph 10.3.11 (d). entry in form 14 (P. W.

531) prepared as soon
ags the materials are

received.
3. Transfer from Purchases At rates charged by the By a special transfer entry
" another division, division, department or  in form 14 (P. W. 532)
department  or Gowt., concerned. prepared as soon as the
Government. roaterials are received.
4. Suppliers .. Purchases At rates payble to the Do.
suppliers under their
contracts. :
5. Obuined through the Do. The English cost, vide Do.
India Stores rale | th appendix 4,
Depanment,
London.
6. Indian charges on (5) Head con- Acwal charges incurred, Through case accountor
cemed. vide rules 4 and 5in  transfer entry as the
appendix 4. casc may be.

The full va!ué crediled to the head concerned, should be debited to the work

(paragraph 10.3.10) and the quantities entered in the register of materials-at-site
accounts, form 54, in cases in which the works accounts are maintained by sub-

heads.
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10.3.10. (a) When materials are issued direct to a work, their cost is either
treated as a final charge of debited to the suspense head "Materials” in the
accounts of the work, as prescribed in paragraph 10.5.7. See also paragraph
10.5.14.

(b) When the suspense head "Materials" is operated upon (paragraphs 10.5.7
and 10.5.14), a detailed account of principal items of materials, i. ., those items,
the estimated cost of which exceeds Rs. 2,000 each, showing the receipts, issues
and balances, should be kept in form 54, so that the total issues of each principal
item may be watched with reference to the estimated requirements.

The cost of patty items of materials, i. e., those estimated to costRs. 2,000 and
less, should be charged ab initio to the sub-head concerned in the accounts of
the work and a numerical account in form 54 in respect of such items need not
be kept.

(c) When the costof materials issued toa minor estimate is adjusted, at once,
as a final charge (paragraph 10.5.12) no detailed account in form 54 is
necessary. The sub-divisional officer should, however, exercise a detailed
control over the issues and see that the issues do not exceed the reasonable needs
of each work.

(b) Disposal of surplus material

10.3.11. (a) Materials issued to works in excess of requirements may be -
iransferred to stock_. provided that they are serviceable and certain to be required.

(b) All surplus materials at site of works, which have been completed or
stopped or on which outly has been prohibited for any considerable length of
time, should, if likely to be of use on other works within a reasonable time, be
transferred to works in progress or brought on to the stock account, their value
being credited to the work to which they were originally issued and debited 1o
the work to which they are wansferred o to Ui 5i0ek SCoouni, as the Case may
be.

{c) Nocredit should be allowed _lo a work on account of surplus materials if
they are unlikely to be of any use within a reasonable time, but a list of the
materials should be maintained in the sub-divisional and divisional offices as a
supplement to the stock ledger, unless the Superintending Engineer considers
this unnecessary.

(d) Materials returned to store or transferred to other works should be priced:
within current market rates, any resultant loss being borne by the work 10 which
they were originally issued, and the disposal of materials being shown in the
materials at site account also.




B
93

(¢) The loss by the disposal of surplus materials at less than the book value

should be debited to the work for which the stores were originally purchased.
Note.--These rules do not apply to surplus materials which were issued to contractors and
charged off to their accounts under paragraph 10..3.4,

(¢) Verification of unused balances

10.3.12. 'Unused balances of materials charged direct to works should be
verified, at least once a year, in the manner prescribed in paragraphs 401 t0 403
of the Maharashtra Public Works Manual. Whenever this verification ismade,
the checking officer should record the result in the last column of form 54 and
the sub-divisional officer should report it, along with the details of discrepancies

noticed, if any, to the divisional office as soon as the checking is over.
Note.--The rules in paragraphs 9.2.36 and 9.2.37, regarding verification of stock, apply mutatis

mulandis to verification of materials at site of works with the exception that the value of materials

found in excess and recoveries of shortages losses, if any, should be credited to the appropriate sub-

head (s) of the work. .

10.3.13. A similar verification of the unused balances of materials must
invariably be made on the completion of a work but on or before the completion
of a work, when no more materials are required for use in contruction, steps
should first be taken to dispose of all surplus materials by transfer or sale, so that
(1) the account of the work may promptly receive such credits as may be
admissible under paragraph 10.3.11, (ii) the blance at debit of the suspense head
"Materials" may, as far as possible, represent the net cost of the materials
actually used in construction and (iii) the surplus balances avaiting clearance
may be reduced to a minimum (vide note below paragraph 10.3.12).

10.3.14. Ifthe gazetted officer or subordinate in direct charge of a work, the

" accounts of which are kept by sub-heads, in transferred before the accountsof it
are closed, the unused materials at site of the work should be verified by the _
relieving officer in company with the relieved officer, and the report prescribed

~ in paragraph 10.3.12 should be_prepared by the sub-divisional officer and

submitted to the divisional office.

10.3.15. 'The physical verification of unused materials under each principal
item with the balance shown in form 54 should be made annually in respect of
all works, the accounts of which were open on the last day of the official year,
but it is not necessary that the balances should be verified at the close of the
year, if-- '

(i) the work has been under construction for not more than.three months

(ii) the accounts of the work are expected to be closed within three
months or .
(iii) the balances were verified at any time during the year.
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10.3.16. After the completion of a work, thecretical calculations of the
principalitems cf materials used 6n each sub-head should be made in the register
showing the clearance of suspense head "Materials”, form S5, and compared
with the quantities issued as per form 54,  On the basis of theoretical calcula-
tions, the sub-hcad "Materials" should be cleared by debiting the cost of
materials to the concerned sub-heads at the standard issue rates or the market
rates ( in the case of items not borne on the stock of the department) prevailing
at the time of completion of the work ; any plus or minus balance being
transferred 10 the sub-head " Additional charges for materials issued to contrac-
tors/direct to works" (see paragraph 10.5.10).
 10.3.17. Theforegoing rules are primarily intended for cases where detailed
accounts are kept in form 54.  In other cases the sub-divisional officer should
made his own arrangements to verify the unused balances.

B. Kepair works

10.3.18. For repair works done departmentally, a materials-at-site account
need not be kept, as control on the issues of materials can conveniently be
exercised by the sub-divisional officer in such cases, vide paragraph 10.3.10(c).

10.4-- ADJUSTMENTS

104.1. Inaddition to cash payments and issues of materials, there are other
iransactions telating Lo the accounts of works which are of the nature of
adjustments usually recorded in the transfer entry book of the divisional
office. The detailed rules governing such transactions are given in chapter 7.

10.5--WoRrks ABSTRACTS
I. Introductory

10.5.1. Anaccount of all the transactions relating to a work during a month
whetherin respect of cash, stock or other charges§, should be prepared by the sub-
divisional officer in one of the works abstract forms. In the case of major
estimates, a separate account should be maintained for each sub-head estimated
to cost not less than Rs. 7,500 and the remaining sub-heads should be lumped
together, but see note 1 below. For such works, the detailed form of works
absiract A, form 56 (P. W.424) should be used.  For other minor estimates, the
simpler form of works abstract B, form 57 (P. W. 426) should be used in which

the account of the final outlay is not kept by sub-heads.

Note 1.--In the case of major works executed thrcugh contractors, with whom agreements for
completed ilems of works have been entered into, all necessary detas 1. e., up to date quantities,
rates end amount paid for each item of work as well as totals pertaining 1o each sub-heeds are
available in the contractors’ bills. The maintenance of accounts by sub heads is therefore, net
necessary in such cases.
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Note 2.--Percentage charges on account of establishment, tools and plant, and accounts and audit,
levied on works expenditure, under rule § appendix 5 to the Maharashtra Public Works-Manual,
should not be shown in the works abstracts and registers of works, though they are eventually
included in the cost of works, vide note 2 below paregraph 22.4.6.

Note 3.--The Superintending Engineer may dispense with the maintenance of accounts by sub-
heads for any work if he considers that the circumstances of the work render such accounts useless
or impossible to maintain. In such cases, a copy of the orders specifying the reasons, should be
forwarded to the Accountant-General.

10.5.2. Ordinarily, there should be one works abstract monthly for each
working estimate, bu if the estimate is for a large work which is divided into
several sub-works, it will usnally be found convenient to prepare a works abstract
separately for each sub-work.

IL. Classification and record of final charges
(a) Major estimates

10.5.3. The division of a major estimate into sub-heads for the purpose of
accounts is guided usuaily by the classificaiicned in the abstract of the estimate,
vide para. 144 of the Maharashtra Public Works Manual. In all cascs
miscetlaneous charges of a general nature, which do not pertain to any sub-head
in particular, may be treated as separate sub-heads, being grouped under one or
more heads, e. g., "Work-charged establishment", "Contingencies”, etc. See
paragraphs 84 and 145 of the Maharashtra Public Works Manual.

Note.--When the number of sub-heads of an estimate is large, it will be found convenient to
assign a number 10 each sub-head and to perefix this number to the name of the sub-head, wherever
it is used on vbuchers, works abstracts, registers of works or other accounts.

10.5.4. After a major estimate has been sanctioned, it may be decided to
make a change in the method originaily contemplated for the execution of tie
work. Insuch acase, the original abstract should be recast in accordance with
the instructions laid down in paragraph 10.5.3. The details of the cost and
quaatities already approved by competent authority should be rearranged and the
revised abstract should be approved by the divisional officer and thereafter
treaied as the sanctioned abstract of the estimate for all accounts purposes.

10.5.5. Ifthe number of sub-heads in the working estimate for a work or sub-
work is large, it is permissible to break up the esumate into two or more parts,
and to treat each part as sub-work for the purposes of accdunts ; but no part of
anestimate can be scparated from the rest, if any contract for the execution of
work connected with it covers also work connected with the other parts.  Itis
advisable to adopt this course if one or more parts of a work or sub-work, are
completely executed long in advance of the other and no useful purpose will be
served by keeping open the accounts of the completed parts.
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10.5.6. (a) The account of each sub-head in the works abstract should
ordinarily exhibit--
(1) amount, i. e., total charges finally classified under the sub-heads,
(2) progress, i.e., total quantities executed from time to time, and
(3) rateof cost, i.e., cost per unit on the basis of the rccorded amount and
progress.

() In the case, however, of sub-heads which have been iumped together
under paragraph 10.5.1 or sub-heads representing items of work which cannot
be expressed in quantities, no quantitites are shown in the abstract of estimate and
the record of progress and the rate of cost in the accounts is not necessary, the
entries in the amount column being sufficient.

(c) Inother cases, the progress and the rate of cost should be recorded in the
accounts both during the progress of construction and on completion of work, but
the monthly record thereof under any sub-head may, during the progress of
construction, be dispensed with in the following cases under the written orders
of the divisional officer which should specify reasons :--

(i) If the duration of construction under the sub-hcad is not expected to be

more than thre¢ months.

(i) If the quantities executed are not in the same unit as those specified in
the estimate or they cannot be expressed even roughly except on or towards
the completion of the work.

10.5.7. When provision is made in the abstract of the estimate separately for
labour and materials under any sub-head, the account of the cost of all
materials issued to the work from stock, or by purchase, manufacture, or transfer
should be kept under a single head, entitled "Materials”, the sanctioned amount
of which should be taken to be equivalent to the aggregate provision for materials
in the estimate.  This should be treated as a suspense head and the details of it
recorded in form 54 (vide paragraph 10.3.10) which should accompany the
works abstract. The labour divisions only will thus appear in the works
abstract, as separate sub-heads of final outlay.  During the progress of the work,
the expenditure recorded under those sub-heads will be exclusive of the cost of
materials but on the completion of the work, the gross cost of each sanctioned
sub-head of work, inclusive of the cost of materials, should be placed on record
by making entries in the register of works in the manner indicated in paragraph
10.3.16.

Note.--In order (o ensure proper maintenance of form 54, two aliemate registers may be
maintained one being submitted in original to the divisional officer along with the works abstract
and the other used in the next month.
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10.5.8. When the suub-heads of a work are divided into labour and materi-
als, the rate of cost of the labour charges relating to each sub-heads can be
watched separately and the necessary control over the expenditure on materials
can be exercised through the suspense head "Materials" and the detailed-
statement in form 54, supporting the entries under thathead. Itis unnecessary,
therefore, for purposes of financial control over the outlay, either torecord in the
works abstract, month by month, during the progress of construction, the outlay
on the materials relating to each sanctioned sub-head of the estimate or to strike
the inclusive rate of cost of the whole sub-head monthly.

10.5.9. the charges classified under a final sub-head should include all
ordinary expenses incidental to construction. If any part of a work is pulled
down and rebuilt to any serious extent, the extra charge for construction should
ordinarily be debited to the sub-head concerned unless they are recoverable from
the contractor under the terms of his agreement.  But if the amount invilved be
so large as to affect sensible the cost or rate of the sub-head, it may be debited
to the sub-head "Contingencies" instead of, with the sanction of the competent
authority to anew sub-head additional to the orginal sanctioned sub-heads of the
eslimate,

10.5.10. In the accounts of major estimates, a final sub-head entitled "Ad-
ditional charges for materials issued to contractors/direct to works"should be
opened for the record of undermentioned debits/credits :--

(i) Differences between the ‘rates charged to the contractors under
paragraph 10.3.2 or 10.3.3 as the case may be, and the actual cost to
Government, vide paragraph 10.3.5.

(ii) Carrige and incidental charges in connection with the materials issued
to contractors, if under paragraph 10.10.1, they are chargeable to the
work. '

(iii) Balances outstanding under the suspense head "Materials” after
transferring the cost of material to the various sub-heads, vide
paragraph 10.3.16.

10.5.11. If any receipts or recoveries are credited under the rules to the
account of a major estimate, a special sub-head should be opened in the works
abstract for the reception of all such credits. ‘

(b) Minor estimates
10.5.12. The account of all final outlay onaminor estimate should be

kept in a single column headed "Final charge” in the works abstract, form 57
(P. W. 426).
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1. Suspense accounis

(a) General

10.5.13. Inaddition to the head "Final charges" or the final sub-heads in the
case of a major estimate a few suspense accounts are opened in works abstract
1o record transactions of a temporary character whith are ither not adjustable as
final outlay in the accounts of the works concemed or the correct classification
of which cannot be determined immediately. These accounts are :-

(1) "Materials"--for the record of the cost of materials issued direct to
work,

(2) "Contractors--Advance paymenis"--for the record of advance
payments and of their recoveries,

(3) "Contractors--Secured advances"--for the record of secured advances
and of their recoveries.

(4) "Contractors--Other transactions"--for the record of all other debits or
credits to contractors awaiting settiement and

(5) "Labourers"--for the record of unpaid wages of labourers and of their
subsequent payinent,

(b) "Materials" account

10.5.14. The suspense account "Materials" has already been referred to in
paragraph 10.5.7. This account should be opened in the works abstracts of
major estimates if materials are issued direct to works.

So far as works abstracts are concerned, this account is never cleared. Sub-
divisional Off:cers should regard it is a temporary sub-head for the reception of
all charges on account of direct issued of materals. The responsibility for
clearing the head by transferring the charges to the finai sub-heads of works,
when closing the accounts of the wark in the register of works, rests with the
divisional office, vide paragraph 10.7.6.

(c) "Contractors" and Labourers” accounts.

10.5.15. Advance payments, made to a contractor under the provisions of
paragraph 10.2.22, should not be charged off as final outlay on the work or under
any sub-heads of it. A suspense head
"Contractors--Advance payments” should be opened in the works abstract (form
56 or 57 as the case may be) for the record of advance payments and their

. subsequent adjustments.

kS
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10.5.16. Advances made to contractors and suppliers under paragraph
10.2.21, whether on the sccurity of materials or otherwise as well as all
recoverable payments made under proper authority io labourers and others on
behalf of contractors, should be treated as advances made on account of the work
concemed. They should not be charged to the general suspense head "Miscel-
laneous P. W. Advances” but incorporated in the works abstract as sespense
transactions. The head "Contractors--Secured advances” is intended solely for
advances made to contractors, on the security of materials brought to site under
paragraph 10.2.21 (a), and the head "Contractors--Othier transactions” should
be used for all other transactions including the advances made under paragraph
10.2.16.

10.5.17. ‘The head "Contractors--Other transactions” {s intended also for
watching the ultimate payment of the unpaid balances of contractors'
accounts. Similarly, the head "labourers” is meant for the clearance of the
unpaid wages of labourers. If a running account bill or a muster-roll is only
partly paid, the totai amount due thereon as value of work done or supplies made
should be brought to account in the works abstract as final charges or as
expenditure on the sub-heads concemed, and the amount remaining unpaid
should be shown as a minus entry in the appropriate suspense column "Contrac-
tors--Other transactions" or "Labourers”,

10.5.18. If any wages of labourers remain ynpaid after the compietion of a
work, the accounts of the work may be kept open for a period of one month, which
may be extended to three months at the discretion of the divisional
officer. Thereafier the accounts of the work, should be closed, the balance
under the suspense head "Labourers” being left unadjusted. This amount
should be shown in any completion report or statement that may be prepared
under the rules in paragraph 317 of the Makarashtra Public Works Manual by a
special remark, as a liability against the work and it should be excluded from the
wial expanditure on Lhe work so as to arrive at the amount actually brought 10

account.

Note.--If unpaid wages of labourers are claimed and paid subsequently to the closing of the
accounts of a work, the payment should ordinarily be charged against 4 fresh estimawe under the
same head of service as the original work, suitable note being recorded by the divisional office
against the closing entry relating to the original work in the register of works. Where, however
it may prove more convenient the accounts of the work may be reopened at the discretion of the
divisional officer.

10.5.19. The accounts of a contractor should be closed as soon as his
contract is completed.  1fhe delays to receive final payment for more than one
month after the final bili has been passed, anote to this effect should be recorded
on the bill, the account of the work as passed on the bill skculd be incorporated
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in the works abstract on the authority of the bill and the balance due to him should
be removed from the accounts of the work by credit to the head "Public Works
Deposits" to be dealt with thereafter under the rules relating thereto.  If the final
~ account of a contractor shows that he has already been overpaid or that the
account closes with a balance due by him, the account should be settled by a
recovery in cash or otherwise ; but if an immediate recovery is not practicable,
the balance should be removed by debit to the head "Miscellaneous P. W.
Advances". _ '

Note.--Where the amount of a bill is credited to the head "P. W. Deposits” under the provisions
of this para, but the contractor subsequently obtains decree from a Court, the entire expenditure in
satisfaction of the decree should be charged on the Consolidated Fund in terms of anticle 202 (3)
(e) of the Constitution irrespective of the fact that a part of the amount might already have been
voted out of the Consolidated Fund and kept as a deposit in public account. - Before making
payment in satisfaction of the Court decree, the amount standing to the credit of the contractor under
“P. W. Deposits”, should however be cleared by reversing the initial adjustment. These provi-
sions will not, however, be attracted where a refund of security deposit or revenue is made in
satisfaction of a Coun decree, as such an item cannot be treated as an item of expenditure within
the meaning of article 202 (3) (e) of the Constitution.

10.5.20. Disbursing officers are responsible for keeping a strict watch over
the balances under the suspense account with a view (o prompt adjustment by
recovery, settlement of account or detailed measurements as the case may
be. For this purpose, the statement headed "Details of contractors’ closing
balances" in the works abstract and the record of unpaid wages maintained under
paragraph 10.2.3 (f) should be examined monthly. ~Subject to the provisions
of paragraph 10.5.18, these accounts should be cleared before the accounts of a

work can be closed on completion.
IV. Liabilities awaiting incorporation

10.5.21. Liabilities are not incorporated in the accounts of works exceptin
the following cases :-- S S

(@) Unpaid balances of partly paid running account bills or muster rolls
are invariably incorporated, vide paragraph 10.5.17,

(b) The value of materials received from sources other than stock
including manufacture whether for issue to contractors or for issue
direct to works, is at once brought into the accounts of works even
though payments to suppliers and adjustments crediting the transfer
accounts concerned, may not be made at once, vide paragraphs 10.3.5
and 10.3.9, and

(c) Wholly unpaid muster-rolls and bills of contractors and suppliers are
sometimes taken to account, vide paragraph 10.5.18 and 10.5.19.
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Disbursing officers are, however, responsible for keeping a strict watch
over all liabilities with a view to settle them promptly. Money, indisputably
payable, should never be left unpaid. Itis no economy to postpone inevitable
payments, and it is very imporant to ascertain, liquidate and record the payment
of all actual obligations at the earliest possible date,

10.5.22. If any liabilities of works are incurred on behalf on contractors
under the provisions of paragraph 10.2.20, arrangements should be made for
withholding sufficient balances from their bills or for making necessary recov-
eries from them in due course. On the analogy of the rule in paragraph 10.1.2,
all records on the authority of which liabilities may be liquidated or incorporated
in the accounts, should invariably specify (i) the full name of the work as entered
in the estimate, (ii) the name of the sub-head thereof, if any, and (iii) the
recoverable charges, if any, with the name of the contractor or other person from
whom recoverable.

V. Record of progress

10.5.23. Entries of progress in the works abstracts (vide paragraph 10.5.6)
should be supporicd by details in the stawment provided for the purpose on the
works abstract form. These details should be fumnished by the engineer or
subordinate in-charge of the work or by any executive officer or subordinate
detailed for the purpose, and should be based on entries already made in the
measurement book. Their compilation from measurement books, vouchers or
other records, by members of the office establishment should not be
permitted. The following points should be specially bomne in mind :--

(1) Only quantities, actually measured and paid for, should be reported as
progress. . .

(ii) Theprogressreported should specify the quantitiesexecuted up todate,
sets of earlier measurements covered or superseded by later once

being ignored.
(iii) The progress of an item of work should be so rcportcd as to describe
as approximately as possible, in terms of the unit adopted, the

quantities of works executed up to the required standard.

Note.--It is recognised that perfect accuracy connot always be secured in making intermediate
reports of progress. A fairly reliable record is all that is necessary byt if the nature of the work
makes it impossible or difficult to achieve this in practice, reports of progress may be dispensed with
in cases coverd by paragraph 10.5.6.

VL. Preparation, completion and disposal of works abstracts

10.5.24. 'The Worksabstracts should be prepared in the sub-divisional office
in the firstinstance. They should be posted day by day from the cash book and
A—88-8-A
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the connected bills of contractors and suppliers, cash refunds and readjustments
of final charges being posted as minus entries. At the end of the month, stock
and adjustment transactions should be added, Write back of final charges being
posted as minus entries. In the detailed statements provided for the purpose,
quanitities of work executed should be posted from measurement books or other
sources and the closing balances of contractor's accounts should be detailed so
as to prove the correctness of the up-to-date totals under the suspense heads (i)
Contractors--Advance' payments, (ii) Contractors--Secured advances, and (iii)
Contractors--Other transactions. The closing balances arrived at under the
suspense head "Labourers” in each case, should be agreed with the connected
record of unpaid wages and its correctness should be certified over the dated
initials of the Sub-divisional Officer. The works abstract shouid then be for-
warded in original to the divisional office, where all necessary completing
entries will be made in respect of the direct charges and adjustments made by the
Divisional Officer and the abstract checked and closed under the supervision of
the divisional accountant, who should record a certificate in the following
form :--
"This abstract has been checked under my supervision. [ have
personally compared all the items in the details of contracters' closing

balances with the contractors' ledger and found them correct.”

Note 1.--The posting of stock and adjustment transacticns may, if preferred be done entirely in
the divisional office,

Note 2.--Postings made in the sub-divisional office should be in black ink and all postings and
corrections made in the divisional office in red ink.

Note 3.--Office copies of works abstracts need not be kept, as the originals are retumed by the
divisional office after completion. Before the works abstracts are sent to the divisional office, the
up-to-date totals should be entered in advance in the returns for the following month and these
should be corrected, if necessary, on receipt back of the works abstracts from the divisionaal office.

10.5.25. When finally completed in all respects, all the works abstracts for
a month should be examined by. the divisional officer and any explanations
necessary called for from the sub-divisional officer.  The monthly examination .
of the works abstracts is an important part of the duty of the divisional officer and
must not be omitted. He must initial (and date) them in token of the perform-
ance of this duty.
10.6-REGISTER OF EXPENDITURE AND LIABILITIES

10.6.1. A collective record of the expenditure and liabitities incurred in a
sub-division during a year on each work should be kept by the sub-divisional
office in form 58 (P. W. 650) and form 59 (P. W. 651) in order to enable the sub-
divisional officer to exercies proper financial control over the
expenditure.  These registers should be posted simultaneously with the works

abstracts, vide paragraph 10.5.2.
A—388-3-B
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10.7--REGISTER OF WORKS
I. Forms of registers of works and their preparation

10.7.1. (a) Thepermanentand collective record of the expenditure incurredin
the division, during a year, on each work, is the register of works. The record
is maintained in the divisional office.

(b) There are two forms of registers of works corresponding respectively to
the two forms of works abstracts (form 56 and 57) for major and minor
estimates. The detailed form 60 (P. W.422) should be used for major estimates
other than those referred to in note 1 below paragraph 10.5.1 and the simpler form
61 (P. W. 407) for minor estimates. ;

10.7.2. The registers of works are posted monthly freom works
abstracis. A separate folio or set of folios of form 60 (P. W. 422) should be
assigned to each estimate but entries relating to two minor estimates can be made
on a single page of form 61 (P. W. 407). When separate works abstracts are
prepared, under paragraphs 10.5.2 and 10.5.5 for the sub-works or parts of a

_majorestimate, the transactions relating to cach works abstracts sheuld be posted
separately and an abstract for the entire work should be prepared on a separate
folio or set of folios for comparing the cost of the work and its sub-works with
theprovisionin theestimate.  The following instructions should receive special
attention :--

(a) The register of works is not a classified account of works ; for facility
of reference it should be supplied with an index which should be sub-
divided under the prescribed heads of accounts classifications.

(b) The sanctioned amount of estimate should be entered in respect of each
work, When supplementary estimales are sanctioned, the additional
amounts sanchoned should be entered below ihe Corresponding
amounts of the original estimatcs and both totalled. But when a
revised estimates is sanctioned, the account of the original estimate
should be closed and the revised estimate should be entered on afresh
folio, prominently marked 'Revised estimate " in red ink and a
reference to the folio on which the original estimate is to be found
should be entered thereon. :

(¢) In the case of works for which specific appropriations are sanctioned
individually, the amount of appropriation for the year should be noted
in the register at the top of the page., any additions or deductions made
during the year being noted in the same place.



104

(d) The blank vertical columns in form 60 (P. W. 422) should be utilised
for the final sub-heads of the estimate and for as many of the suspense
heads of the estimates as may be operated, upom, but the sub-columns
for quantity and the horizontal columns for rate of cost should be left
blank in respect of sub-heads for which there are no quantities in works
abstracts, vide paragraph 10.5.6.

(¢) Inform 61 (P. W. 407) the final charges on works, should be posted in
the column " Total value of work done " and the column " Suspense
accounts " should embrace the transactions under all the suspense
accounts.

II. Examination by the divisional officer

10.7.3. Before the date of submission of the monthly accounts to the
Accountant-General, the posting of the registers of works should be completed
and the registers should then be laid before the divisional officer for
review.  The monthly account of each work on which there has been expendi-
ture during the month should be initialled (and dated) by the divisional officer
in the column set apart for the purpose, in token of his having examined the
entries and found them correct.  Actual as well as probable excesses, whether
in the total cost of a work or sub-head or in the rate of cost of a sub-head should
receive special attention, and work slipsin form 62 (P. W. 53) should be prepared
and submitted to the Superintending Engineer, when necessary, vide paragraph
22 (b) (3) and 22 (c) (7) of the Maharashtra Public Works Manual.

Note 1.--If the transaction of a division are very large, the divisional officer
may allow an extra period of a few days for the completion of the registers of
works, but the submission of the monthly accounts to the Accountant General
and the completion of the works abstracts (paragraph 10.5.24) should not be
delayed on this account

Note 2.--It should be seen with special reference to works on which there have
been only petty or no transactions during the previous two or three months,
whether there are circumstances justifying the regarded progress of
expenditure. If any such works have been stopped or are known to be nearing
completion, the delay in closing their accounts should be enquired into ; see also
paragraph 10.7.4. If the slow progréss of expenditure is due to delay in

measuring work done or in settling up bills, the cause at work should receive
attention,
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III. Closing the accounts on completion of works
(a) Settlement of liabilities and assets and clearance of suspense accounts

10.7.4. Itis an object of great importance to close the accounts of works as
soon as possible after the actual work of construction is completed vide
paragraph 22 (c) (2) of the Maharashtra Public Works Manual. If there is
necessarily any delay in closing the accounts, it should be seen in particular that
further charges are not incurred without the permission of the divisional officer.

10.7.5. Before the accounts of a work can be closed on its completion, it
should be seen that any adjustments of cost necessary under the rules, e. g.,
paragraph 131 (3) and 345 (c) of the Maharashtra Public Works Manual have
been duly made in the accounts, that all liabilities not originally brought to
account have either been liquidated or since brought to account and that the
balances under the suspenses accounts " Contractors " and " Labourers " have
been cleared, vide paragraphs 10.5.18. to 10.5.20. If the whole or any part of
the expenditure on the work is recoverable from another department, Govern-
ment, local body or individual, action should be taken to effect or compléte the
necessary recovcry before the accounts of the work are closed.

10.7.6. The steps to be taken to clear the suspense head " Materials " have
been detailed in paragraph 10.3.16.

10.7.7. 'The sub-head " Additional charges for materials issued to contrac-
tors/ direct to works " (paragraph 10.5.10) should receive the special attention of
the divisional officer who should, if necessary, investigate large closing balance
under this head before permitting the accounts of the work to be closed. Itis
not necessary to clear this head by transferring the charges booked under it to
other final sub-heads, but profits or losses which are not clearly traceable toknow
differences between the rates chargeable to contractors and the actual cost to
Government, should not be accepted as correct without closer examination.

10.7.8. The accounts of annual maintenance estimates must be closed in the
month fixed by Government under paragraph 176 of the Maharashtra Public
Works Manual, as the last month of the working year for the
purpose. Ordinarily, it should be possible to complete all the repair works and
to settle the accounts of the contractors and other suspense accounts, before the
expiry of the working year. If, in any exceptional case, any work remains to
be done and in accordance with paragraph 178 of the Maharashtra Public Works
Manual, it is propsed to carry it on completion action should be taken as
under :--
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(i) Theexpenditure incurred in the next working year should be treated as
expenditure against the annual maintenanceestimate for that year.

(ii) The suspense accounts of the work should be closed in the -
last month of the working year, by transferring the balances of all
those accounts to " Public Works Deposits " or "Miscellaneous
P. W. Advances", as the case may be which should be relieved in the
following month by retransferring the balances to the suspense
accountconcerned in the accounts of the maintenance estimate for the
next working year.  All unsettled liabilities and assets should then
be treated as those pertaining to the next working year's estimate.

(b) Closing entries and review of expenditure.

10.79. (a) When the work is completed and the accounts of it have been
scttled and written up as indicated in paragraphs 10.7.5 and 10.7.6, adouble red
ink line should be ruled below the final entries and a note made in red "Work
completedin..........oovvuuenn. " This note should be signed by the divisional
officer in token of his satis{ying himself that all action has been taken under those
paragraphs. It will be the authority for wreating the accounts of the work as
closed, and a work should not be reported as completed in the divisional accounts
unless this authority has been placed on record.

(b) If it is a deposit work, steps should be taken promptly to surrender the
unexpended balance, if any, of the deposit with the approval of the divisional
officer.

(¢c) Excess over estimates.

(i) Excess passed by divisional officer '

10.7.10, If the total expenditure on the work is in cxcess of the sanctioned
estimate and the excess is passed by the divisional officer under his power, the
words "Excess passed by me" should be added to the completion note recorded
under paragraph 10.7.9.

1

(ii) Completion reports and statements

10.7.11. If, however, the excess is not within the divisional officer's powers
to deal with, 2 detailed completion report in from 63 (P. W. 401) should be
prepared or the item should be included in a consolidated completion statement
of works and repairs in form 64 (P. W. 405) as may be required under the rule
in paragraph 317 of the Maharashtra Public Works Manual. The completion
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note in the register of works should then be cemplified thus : "Work completed
1| Completion reporl;/stalement submitted with this office
letter No. ............ (a1 7.7) EE

The orders passed subsequently by higher authority on the excess reported in
the completion report or statement should also be noted in the register of works
to complete the record.

IV, Correction of errors after closing of accounts

10.7.12, Should an error or omission in the recorded expenditure of work
come to light after the accounts have been closed [see paragraph 22 (c) (2) of the
Maharashtra Public Works Manual], the accounts may be reopened in order to
rectify the error or omission unless the amount involved is not more than ten
rupees in which case it will be sufficient to make a note of the error or omission
the relevant documents concemed.

10.8--CoNTRACTORS' LEDGER

(The rules in this section apply to all transactions with contractors in
connection with the contracts or jobs undertaken by them, whether relating
to the execution of works or to the supply of materials for works or stock.)

I. Form and use of the ledger

10.8.1. The accounts reiating to contracts should be kept in the contractors'
ledger, form 65 (P. W. 431A) a separate folio or set of folios being reserved for
all the transactions with each contractor for whom a personal account is
maintained, vide paragraph 10.8.2.

10.8.2. A personal account should be opened in the ledger for every

" contractor, whether or not a formal contract has been entered into with him,

unless the work or supply entrusted to him is not important and no payment is

made to him except on a first and final bill, form 46 (P. W. 412) on

completion. If any materials are issued to the contractor or any payments are
made on his behalf, a ledger account must be opened.

II. Posting of ledger

10.8.3. The contractors' ledger should be written up in the divisional
office. Itisnotnecessary for the sub-divisional officer to maintain such ledger
in his office.
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10.8.4. Except whenacontractor'saccount is to be closed and the procedure
prescribed in paragraph 10.5.19 is observed in respect of unpaid bills, the value
of work done or supplies made by a contractor should not be credited to his
account until his bill has been passed and payment made thereon. Debit entries
in the ledger should be made only on the basis of transactions recorded in the
accounts, the posting being made from the supporting cash, stock or adjustment
vouchers ; liabilities not yet liquidated should be excluded altogether. The
value of materials, if any, issued to a contractor under paragraph 10.3.2 or 10.3.3
should be debited to his account on the authority of his acknowledgent. See
paragraph 10.3.5.

Note.--Security deposits of contractors should not be included in their personal accounts in the
ledger, vide paragraph 15.1.1.
10.8.5. (a) The form of the ledger provides for the following columns:--

Particulars of bill or voucher.--
1. Date.
2. Voucher number.
3. Serial number, if a running account bill.

Net transactions detailed by suspense heads--
4. Advance payments.
5. Secured advances.
6. Other transactions.
7. Name of work or account and particulars of transactions.

Gross transactions--
8. Debits.
9, Credits.
10. Total value of work or supplies.
11. Remarks.

(b) Columns8and9constitute the ledgeraccountproper and columns4, S and
6 set forth the net effect of each posting on the three suspense heads making up
the account. Column 10 is also not a part of the personal account, but will be
found useful for the purpose of exercising a check over the continuity of bills in
the case of running accounts.

(c) Columns 1to3and 11 require no explanation. Instructions for filling in
columns 4 to 10 in the case of personal accounts are given below :--

(i) Column 7 (Name of work, etc.) : Here should be entered the full name
of the work to which the bill or voucher relates except in the case of suppliers’
bill, when the name of the account concerned, stock or purchases, should be
stated. Brief particulars describing the nature of the transaction should then
be added, and against the line should then be posted, in the money columns 4,
5, 6,8,9 and 10, the figures relating to that transaction only. Whena
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deduction made from a contractor's bill for one work is creditable to the
account of another work, and such credit is in connection with his contract for
the later work, two distince sents of entries should be made in the ledger, one
for the payment made on account of the former work, and the other for the
recovery creditable to the later, as if the recovery had been made in
cash. The second set of entries should be posted in a separate line, in

columns 6 add 9 against the name of the work concemed.
" Note.--If there are several contracls in connection with a work or account, the trsnsactions

relating to each should be distinguished, preferably by quoting the number and date of agreement.

(ii) Column 4 (Advance payments) : Figure D in part I of running account
bill (form 47) should be posted in this column.

(iii) Column 5 (Secured advances): Figure E in part Il of running account
bill (form 47) should be posted in this column.

(iv) Column 6 (Other transactions) : In the case of running account bill
(form 47) figure G in part IV should be posted in this column. If a payment
is made on a first and final bill, form 46 (P. W. 412), no entry should be made
in this column unless a recovery is made from the contractor on any
account. Inthe case of transactions other than these, the amount paid
or recovered should be entered. The amount of the advance made under
paragraph 10.2.16 should also be posted in this column.

(v) In columns 4, 5 and 6, debits to contractors should be posted as plus
entries and credits as minus entries.

(vi) Column 8 (Gross transactions--Debits) : If it is a running account bill
(form 47) figure H in part IV should be posted in this column; otherwise, the
total amount paid or chargeable.

(vii) Column 9 (Gross transactions—-Credits) : Here should be entered the
value of work or supplies creditable to the contractor, which will be figure F
in part I in the case of running account bill (form 47).

(viii) Column 10 (Total value of work or supplics) : In the case of running
account bill (form 47) here should be entered the total value of work done or
supplies made up to date, as per figure A in part I of the bill, but before posting
the bill it should be seen that the figure shown in part I of it as "Deduct value
of work shown on previous bill" agrees with the last entry in column 10 of the
ledger against the work concemned. In token of this check this last entry in
column 10 should be initialled (and dated) by the, divisional accountant.

III. Balancing and reconciliation

10.8.6. The ledger accounts should be closed and balanced monthly. The
closing balance of each personal account should be detailed so as to show, in
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respect of each scparate work or account (stock or purchases), the amount
outstanding, if any, under each of the three suspense accounts (i) Advance
payments, (i) Secured advances and (iii) Other transactions, with a quotation, in
each case, of the last running account bill and of all the vouchers supporting
unadjusted outstanding under other transactions not incorporated in the last run-
ning accountbill.  In the case of running account bills, these balances can easily
be ascertained from the memorandum of payments as indicated in the table
below and it will be found convenient in praclice to make a note of the outstand-
ing balances of each bill, in the ledger when posting the bill, so that at the end of
the month the closing balance of the ledger account may be verified with the net
. result of the details already recorded :--

Class of balance Serial number of entry in the memorandum
of payments on the running account
bill (form 47)

(i) Advance payments
(if) Secured advances
(iii) Other transactions

(PR ST

Note.--See note below paragraph 10.8.5. (c) (i).

10.8.7. Thedivisional accountantshould be held responsible for the correct-
ness of the contractors' ledger and for securing agreement, month by month,
between the balances detailed in the works abstracts and the corresponding -
balances of the accounts in the ledger. He should further see that there is no
indications of a transaction pertaining to a running account having been settled
on a form of bill not permitted to be used for the purpose.

10.8.8. (a) Periodically, all the personal accounts in the ledger should be
examined 1o see (i) that balances do not remain outstanding for a long time
without justification, and (i1) that in the case of running accounts, bills are
prepared at reasonable intervals.

(b) Entries in column 10 (Total value of work or supplies) not bearing the
initials of the divisional accountant recorded under paragraph 10.8.5 (c) (viii)
should be reviewed in particular to ascertian the cause of delay, if any, in the -
preparation of final bills. This examination must invariably be made before a
volume of the ledger is laid aside on completion, so as to ensure that all
outstanding accounts in it are carried forward to a new volume.
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IV. Scrutiny of accounts by contractors

10.8.9. A contractor requiring a copy of his running account bill or an
extract from his account in the contractors' ledger should be furnished with the
same. He should be encouraged to look at his account in the ledger and sign it
in token of his acceptance of it. See also note 2 below paragraph 10.2.20.

10.9--DISMANTLED MATERIALS

10.9.1. When an existing structure is dismantled, all serviceable material of
any value removed from the dismantled structure or material obtained from
excavation in rock or otherwise should immediately be recorded in the note-
book: of the subordinate in charge and then brought to account in the register of
dismantled materials in form 66 maintained by the sectional officer. The
material should be shown in this register workwise for facility of adjustment of
the cost thereof when used on other works. An extract from this register for
each month should be submitted by the sectional officer to the sub-divisional
officer. '

10.10--SUNDRY RULINGS
1. Carriage and incidental charges.

10.10.1. (a) The cost of carriage of stock materials to the site of works and
of all carriage charges in connection with the movement from place to place of
other materials issued to or provided specially for a work, should be debited
direct to the account of the work, the exact classification of charge being as
indicated below :--

Head chargeble in the account of the
work

() 2)

Name of issue of materials

(1) Issues to contractors under paragraph
103.2
(a) To the promised place of delivery.  “Final charges”in the case of minor estimates and
“additional charges for matenals issued to con-

tractors / direct 10 works", in the case of major
- estimates.
(b) Beyond the place of delivery,if The personal account of the contractor under the

incurred. suspense head “Contractors--Other transac-
tions ",
(2) Issues to contractors under paragraph Do. do.
1033.

The sub-head 10 which the cost of the materials

(3) Issues direct work
is debited.
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(b) When surplus materials are returned from a work 1o stock the cost of
carriage should be borne by the work, but if they are transferred to another work,
the charge may be debited to either work as may be equitable.

(c) Incidental charges connected with the movement of materials issued to or
provided specially for a work or returned therefrom, should be adjusted in the
same way as the cost of carriage.

(d) In all cases, the places from and to which materials are conveyed, the
distance, the quantity and the ap[;roximaic weight must be stated clearly in the
payment vouchers.

IL. Charges for examination of soil

10.10.2. The expense attendant upon the necessary examination of the soil.

for the foundations of works, ordered by competent authority, should be treated

_as outlay on works and not as a contingent charge, provision for it being made
under the service head concerned in the estimate.

III. Expenditure on inauguration ceremonies

10.10.3. The expenditure incurred with the sanction of competent authority
on ceremonies connecter with the inauguration of important public works (vide
paras. 259 and 260 of the Maharashtra Public Works Manual) should be
debited.--

(a) in the case of irrigation projects (commercial), to the revenue account
of the project ; and

(b) in the case of other works, to the contingencies of the sanctioned
estimate,

1¥, Rates and taxes on buildings

10.10.4. Municipal or other rates and taxes of public buildings, residential
or non-residential, when debitable to this depariment, as the department in
administrative control of the building, should be treated as expenditure on
repairs and debited to the maintenance estimates of the building concerned.

V. Execution of works by other departments

10.10.5. Whenever the construction and maintenance of any works under
the administrative control of this department is entrusted to the agency of
another civil department with the sanction of Government, vide para.298 of the
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Maharashtra Public Works Manual, the rules of procedure applicable to expen-
diture connected with the works will ;be such as may be laid down by Govern-
ment in consultation with the Accountant-General, subject to the following
reservations.--

(1) The civil department should be responsible to thisdepartment to

account for appropriation placed at its disposal.
(ii) This department should retain budgetary and financial control.
(iii) This department should retain technical control through inspection.

VI. Execution of Government works by local bodies

10.10.6. When this department entrusts to the agency of a local body the
maintenance of Government buildings or roads, without transferring the prop-
erty to the local body, the payment made to it on this account should be trez'ed
as a payment for work done by a contractor. If lump sum payments have been
agreed upon, the procedure for settling the account periodically, and for
recording the cost of the works, may be simplified, with the concurrence of the
Accountant-Genéral, provided.--

(a) that a cerificate that the wotk has been done In
accordance with the conditions agreed upon is placed on
record by a responsible official ;

(b) thatif the payment is made for a number of works, expenditure on all
of which cannot be classified in the accounts under a single head of
account, the necessary detailed classification of the charge is set forth;

and

(c) thatas far as possible, the liability of a year is settled within that year
(vide paragraph 10.7.8).

See also paragraph 10.1.5.

Heia 1i=These payments shauid nat be ehasged 15 the minar head "Grants-in-uid"; thar head
being intended for cash contributions made to local bodies in connection with (i) roads which are
either not the property of Government or, being such property, have been transferred to the control
of a local body, and (it} miscellaneous civil works, the cost of which, if constructed by this depart-
ment, would be debitable to the minor head "Original works--Building--Civil works" and for the

financial assistance given to these bodies, in the form of expenditure incurred in this department on
a work constructed by the depariment on their behalf.

Note 2.--The Governmnt will issue orders stating who shall be treated as a "responsible official”
in each case for the purposes of proviso (a).



CHAPTER 11 : ACCOUNTS PROCEDURE FOR
LUMP SUM CONTRACTS

11.1--PAYMENTS FOR WORK DONE

11.1.1.  Subject to the terms of the contract and such subsidiary instructions
as may be laid down by Govemment to ensure that theworks are executed in
accordance with the prescribed specifications, plans and drawings, payments for
work done are not made to the contractor otherwise than on the certificates of the
. officer-in-charge of the work, as detailed in paragraphs 11.1.2 and 11.1.3 below.

11.1.2.  Whenever it is proposed to make any intermediate payment, a
certificate should be obtained from an officer not below the rank of sub-
divisional officer, to the effect that, by superficial or general measurement or by
some other method considered suitable by him, which should be specified, he has
satisfied himself that the value of the work done is not less than a specified
amount in conformity with contract agreement and that, with the exception of
authorised additions and alterations, it has been done according to the prescribed
drawing and specifications.

Note.--The divisional officer is exempted from specifying in the bill the method employed by

his in estimating the value of work done.  Similar exemption may be allowed by Govermment after
consulation with the Accountant General in cases where the status and experience of the certifying

officer are adequate.

11.1.3. In the case of final payments, in addition to a record of detailed
measurements in respect of addition and alterations, there should be acertificate
of completion of the work according to the prescribed drawings and specifica-
tions signed by the divisional officer or such other officer as may be declared by
Government 10 be experienced engineer of Government for the purpose.

Note.--There is always a possibility that due rebates may be missed for want of
measurements. It is, therefore, necessary 1o ensure that the deductions 1o which Government is
entitled are clearly recorded and attended to while issuing final centificate.  As regards the lump
sum contracts involving large sums, before the certificate of completion isissued by the officer, they
should record in writing the mode they have adopted and also refer to the documents on the basis

of which such certificate is given.

11.1.4. In order that a proper financial control may be exercised over the
payments made, it is necessary that the accounts of additions and alterations
should be kept quite distinct from those of the rest of the work. There is no
objection to the payment for additions and alterations being made before the
completion of the work, if the detailed measurements of them have been made.

NN ]
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11.2--Forwms oF BiLLs

11.2.1.  The forms of biils used for payments in connection withlump sum
contracts are forms 67 (P. W. 466) and 68 (P. W. 467).

11.22. Form 67 (P. W. 466) is intended for intermediate payments which
may be made to the contractor in accordance with his contract. No details of
work done need be reproduced in the bill, but a reference should be given to the
number and page of the measurement book in which the measurements of
additions and alterations are recorded.

The form provides for the ' secured advances ', if any, which under paragraph
10.2.21 (a) may be allowed to the contractor. When such advances of Rs. 2,000
and above are allowed, an indenture in form 50 (P. W. 447) should invariably be
obtained from the contractor and a detailed account of the materials should be
kept in part I of the bill in the manner described in paragraph 10.2.19. No record
of the materials need be kept in the measurements book ; the certificate (3)
printed on the bill must, however, be signed by an officer not below the rank of
sub-divisional officer in terms of paragraph 10.2.21.

11.23. Formn 68 (P. W, 467) is intended for final payments made to a
contractor. The details of additions and alterations alone should be given in the
bill. For the rest, the certificate prescribed in paragraph 11.1.3 will be
sufficient.  As a further precaution, the contractor should be required to add to
hisacknowledgment in his own handwriting, a statement that he has received the
payment in full settlement of all demands ; see however, note 1 below paragraph
10.2.17 (b).

Note.--The form of final bill shall be printed on yellow paper to distinguished from that of the
intennediate bill.  See note 2 below paragraph10.2.17 (b).

11.3--SUBSIDIARY WORKS ACCOUNTS

11.3.1 The instructions in section 10.5 to 10.7 of chapier 10 regarding the
maintenance of works abstract and register of works apply mutatis mutandis to
the accounts of lump sum contracts. In the case of major estimates, the expen-
diwre need not, however, be booked by sub-heads of work (see paragraph 10.5.3
et. seq.) if all the charges represent nothing but payments on a lump sum
contract.

11.3.2  All intermediate payments made to the contractor and so acknowl-
edged by him are regarded as advances made to him on account of the work
concerned and are brought to account in accordance with paragraphs 11.3.3 and
11.3.4 below.
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11.3.3.  Payments for measured up additions and alterations, as well as for
the work covered by the lump sum for which no detailed measurements are
necessary, are treated like advance payments and should bebrought to account
in the works accounts under the suspense head 'Contractors--Advance
payment'. This will not only simplify accounting but will faciliate a watch
over the prompt adjustment of the payments made.

Note.--if a percentage or any other portion of the value of work done is withheld as security for
the due fulfilment of the terms of the contract, the net amount remaining after the deduction of the

portion withheld should be entered as the advance payment.

11.3.4. Paymentsother than those specified in paragraph 11.3.3 above may
be either secured advances made on form 67 (P. W. 466)or other recoverable
payments, including the value of materials supplied, which may have been made
to the contractor or to others on his behalf. These should be entered in the
accounts under the suspense heads ' Contractors --Secured advances' and

" Contractors--Other transactions ' respectively.

11.3.5. From the final bill paid to the contractor, the total advances made lo
him in the intermediate bills, form 67 (P. W. 466) or other recoverable payments
will be deducted by shert payment from the total value of work done, and the
recoveries so made will be shown as minus figures under the suspense heads
concerned, in which the'plus figures will already be outstanding.

11.4--CONTRACTORS' LEDGER

11.4.1. Accounts of the transactions relating to lump sum contracts should
be maintained in the contractors' ledger form 65 (P. W. 431-A) in the manner
described in section 10.8 of chapter 10, subject to the following subsidiary
instructions.

11.4.2. As all intermediate payments made on form 67 (P. W. 466) are
regarded as advances, no figure there from will be posted in column 9, which
is intended to show the amount creditable to contractor's account on account
of the valuc of work done.  The first and lastentry which will appear in this
column will be the figure " F " given in part I of the final bill form 68 (P. W.
467). Column 10 need not be posted at all.

11.4.3. Figures for posting the other columns 4, 5, 6 and 8 are indicated in
the bills by the same distinguishing letters D, E, G and H respectively, which
have been used to denote the corresponding entries in the ordinary bill form 47.



CHAPTER 12 ; SUSPENSE ACCOUNTS
12.1--INTRODUCTORY

12.1.1. The account of the minor head " Suspense ", sub-divided into as
many of the four heads named below as may be required, is kept in each division
under a ' single ' major heaad of expenditure, unless Government has directed
otherwise :--

(i) Purchases,

(ii) Stock,

(i11) Miscellaneous P. W. Advances,

(iv) Workshop Suspense.
These heads are of a temporary character and all transactions recorded under
them, are ultimately removed either by payment or recovery, in cash or by
adjustment. The transactions, therefore, consist of both debits and credits, the
later being treated as reduction of expenditure when making up the account of
the major head.

12.2--PURCHASES

12.2.1. When materials are received from a supplier or from another
division or other department or through the India Stores Department, London,
their value should be credited to “ Purchases "--

(i) immediately on their receipt, if they have been received for a specific
work, so that per contra the cost may be included at once in the -
account of the work and those accounts, as well as the connected
subsidiary accounts, may take cognizance of the receipt of materials
at the earlist opportunity. See paragrapgs 10.3.5 and 10.3.9 ; and

(1) on closing the accounts of the month, if they have been received for
stock and payment has not been made for them during the month, so
as o secure agreement between the quantity and value
account. See note below paragraph 9.2.30.

Note 1.--The rules for the adjustment of transactions connected with stores obtained through the

India Stores Departiment, London, are contained in appendix 4.

Note 2.--The amount of rail way freight charges paid by civil credit notes should at the end of each
month, be adjusted by debit 10 the work concemed or stock and credit to ' Purchases ' as these
charges are incidental to the cost of materials.

1222, The following simplified procedure has been laid down 10 be
followed in cases in which the procedure laid down in the above paragraph

entails much work :--
A—88-9-A
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(i) A single transfer entry order known as omnibus transfer entry order,
form 69 may be prepared for all purchases cf stores for specific
works made in a sub-division during a month, but it should be
written up as each transaction tekes place, the entry being attested at
once. '

(ii) As soon as malerials for a work are received from a supplier, a debit
entry should be made at once in the works abstract in the colamn
concerned, viz., " Contractors-Other transactions " or suspense
head " Materials" or "Final charges" as the case may
be. Simultaneously, the debit and credit entries prescribed in
paragraph 10.3.5 or 10.3.9 as the case may be should be made in the
omnibus transfe entry order referred to at (i) above, brief particu-
lars of the transactions being noted for purposes of identification.

(iii) If any item of supply be paid for during the same month, the amount
paid sheuld be noted in column 10 and at the end of the month the
total of all items paid for during the same month should be worked
out. o

(iv) The omnibus transter entry order should be incorported in the transfer
entry book only at the end of the monith, so that, it may not be
necessary to copy out in detail the transactions paid for during the
month, :

(v) Forall items paid for during the month, asingle entry " Purchase made
and paid for in the same month " should suffice in the transfer entry
book, the suspense register of purchases and the schedule of pur-
chases.

In order to reduce clerical work, these transfer entry orders may be prepared
in triplicate by means of carbon paper so that cne copy thereof may serve as an
authority for the transfer entry to be sent to the audit office, the second copy may
be pasted in the transfer entry book in the divisional office, and the third may be
posted in the suspense register.

12.2.3. When the actual value of the materials is not known, an estimated
figure should be adopted, any difference being adjusted, as soon as known, by
a plus or aminus credit to' purchases ' as the case may be. -See also note below
paragraph 12.2.4,

12.2.4. When the price of the materials is paid or adjusted by transfer, the
payment should be debited to ' purchases® and the outstanding credit thus
cleared.

Note.--if the amount admitted in payment exceeds the amount credited to ' Purchases ' the
difference should be charged direct to stock or to the work concemed.

A—88-9-B
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12.2.5. Unclaimed balances in the purchase account should be dealt with in
accordance with the procedure prescribed for deposit balances in paragraph
154.1. Paragraph 15.4.3 regarding the payment of lapsed deposits applies
mutatis mutandis to repayment of lapséd balances of purchases.

Note.~-The bakances in the purchase account relating to stores obtained through India Stores
Depanment, London, should not be credited to revenue like lapsed deposits. These should be
watched with a view to early clearance, a special reference being made at once to the Accountant-

General in respect of each item remaining outstanding under the head " Purchases ".

12.2.6. Theaccountof this head should be kept in the suspense register, form
70 (P. W. 537), the details being recorded in a separate set of folios for each of
the two headings (1) Purchases for stock and (2) Purchases for specific works.

12.3--Stock

12.3.1. The head " Stock " is opened in all divisions in which stocks of
materials are maintained for general purposes vide paragraph 396 of the
Maharashtra Public Works Manual. In divisions in which no stocks are
maintained, this account should be opened only when any manufacture opera-
tions are undertaken.

12.32. The money limit for the stock reserve of adivision, prescribed by the
Chief Engineer, vide paragraph 396 of the Maharashtra Public Works Manual,
is meant to be applied to the value of materials acquired or manufactured for
stock purposesonly. Excess over this limit is therefore, permissible only when
caused by unadjusted expenditure on manufacture operations connected with
specific sanctioned works.

12.3.3. Theaccounthead" Stock "isdebited withall expenditure connected
with the acquisition of stock materials and with all manufacture operations. It
is credited with the value of materials issued to works, or sold, transferred or
atherwise disposed of, and the halance of the account will represent the book
value of the materials in stock plus the unadjusted charges, etc., connected with
the manufacture.

12.34. The sub-heads of the stock account are :--(1) Small stores,
(2) Building materials, (3) Timber, (4) Metals, (5)Fuel, (6) Painters stores,
(MHouse fittings, (8) Miscellaneous stores, (9) Land kilns, etc., (10)
Manufacture. Numbers (1) to (8) may be replaced locally by other suitable
heads, if necessary. '

12.3.5. (a) The general account of the receipts, issues and balances of the
suspense head " Stock " should be maintained in the suspense register, form 70
(P.W.537). Aseparateaccount should be kept in respect of each sub-head, the
transactions of the several sub-divisions being detailed therein as separate items
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and the totals of all sub-divisions as another. Transfers within the division
should be accounted for against a single item " Deduct-Transfers within divi-
sion " before the total for the entire head " Stock " is struck.

Note.--The clearance of balances under " Transfers within division " should receiye special
atiention.

(b) The subsidiary accounts of stock are described in chapters 9 and 13.
12.4--MisceELLANEOUS P. W, ADVANCES

12.4.1. Transactions recorded under the head " Miscellaneous P. W. Ad-
vances " are divided into four classes :--
(i) Saizson credit.
(ii) Expenditure incurred on deposit works in excess of depoists received.
(iii) Losses, retrenchments, errors, etc.
(iv) Other items.
Note 1.--No charges should be debited to this head on the ground of absence or insufficiency of

sanction or appropriation except as provided in item (i),
NMote 2.--Porsunal advences drawn from the reasury, and audit retrenchmenis made from blls
cashed direct at the treasury, do not appear in the accounts of divisional offices. Advances made

lo contractors appear in the accounts of works.

12.4.2. When stores on any kind are sold on credit, their value (plus, if
recoverable, the supervision charges referred to in paragraph 399 of the Mahar-
ashtra Public Works Manual) should be debited to "Miscellaneous P. W.
Advances" under the sub-head "Sales on credit" so that (i) the accounts of stock
or works from which the materials are issued may be kept correctly, and (i) the
recovery of the value from the local body or individual conecerned may be
watched through the regular accounts.

Note.--In every case there must be authority for the sale on credit.

12.4.3. Oullay on deposit works is required to he limited (o the amounts of
depositsreceived.  Any expendilure on deposit works, incurred in excess of the
amount deposited, is chargeable to "Miscellaneous P. W. Advances" pending
recovery to effect which action should be taken atonce.  See paragraph 12.4.7.

12.4.4. Under the head "Losses, retrenchments, errors, etc,” appear the

following :--

(a) Deficiencies in cash or stock.

(b) Actual losses of cash or stock.

(¢) Errots in accounts awaiting adjustments.

(d) Retrenchments and losses of other kind recoverable from Government

Servants,
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12.4.5. The head "Other items" is meant for all debits, the allocation of
which is not known or which cannot be adjusted until recovery or settlement is
effected or write-off ordered. The following are cited as examples:--

(i) debits, the classification of which cannot be determined at once,
(i) recoverable debits not pertaining to the accounts of a work, and
(iii) recoverable outstanding appertaining to works, the accounts of which

are closed (vide paragraph 10.5.19 and 10.7.8.).
Note.--The share of municipal taxes paid by Government on behalf of tenants of Government

buildings should be debited to this head pending recovery.

124.6 Items in the "Miscellaneous P. W. Advances" account are cleared
either by actual recovery or by transfer, under proper sanction or authority, to
some other head of account. Items or balances which may become irrecover-
able should not be so transferred until ordered to be written off.

1247 The detailed accounts of this head should be kept in the suspense
register, form 70 (P. W, 537).  For items falling under the class "Expenditure
incurred on deposit works in excess of deposits received” details are not
necessary; as these are recorded in the schedule of deposit works referred to in
paragraph 16.2.2.  Foreach of the other three classes of items, a separate set of
folios shounld be reserved, and all the items under each class should be detailed
50 that their clearance may ‘be watched individually. An abstract should be
prepared to show the total of all the classes.

12.5--WORKSHOP SUSPENSE

12.5.1 When a workshop has been established, the accounts of which are
kept in accordance with the rules in chapter 14, all direct outlay, on the jobs
excuted and on other operations of the work-shop is passed through the suspense
head "Workshop suspense" and a separale account is kept under it, of each job
SiF cijreration; 50 ifiad all churges reluting w each may be colleicd und charges of
a general naire may be suitably distributed over all the jobs or operauons
affected, before the total cost recoverabie is determined.

12.5.2 The recorded expenditure on a job is removed from the suspense
head only when, and to the exten that, an adjustment is effected against the
deposit received or against the service of other head concerned, vide
paragraph 14.2.4. This removal is effected by a credit to the account of the
job. But when any charge is transferred from one job or operation to another,
the transfer should be made by plus and minus debit entries. .

12.5.3 On the completion of job, all outstanding charges on it must be
debited as soon as possible, to the head concerned, but in cases where this cannot
‘be done, as in the case of expenditure incurred in excess of the deposit received,
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.the unadjusted amount should be transferred to the head “Miscellaneous P. W.
Advances” pending settlement.

12.5.4 Thedetailed accountof the transaction under this head should be kept
in a suitable form prescribed in accordance with the rule in paragraph 14.1.3, the
object being to maintain an account showing the costof each jobor opcrauon and

its adjustment from time to time. '




CHAPTER 13: MANUFACTURE ACCOUNTS
13.1--INTRODUCTORY

13.1.1 When materials are manufactured departmentally, either for the
general requirements of works or for 2 particular work, a separate account, called
a "Manufacture account” must be kept of the transactions connected with each
manufacture. See also paragraph 14.1.2.

13.1.2 The detailed accounts of the expenditure or a manufacture are
maintained in the same way as the accounts of a work and, inaddition, an account
iskept of the quantities and values of the products of the manufaciure.  Thetwo
sections of the accounts are known, respectivaly, as the “Operation” and the
“Outiurn” accounts.

13.1.3  The ordinary forms of registers of works are unsuitable for recording
the progress of the transactions of amanufacture. Form 71 (P. W. 500), register
of manufacture, should be used instead.

13.1.4 Itisessentiai that the accountsof amanufaciure shail not remain open
indefinitely. If the operations are seasonal, the accounts of each season should
be kept separate and closed as soon as the operations are closed,  In case in
which operations are continuous, the accounts must nevertheless be closed
periodically or at least once years.

13.2--OpERATION CHARGES

13.2.1 A manufacture account is debited directly with (i) the value of raw
materials issued from stock or cbtained otherwise, (il) the cost of the labour
employed, and (iii) other incidental charges connected with the operations.

1322 The following directions apply to certain special incidental
charges :--

(a) Capital charges, such as the cost of land, kilns, spacial plant; ate.;
incurred in connection with a manufpeture which dose not extend
beyoud a single season, are debited wholly to the account of the
manufacture,

(b) Capital charges in connection with a manufacture extending over
more than one season should be debited, in the first instance, 0 a
special account under the sub-head "Land, kilns, etc.,” of the stock
account. This account should also be debited with the cost of
repairg and rencwals of the kilns, etc.  All these charges should be
recovered in suitable instalments by debit to the operation accouats

of the several seasons, the number of instalments and the amount .
chargeable for each seasor being determined on the merits of each
case, under the orders of competent authority.
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Note 1.--The decision as 10 the suitable instalments whereby the account of land, kilns, elc, is to
be cleared periodically, as given by the authority sanctioning the intial charge should be recorded
in the stock ledger, form 31 and not deviated from, without further orders of that authority.

Note 2.--When the land, klins, plants, etc., acquired for departmental manufacture operations are
leased to a contractor of the division or other person, the rent charged should be credited to this
special account and not to revenue.

(c) If the manufacture is undertaken on behalf of other divisions, depart-
ments or Governments or local bodies or individuals, a charge
should be made on account of establishment and tools and plant, if
leviable under the rules (vide appendix 5 to the Maharashtra Public
Works Manual) for outlay on works undertaken on their behalf.

(d) Save as provided in clause (c) above no charge is permissible on

account of the general establishment and ordinary tools and plant
charges or on account of interest on the capitai cost of the land, kilns,
plant, ¢tc., though all these charges should be included in any pro
forma accounts of the manufacture operations of the divisions,
which may be prepared under the orders of Government with a view
tocompare the costof articles manufactured departmentally with the
raies chirjed by suppliess,

13.23 The accounts of road metal digging are not treated as manufacture
accounts, but the charges connected with land and quarries, acquired for such
operations should be dealt with in accordance with paragraph 9.4.4.

13.3--VaLUE oF OQUTTURN

133.1 A manufacture account is credited with the value of the manufac-
wred articles and of the surplus materials sold or otherwise disposed of (vide
paragraph 10.3.11).

1332 The outturn account referred to in paragraph 13.1.2 should show,
month by month, the quantities and values of each class of articles manufacturcd
compared with the corresponding figures shown in the estimate (if any). The
detailed account for each month should be prepared in form 72, outturn statement
of manufacture, and should be attached to the works abstracts
for the operation,

1333 The rates for valuing manufactured articles should be so, fixed as te
represent, as accurately as possible, the actual cost of manufacture per unit, but

should not exceed the market rates.




125

13.4--GENEREL ACCOUNT

13.4.1 A manufacture account is essentiaily a suspense account, as the cost
of the operations cannot be cleared finally until they are, closed. Manufacture
transactions are, therefore, recorded under a distinct sub-head
" Manufacture “of the stock suspense account.

1342 In the siock accounts, the manufacture transactions should be
recorded thus--

(a) Operation charges should be shown as receipts of stock under the sub-
head “ Manufacture ", charges representing value of stock materials
issued to manufacture being simultaneouslytreated as issues of stock
under the sub-heads concerned.

(b) Al outturn should first be brought formally on the stock account by

Note 1.--If the rate at which any anicle of outtum manufacture for a particular work is valued,
trns out 1o be different from the issue rate of a similar article already in stock, the value of the iwo
articles may be averaged for the purpose of stock accounts, allowance being made necessanly for
the different qualities at the different values.

Note 2.--No supervision charge is leviable in respect of materials manufactured on behalf of other
divisions, departments, Govemments, local bodies and individuals which are formally passed
through the stock account under this paragraph. See also paragraph 12.2.2 (c).

13.4.3 Thedifference between the operation and outturn should be adjusted,
under the orders of competent authority, before the accounts of a manufacture are
closed. If the orders issued have the effect of enhancing or lowering the value
of the outturn already brought to account, the adjustment will be made by a
suitable entry (without any fresh quantities) in the outturn statement form 72; in
othereasey, the 1082 o gain, asihevase myy be, should be wken o the expanditiire
or revenue head concemned by a regular transfer entry, which'will alfect the
operation account only. In all cases, the total operation and outturn should
equal each other on closing the manufacture account. See also paragrapg
9.2.26.



CHAPTER 14 : WORKSHOP ACCOUNTS

14:1 .~-INTRODUCTORY
14.1.1 The accounis to be kept in a werkshop depend on the extent of the
operations and the size of the shop.

14.1.2  When there is a small shop in a division for the execution of repairs
to tools and plant or of small manufacture jobs, the accounis of works execvted
in such shops should be kept in the forms prescribed for repair works or
manufacture cperations, as the case may be.

14.1.3  Larger workshops, with special plant or machinery are treated as
separate sub-divisions, or divisions for account purposes. When such work-
shops are of the character of quasi-commercial undertakings, the system of
accounts will be that prescribed locally for similar undertakings. When they
are run mainly for departmental purposes, the accounts should be kept in
accordance with the instructions laid down in this chapter. In either case, the
exact forms, to be used and the procedure to be observed will be settled by
Governmerit in respect of each workshop in consulation with the Accountant-
General. : :

14.1.4 For every jobs there must be an estimate of cost (providing for all
charges, including the prescribed percentages for indirect charges, vide para-
graph 14.1.5) sanctioned by competent authority and accepted by the indenting
officer, local body or individuzl ; see also paragraph 14.1.5. The amount to
be realised from the indenting party, will, however, be based on the actual cost
including indirect charges, though the authorised limit of cost whicli the officer-
in-charge of the workshops may incur without further authority is that shown in
the accepted estimate.

Note,~-If the exezution of a job for another division, department or _Govémmcnt is likely 10

exiend beyond one financial year the limit of the cost which may be incurred in each official year
should alse-be settled heforehand.

14.1.5 No work should be undertaken for municipalities or private parties
before the whole estimated cost, including all charges for supervision, profit,
etc., that may be feviable under the rules for the time being in {orce, has been paid
to the divisional officer, or into a treasury to the credit of this department.  This
rule may be relaxed at the discretion of the divisional officer, or superintendent
of the workshap, in the case of Government officers where full recovery is not
open to doubt . In such cases, a rough estimate of the probable cost must be
prepared in advance and the officer concerned required to give an undertaking
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that he agrees to pay the actual charges i full on completion of the work. The
full expenditure incurred must be ‘deducted from the officer's pay for the
following month. In all cases, prior to the work being put in hand, an
undertaking should procured from the party concerned that it will not hold the
department responsible for loss by fire or theft or any other factor which could
not be foreseen when the estimate was prepared.  In cases where it is found that
the original estimate is likely to be appreciably exceeded, a revised estimate
should be prepared and the procedure outline above adopted. The cost of the
operaticns should be charged morthly to the head * Miscellaneous P. W,
Advances ” pending recovery.

14.2--DIRECT AND INDIRECT CHARGES

14.2.1 Receipt and expenditure transactions in connection with the work-
shops are brought to account as follows:--

(a) Where capital accounts are kept of a workshop intended mainly for
needs of the irrigation branch (i. e.,if the workshop s to be regarded
as being on a quasi-commercial basis), the capital expenditure
should be recorded under the relevant division and sub-division of
the major head “99” . Receipts representing recoveries of capital
expenditure will be taken in reduction of such expenditure, while
revenue receipts and working expenses will be booked under the
minor heads opened under the corresponding division and sub-
division of the major head ‘106 Minor Irrigation and 33 Irrigation,
Navigation, Drainage and Flood Control Projects’, respectively,
divided so as to meet the requirements of the pro-forma accounts of
the shop (vide paragraph 14.3.1) '

Note «-The pracedure desenbed above will apply muldlid migandis s the imnsuetions of a
workshop established for any other system or project for which regular capital accounts are kept.

() Where capital accounts are kept of a workshop intended mainly for
the needs of the civil works branch, all expenditure incurred upon it,
whether of the nature of capital, or of working expenses, should be
recorded under the major head ‘50”.  Recoveries of capital expen-
diture will be taken in reduction of such expenditure ; revenue
receipts will be booked under the minor head opened under the
major head 059 Public works entitled ** Receipts from workshops ”,

" divided so as to meet the requirements of the pro forma accounts of
the shop.
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, (c) Where no capital accounts are kept of a workshop, for whichever
branch intended, all expenditure should be booked under the major
head ‘44’ or ‘S0’ , as the case may be, and all receipts, whether
recoveries of expenditure or revenue receipts, under the minor head
*“ Miscellaneous ” of the corresponding revenue head 106 Minor
Irrigation or 059 Public works.

14.2.2  All capital charges on buildings, plant and machinery and stock
materials, and all charges incurred on their maintenance and on the upkeep of the
necessary generel establishment, should be accounted for as ordinary public
works transactions under the major head concerned, in accordance with the
preceeding paragraph and under the generel instructions in other chapters of this
code. These are charges which neither pertain to any individual job executed
in the shops nor are capable of direct apportionment amongst all the jobs, and
are, therefore, met out of the grants of the department the distribution of such
charges over individual jobs being made in accordance with the rule in paragraph
14.2.5.

14.2.3  All other expenses connected with the operation of a workshop are
dcbitable to the jobs concemned, and should, therefore, be accounted lorunder the
suspenses head “ Workshop Suspense ”, vide paragraphs 12.5.1t012.54. The
charges pertaining exclusively 10 any job should be debited to it at once, and
those of a general nature should be treated, in the first instance, as general charges
(under one or more suitable headings) and apportioned subsequently amongst
the jobs concerned in accordance with a definite procedure.

Note 1.--This paragraph does not apply to incidental charges connected with the stock of
materials which should be dealt with under paragraphs 14.2.2 and 9.2.28.

Note 2.--All liabilities should be taken into account, even though undisbursed so that the general
charges may be correctly allocated month by month, and the recorded expenditure on each job may
present as for as possible, the actual cost up-lo-date.

14.2.4 In the case of jobs of all classes, the cost of operations should be
clearcd or adjusted in transfer (vide paragraph 12.5.2), as the case may be, month
by month, but in the following cases the accounts of a job may be settled, once
a year, in March, or in an earlier month, if the job is completed earlier (vide
paragraph 12.5.3).

(a) When the total cost during the year is not larger than Rs. 500.
(b) When the monthly settlement of account is inconvenient to the
indenling division, department of Govemment.

Noi.--When the estimated cost of a job is recovered in advance, it should be kept in deposit, in
the first instance, and the adjustments of actual cost made under this paragraph should be effecied
against the deposit, the unexpanded balance being refunded only when the job is completed and the
account of it setled,
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14.2.5 In addition to the direct c:.arges referred to in paragraph 14.2.3, the
account of each job should be debited, not through the workshop suspense
account butdirectly under the head of account concerned, with suitable percent-
ages determined by Government in consultation with the Accountant-General to
cover the indirect charges enumerated below :-- ‘

(a) Supervision charges under paragraph 399 of the Maharashtra Public
Works Manual.

(b) Interest on the capital cost of buildings, plant and machinery.

(c) Maintenance charges of buildings, plant and machinery.

(d) Depreciation of buildings, plant and machinery.

(e) Establishment charges (including 1 per cent on account of audit and
account establishment), vide rule 11 of appendix 5 of the Maharash-
tra Public Works Manual.

(f) Profit.

See also paragraph 14.2.2.

Nota 1.--The pereentage for supervision charges should he ealeulated on the value of matedals
irscdtocachjub,  Theuther charges are srdinarily calculated vn tha wowl east of [abour and stores
pertaining to the job.

Note 2.--The profit referred 10 in clause (f) above is not charged in the case of jobs executed for
other divisions of the state.

Note 3.--The percentage realised on account of establishment charges is treated as reduction of
expenditure or as revenue receipts as the case may be in accordance with the provisions of rule 16
of appendix 5 to the Maharashtra Public Works Manual and statement D of appendix 1. All other
percentages are trealed as revenue receipts .

14.2.6 Theindircct chargesreferred to in paragraph 14.2.5 should be brought
to account whenever the settlement of the account of direct charges is effected
under paragraph 14.2.4.

14.3-- ANNUAL ACCOUNT AND REVIEW

14.3.1 Annually, pro forma accounts of each workshop should be prepared
consisting of--

(i) the capital account, showing the values (after making due allowance.
for depreciation) of the buildings, machinery and plant, stock, and
the outstanding balance of the workshop suspense account.

(i1) the outturn account showing, in such detail as may be necessary, the
charges on labour and stores and the general and indirect charges,
and
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(1i1) the profit and loss account, showing on one side the actual working
liabilities of the year, i. e., (a) interest calculated on the mean capital
of the year under all the heads named in (i) above, (b) the actual

maintenance charges of buildings, machinery and plant, (c) depre-
ciation of buildings, machinery and plant calculated on the capital
value thereof, and (d) general establishment charges plus--(1) a
suitable addition thereto on account of leave and pensionary
charges, and (2) one per cent for audit and accounts establishment,
only on such jobs in respect of which this percentage is not credited
tothe majorhead “26 Auditor Lii Miscellaneous--Fees for Govern-
ment Audit ” in the regular accounts, (vide rule 7 of statement I of
appendix 1); and on the other side the percentage charges made
under paragraph 14.2.5 exciuding the 1 per cent for audit and
account establishment credited to ** 26--Audit ”,or “LII--Miscella-
neous--Fees for Government Audit.”

Note.--The stock account should be treated as a part of the workshop account only if and to the
extent, the reserve stock is declared by the Government to be part and parcel of the shop. When
the whole or pan of the stock is merely an adjunct to a workshop, neither the interest charges on
it nor the losses or gains (including supervision charges) ansing outof it, should appear in the profit
and loss account of the workshop.

14.3.2  Subject to such directions as may be given by the Comptroller and
Auditor-General of India in this behall, the Accountant-General will review the
annucal accounts of a workshop,.in consultation with the officer-in-charge of it,
and report to Government on its financial working specially bringing out the
necessity, or otherwise of revising the percentages fixed for the several charges
referred to in paragraph 14.2.5 above.

Note.--To facililate the review of percentages, it will be found convenient to show in the profit
and loss account, not only the figures of the year but also the progressive figure, to the clos= of the

year, commencing from a suitabe date.




CHAPTER 15 ;: DEPOSITS

15.1.--INTRODUCTORY

15.1.1 Deposit transactions of the department are of the two kinds:--
(1) Public works depesits, which pass through regular accounts of the
division.
(i) Interesi-bearing securities.
Deposits of the firstkind comprise transactions of the following classes, which
are passed through the head “ Public Works Deposits ” :--

(a) Cash deposits of subordinates as security,

(b) Cash deposits of contractors as security,

(c) Deposits for works, other than iakavi works, to be done,

(d) Sums due to contractors on closed accounts,

(e) Miscellaneous deposits.

The interest-bearing securities referred to in class (ii) are deposited by

subordinates and contractors.  They donot pass through the regular accounts of
the division.

15 .-Securiry DEPOSITS OF SUBORDINATES AND CONTRACTORS

15.2°1 Security deposits of subordinates and contractors are covered by a
bond or agreement setting forth the conditions under which the security is held
and may be ultimately refunded or appropriated. Reference to such bond or
agreement should be recorded in the deposits register or the register of securities
as the case may be. See paragraphs 116 and 213 of the Maharashtra Public
Works Manual. :

15.2.2, The recognised forms of interest-besring securities and the condi-
tions to which they are subject, are indicated below :--

Forms of security Conditions

(i) Promissory notes and stock cer- (1) These securities shall be accepted at - five
tificates of the Central ora State percent below their market price  or at their face
Govemment. value, whicheverisless,and shall bedealt with in

accordance with the rules in chapter IX of the
Govemment Securities Manual,
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Forms of security

Conditions

(i) Contd.

(ii) Gold bonds.

(iii) Post office cash certificates, national
cavings certificates, treasury savings
deposits certificates, national plan
savings certificates, national defence
centificates, defence deposit certifi-
cates and national plan certificates.

(iv) Post office savings bank pass books.

{v) Municipal debentures, port trust
bonds, state transport debentures and
scripts of rural debentures issued by
the Bombay State Land Mortgage
Bank Ltd.

(vi) Bonds and debentures issued by the
Maharashtra State Financial Corpora-
tion with the Government gurantee in
accordance with the provisions of
section 7 of the Maharashtra State
Financial Corporation Act, 1951.

(2) The market price of Govemment paper should
be ascertained at the time of collection of interest
and the amount of interest to the extent of defi-
ciency in value of the Government paper withheld,
if necessary.

These shall be accepted at 5 per cent below their
market price or at their face value whichever is
less and can be transferred by endorsement and
delivery by holders thereof.

(1) These centificates shall be formally transferred
to the Govemor. The departmental authority not
lower in rank than that of a head of office
shall accept the same with the sanction of the
Postmaster of the office of registration at their
surrender value at the time of tender.

(2) Certificates which are not held in the name of the
persons fumishing the security shall not be accept-

oed

(1) A pass book for a deposit made under the Post
Office Savings Bank Rules may be accepted as
security provided that the depositor has signed and
delivered to the Postmaster aletter in the prescribed
form as required by those rules.

(2) Security deposits lodged in the post office sav-
ings bank should be hypothecated to the divisional
officer. They should remain in his custody.

(3) The pass books shall be sent to the post office, as
soon as possible, after 15th June of each year, so
that the necessary entries on account of interest
may be made therein.

These securities shall be accepted at five per cent
below their market price or at their face value,
whichever is less, and shall be dealth with in ac-
cordance with the rules in chapter IX of the
Government Securities Manual.

The monetary value shall be taken as § per cent less
than the market value at the time of taking the
security. If the market value falls subsequently,
the person offering the security shall agree to pro-
vide additional securities. The securities shall be
formally transferred to the department or the
officer concerned with whom the contract is made.




Forms of securit Conditions
y

(vii) Depostit recipts of recognised banks (1) The .deposit. receipt shall be made out in the
approved by Govemment for the . name of the pledgee or, if it is made out in the
purpose. ‘ name of the pledgee, the bank shall centify on it

that the deposit can be withdrawn only on
demand or with the sanction of the pledgee. The
bank shall agree that, on‘recciving a signed
trcasury chalan and a withdrawal order form the
pledgee in respect of- the deposit, or any part
thereof, it will, at once, remit the amount speci-
fied into the nearest treasury along with the
chalan and send the treasury receipt to the pledgee.

(2) Such receipts will ’be*"éccepled on the under-
standing that Government is not held. responsible
for any Joss that may result {rom the failure of the
bank or any other cause and that if the security is
lost, the loss will fall on the depositor who will be
required to furnish fresh security.

(3) The depositor shall receive the intzrest when due,
direct {rodh the bank on a fetter from the pledgee
authorising the bank 10 pay it to him.

(4) The responsibility of the pledgee in connection
with the deposit and the interest on it will cease
when he issues a final withdrawal order 1o the
depositor and sends an intimation to the bank that
he has done so.

(5) The deposit receipt should be held in custody by

_such officer as Government may prescribe.

15.2.3 Fidelity bonds from insurance companies in forms prescribed by
Government may be accepted as security from a Government servant but not
romaprivateparty. Whena Government servant has furnished sccurity in the
form of a fidelity bond the departmental authority not lower in rank than that of
a head of office, who can accept security shall see that the Government servant
pays the premia necessary to keep it alive on the due dates and continucs to do
so until he vacates his office. If the Government scrvant fails to submit the
premium receipts in time, he shall not be allowed to perform the duties of his post
. and dealt with in accordance with the terms of his appoiniment.

15.2.4 Cash deposits of subordinates and contractors may be converted, at
the cost of the depositor, into one or more of the forms of interest-bearing
securities provided that--

(1) the depositor has expressly desired this in writing and
(11) the acceptance of the new form of security is permissible under the

rules as well as under the terms of the agreement or bond.
A—88-10-A )

h
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Note.--Cash, which has actually been received or recovered may be converted even though the
~ full amount of the deposif, which is being paid in instalments, has not yet been realised.

15.2.5 Pcn,emage deductions for security deposit, made from contractors’
.. bills, should be credited to the head “ Public Works Deposits--Cash deposits of

contractors”.  As an exception to this rule, the security may be exacted by

withholding from paymerit the required percentage of the value of work actually

measured and passed, if the total amount recoverable on this account during the .
- official year in any case is so small that its exclusion from the works outlayof the
- year is not likely to affect the grants appreciably. The limit fixed for the
purpose is Rs. 500 for each work. Amounts thus withheld appear in the suspense
account, “Contractors--Omer transactions” of the work concerned, vide para-
graphs 10.5.13 and 10.5.17. ,

15.2.6 - Without the special orders of compeient authority, no security should
be repaid or retransferred to the depositor, or otherwise disposed of, except in
accordance with the terms of his agreement or bond.

Note,--The depositor's acknowledgment should be obtained in all cases of security

- reuned. When an interest-bearing security is retusned or retransferred, the acknowledgement
should set forth Lhe full particulars of the security.

15.3--OTHER DEPOSITS
I. For works

15 3.1 Deposns for works , other than takavi works, are passed through the
head “ Public- ‘Works Deposus” Such works are known as deposit works and
the detailed rules relating to them are given in chapter 16.

'_ IL. Contractor’s closed accounts

1532 Under the rules in paragraph 10.5.13, sumS diie io contractors on
closed acéounts may be placed in the deposit account.  When a sum so held in
deposit is ultimately paid to the contractor concerned, his acknowledgement
should set forth such particulars as would establish the settlement of his account
in connection with the work concerned.

Itl;f_' Miscellancous

15.3.3  Allother deposus are classed as miscelianeous deposits. _ This ficad
alsoholds, ntil clearance, all items of receipt, the classification of which cannot
be determined at once, or which Tepresent errors in accounting awaiting adjust-

ment, .
A—88-10-B



IS 4--LAPSED’AND CONFISCATED DEPOSITS ; '

“Ltusmle ﬂleageofarepayableltemorofabdlanceofmxstobe
eumewhmmetmormebﬂmce,asthecasemaybe becameﬁrst»-

15 4 2 Before the amount of lapsed or conﬁscated deposxt is credxted to

' Govemment as revenue, the ongmal realisation should be traced and reference’

tothe credlt should be so recorded against the ongmal entry in the cash book and

- other accounts as o make the entertainment of a double or, erroneous -credit
_ ilﬂpOSSlble o v

1543 Deposus credited to Government under paragraph 15 4 1 or.con-
ficsated under the provisions of an agreement or bond cannot be repaid, thhout
pre-audit by the Accountant-General who will authorise payment on'asceriain-
ing (i) that the item was really received, (i) that it was' credited to Government
as lapsed or confiscated, and (jii) that the claimant's identity and title to the

‘money are certified by the divisional officer. - The amount repaid should be

.. treated as a refund of receipts under the major head to which itwas credited and
- the repayment should be noted in the deposit regisier agmnst the entry for its
- credit to Govemment, vide paragraph 84.3.

15 5. m-Aocoums OF DEPOSITS
I Deposxt register

~°15.5.1 - Arecord of the transacuons relating to public works deposits should
be mamtamed in the dwxsxonal office in a register in the same form as the
- suspense.Tegister, form 70 (P. W. 537). 'This deposit register should show

- monthb momh the total receipts and adjustments and the closing balance of

“each sn uem ‘but in respect. of deposxts for ‘work to be done which are

. vf."'-"gaccounted for in detail in the schedule of depostt works, referred to in paragraph

1622, a single entry for all such dep(_)sxts will suffice.
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15.5.2  Beilore refund of deposits, otherwise in order, is allowed or the
amount outstanding in deposit account converted into interest-bearing security,
the original realisation should be traced and a reference to the repayment should
be so recorded against the original entry in the cash book and other accounts as
to make the entertainment of a double or erroneous claim impossible. A
certificate of such a note having been made, should be recorded in all vouchers
for refunds. Any acknowledgments previously granted should be taken back,
if possible, and destroyed, note of the repayment being in any case, recorded on
the counterfoil of the receipt.

. Schedule of deposits

15.5.3  From the deposit register, a monthly extract known as the schedule
of deposits, form 73 (P. W. 540), should be prepared for submission to the
Accountant-General.  This form is in two parts—part I, abstract account giving

 the total for each class of deposits and part I1, detailed extract from the deposit
register. In part II, only such items need be extracted as are affected by the
month‘s transactions.
Note.—The entry of deposits for work to be done will be supported by the schedule of deposit
works.
15.6-—ACCOUNT OF INTEREST-BEARING SECURITIES

15.6.1 Transactions connected with interest-bearing securities do not pass
through the cash book and consequently the regular accounts of the division,
unless any cash actually passes through the hands of officers of the department
which should be avoided, as far as possible.

A register of the receipt and disposal of these securities should, however, be
keptin form 74 (P. W. 41), register of interest-bearing securities and at the close
of the year and account in form 75 (P. W. 520), account of interest-bearing
securities, should be prepared from this register. This account should be
supported by (i) the acknowledgments (in original) of the depositors for
securities returned or te-transferred to them during the year, and (ii) the
cert. icate of the divisional officer that all securitics shown as outstanding m this
account, or their acknowledgment by the authorised custodians (vide paragraph
15.2.2) are in his possession.

Note 1,—If a security recoveres in instalments is being deposited in the post office saving
bank, no entries should be made in respect of it in the registerin form 74 (P. W. 40) until the security
has been fully paid up. But if such security deposit is to be refunded before the full amount is
recovered, it should be treated as fully paid up. and brought on the register before being refunded.
The annual account in form 75 (P. W. 52) prepared from the register in form 74 (P. W. 41) should
be completed in respect of the securities in course of recovery, by taking the recoveries
of the period covered by the account from the deposit register, verifying them at the same time with
the actual recoveries as shown in the register of miscellaneous recoveries (vide paragraph 22.2.8),

Note 2,~The procedure to be observed when a subordinate, who has fumished an interest-
bearing security, is transferred to another division or department, depends on the terms of the
agreement and on the procedure followed locally in regard to the disposal of the security. It will
be prescribed by Government in consultation with the Accountant-General.



CHAPTER 16 : NON-GOVERNMENT WORKS
16.1—INTRODUCTORY

16.1.1 Non-Government works are divided into two classes :—

') Deposit wlrvorks,‘and
(ii) Takavi works.

16.1.2 The general directions for the exhibition in accounts, of transactions
relating to contributions from Siate revenue to local funds and public bodies, and
vice versa, are contained in article 34 of the Account Code, Volume L.

16.1.3  Inthe public works accounts, contributions made to local bodies are
debited to the minor head “Grant-in-aid” under the major head “259 Public
Works, 283 Housing and 337 Roads and Bridges”, or “44—Irrigation, Naviga-
tion, Embankmert and Drainage Works(non-commercial)”, as the case may be
see also note I below paragraph 10.10.6

16.1.4 When works already constructed or land already purchased are trans-
ferred, free of charge, to local bodies, no readjustment of the accounts of cost is
necessary.

Note.—The rule in this paragraph does not apply to irrigation, navigation, embankment and
drainage works (commercial). :

16.2—DEPOSIT WORKS

16.2.1 Whenadeposit work s to be carried out, the local body or other party
concerned should advance the gross estimated expenditure, which is payable by
it, to the divisional officer in one lump sum, or in instalments and by such dates
as may be specially authorised by Government, vide paragraph 303 of the
Maharashtra Public Works Manual.  The amouni received shouid be credited
1 ihe agcounts to the head “ Public Works Deposits * against which will be
debited all expenditure incurred up to the amount of the deposit. ~ As regards
expenditure in excess of deposit, see paragraph 12.4.3.

Note —If preferred, the local body concemed may be authorised to pay the deposit direct into the
treasury. In this case, the accompanying chalan should state clearly that the amount is creditable
to this depariment naming the division and the work to which the deposit relates.

16.2.2 A consolidated record of the transactions of a month relating to all
deposit works of the divisicn should be prepared in the schedule of deposit
works, form 76 (P. W.514).  This schedile shows, in respect of each work, the
amount of deposit received and the expenditure incurred, both during the month

and up-to-date.
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Note —Refundsof mexpended balnnces of completed works should be taken in reducuon of th: _‘ e

deposits and, merefore, shown in the schedule as minus reahzanon and not as expendmve i
16.2.3 The amount of each deposit should be rateably divided into two parts,

one representing the share available for works expendmme and the other the total -

amount chargeable as establishment, tools and plant and audit and accounts
charges, if any, recoverable under the rules; vide appendxx 5 to the Maharashtra
Public Works Manual.. ‘I the schedule, the depasit.so vc;d for each work
should be numbered as a single item, but the transactions refating to the two parts
of it should be shown separatcly, thus~— T :

‘For works: expendlture

- For percemage charges . ,-" ' -
16 2.4 The percentages lemable shouldbeadjusted momh by 'nom.has the works
expenditure is incurred, but the Accountant-Getieral may authorise the adjust-
ment to be made once: a year in- the acooums‘ fo, March provnded that, if the ,
accounts of 2 work are closed inan earhc amh the ad_;ustment must be made
in that month. P ' ; o

R ‘ i.' Provisidn of fuhds E

16 3 1 It is ot 1mperat1ve, asinthe cascofa deposxt work, that the esnmated'
costof a takavi work shall be deposited by the person or persons interested in the
. work, before any expenditure is incurred on it, as, if the amount due is not’
received in cash duect from them, it is recoverable through the<ivil department
in the same way as arrears of land revenue.  Endeavour should, however, be
made to effect direct and prompt recoveries of the probable cost of takavi works,
as recoveries through the civil department cause consxderable trouble and delay -

in adjusm‘lcnt

I Account of expenditure

2, {The transactions relating to takavi works should be recorded under the
takavi works advances, the full name of which is “T-Deposits and Advances
-not bearmg interest—Advances repayable—Civil ‘Advances——Takavi works -
“advance”: They shouid be accounted for in the schedute of takavi works, form
7 which shows the expenditure incurred on each work, ihe ammnmahsed on

'- account of it, and the outstanding balance of the account.. .
- 1633 Therulesin paragraphs 16.2.3,16.2 4 and note beiowparagraph 162.2 .
relaung to depos;t works apply mutans mazrandzs, to takavn works _
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}6 3 4 The accoums of all works of construction or of specnal repair should
. "beclosed as soon as the work ‘qompieted. Ordinary maintenance and repair
. works should, however, be conisidered as completed on the 31st October of each
ywr (orany other date that may be prescribed by the Government as the lastdate
‘_Lof the takavi year) and expenditure thereon incurred subsequently should be
_ accoumed for as pertaining to a new work of the following year, so that the
 trasactions and balances relating to each takavi year may be kept distinct and
'separate. .

II. Recovery through the éivil department

16.3.5 The following procedure is prescrlbed for effectmg recoveries through
 the civil department, on account of the cost of individual takavi works, not
- covered by cash deposits received direct from the cultivators concerned : —
" (a) A certificate showing, (i) the full name of the work, (ii) the name and
. address of the fesponsible cultivator or cultivators, (iii) the authority.
forundertaking the work, (iv) the total expenditure incurred, (v) the
amount (with full particulars, if any ) recovered in cash, and (vi) the
net amount stili recoverable, should be prepared, in duplicate, by the
divisional officer, on the completion of the work ( See paragraph
© 16.3.4) and submitted to the Coliector of the district concemed.
(b) On receipt back of the duplicate copy, duly accepted, the amount
accepted should be credited on the authority of it, to the takavi works
advances accounted by debit to the head  P-Loans and Advances by
- the State Government—Advances to cultivators ” in the schedule of
debits to miscellaneous heads of accounts, form 95 (P. W. 386) as
the civil authority will thereafter be responsible for effecting the
. Mecessary recovery.

IV. Water-course

16.3.6 Tﬁe foregoing rules apply to such water-courses only as are classed as
takavi works. ‘The account rules relanng to water-courses of other classes are

ngen in appendlx 5.




CHAPTER 17 : TRANSACTIONS WITH OTHER DIVISIONS,
DEPARTMENTS AND GOVERNMENTS

17.1—GENERAL RULES

17.1.1 The conditions under which one department of the public service may
raise debits against another department under the same Government or any
department under anotfier Government, for services rendered or articles supplied
to it, are regulated by the directions contained in chapter 4 of the Account Code,
Volume L

Note 1.—Subject to such general exceptions as may be authorised by Covernment in the case of
petty works, all charges connected with the construction and maihtenance of buildings, etc., for the
several civil departments of Govemment will be brought to account as expenditure of this
department or of the civil department concemed, according as the administration of the works rests
with this department or is vested in, or transferred by general or special order of Government from,
this department to the department using or requiring it. ‘

Note 2.—The value of public stores issued to other department is chargeable to them.

17.12 The cost of land agquired by the civil authorities on behalf of s

_ departmient is debitable, in the accounts of the latter, as part of the cost of the

works for which the land is taken up ; but when it is taken up for two or more non-

commercial departments conjointly, the charge is not divided, but is wholly

debitable to the department for which the greater part of the land was taken up,
unless there are special reasons to the contrary.

17.1.3 When a special officer is employed for the acquisition of land for this
department, the expenditure on pay, allowances, etc., of the special officer and
his establishment and any expenditure on contingencies is debitable to this
department as part of the cost of works for which the land is acquired. When
the land is taken up by a civil officer, not specially employed for the work, only
spesial shargsa incurred, in connection with the quisition of (he land, on
establishment, contingencies, etc., will be borne by this department as a part of
the cost of works for which the land is acquired.

17.1.4 The rent of buildings hired for use as residences of Government
servants of any civil non-commercial department is chargeable in the accq‘xfnts
of this department. Inspecial cases when the hired residences are, under the order
of Government placed under the charge of any other department, the charges on
account of rent in connection with residences will be disbursed and borne by the
department. When any land or building not belonging to this department is hired
by another department to be occupied for any other public puzpose, the refit is
payable by the department concerned, and the divisional officers do not disburse
rent for such premises unless ordered by Government to do so.
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17.1.5 When prison labour is employed on public works, no charge is made
by the Jail Department, if the convicts are employed on jail works, but in other
cases the full market value of the work performed as cemﬁed by the divisional
officer, is charged to this department.

17.1.6 The transfer of land or building from one department to another under
this Government shall be free of all charge except in the case of transfer of such
property to or from a commercial department, in which case the full market of
it wiil be charged.

17.1.7 Services rendered, or articles supplied, by one division to another will
not be charged for except in the following cases :—

(i) Stores—if they are issued from stock or materials account (vide .
paragraphs 10.5.13 and 10.5.14) or if their transfer affects a work for
which a separate capital account is kept.

(&) Other services—if they affect the acounts of (a) any work for which a
separate capital accountis kept, (b) a work in progress, or (c) suspense
or deposits. .

17.1.8 Amountowing by one public works division to another, mcluding the
divisions of other Governments, should be paid by cheques or bank draft [ see
note ! below paragraph I (2), of appendix 6], while those due to other departments
on the same Government or non-public works departments of other Govern-
ments should, in the absence of any orders to the contrary, be adjusted by.book-
transfer.

17.1.9 Cash recoveries made from employees, contractors, etc., as also
revenue realised by a division on behalf of other divisions, departments, or Gov-
emments, should be passed on to them, the payment being made in the manner
prescribed in paragraph 17.1.8.  Cashobiained from treasuries on chequesand
cash receipts (including surpius cash) remitted to treasuries, are accounted for as
remittance transactions.

The detailed procedure to be followed in the settlement of transactions
relating to cash recoveries, etc., made by one public works division on behalf of
another division is indicated in paragraph II (1) of appendix 6. '

17.2—ACCOUNT PROCEDURE

17.2.1 (a) when a transaction has to be cleared by book-transfer, the transfer
should be effected by debiting or crediting it to the remittance or other head
concerned in the cash or siock accounts, if it appears therein, or by anentry in the
transferentry book.  See also paragraph 22.4.5 inrespectof cash obtained from
treasuries on cheques.
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(b) When a transaction on account of supplies made or servxces rendered, etc.,
has:to be settled in cash, i.e., by cheque/bank draft, the monetary settlement
should be effected by debiting the amount due, to the suspense head “ Cash
Settlement Suspense Account ” under “ T—Deposits and Advances—Part IV —
Suspense--Suspense Account ” pending clearance on receipt of cheque /bark
draft from the division concerned . The detailed pmcedure to be followed in

‘this regard is given in appendix 6.

Note 1.—Such percentage charges on account of supervision and establishment and to0ls and
* plant as may be leviable under the rules, should also be included by a transfer entry in the amount
* transferred.  See also paragraph 14.2.5. .

Note 2—The cost of wotkshop jobs need not be adjusted monthly, vide: paragrah 14.2.4.

Note 3. —Since all inter-divisional transactions, irrespective of the fact whether the divisions fall
within the same circle of account or in different accoumte circles, are required to be seitled in cash,

vide paragraph 17.1. 8, t.hemmor head Cash Senlcment Suspence Account * has been sub—dmded
as under :—

(i) Transactions between division rendenng account lo the same Accomlam—Generai and
(i) Transactions between divisions in different account circles, -
17.2.2 - In cases, however, in which the: transaction originates in another .
department of Government, the responding transfer should as a rule, be made on
receipt of intimadon of the original debit ar crecht through the Accountant-
General.
The following are exceptions in which the adjustment may be made w1thout
receipt of intimation from the Accoumant—General — -

(1) Recoveries of rent realised, on behalf of this department by disbursing or
* accounts officers of Defence, Posts and Telegraphs and Railway accounts.

circles, provided the entries are supported by certificates in form 16 (P. W.
542), statement of rent recoverable in cash or by deduction from pay-bills, -
signed by the officers, to show that the amount adjusted in the account have
been realised from the parties concemed. See paragraph 83.6.

(2) Original credit afforeded in respect of the cost of maps issued by the
offices and supplies madeé by the Central Research Institute Kasauli.

(3) Any other transactions authorised by the Accountant-General.

17.2.3 The responding division should examine every transfer/ claim advised
to it for adjustment / payment, but it may not reject a transfer / claim because the
voucher is not in order or is wanting nor may a transfer/claim advised be partly
accepted, and partly rejected ; it may be rejected altogether, if it does not pertain
io the division ; otherwise, it should be accepted provisionally in full and the
dlapme a5 to the amount or:as fo other parucu}ars of the transactions, should be
settled separately in consultation with the officer who advised the transfer. See

also paragraph 17.2.7 and paragr_ap_h 1(2) of appendlx 6.
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Note.—Railway debits for amounts due on warrants and credit notes pasSed on by the Accountant-
General for adjustment in the dmsnonal accounts, ‘should be accepted in. full subject only o
readjustment, later on, of under or overcharges.  The.responding officer is not responsﬂ:le forthe =~
- comecthess of the charges with reference to the mlway tariffis but; only for proper scrutiny with -
- reference to the pmpnety of the charges as against the head of the service concemed- ; the
calculations made by the Railway Accounts Depanment whrch are test drecked by the leway B
Audit Department, should be accepted as correct. o LRI e o

payment vouchers hav ,
- -,ruies Dmslonal officersg

(b) Srmxlarly, m the case. of transacuons between pub ,
m_g the dlvxsmns ofother Govemmems th" : claims

which see paragraph 17 2, 6 (b)

Note 1.—The term * aunecessary vouchers re

When it is niot possible to support a payment by & vouchers or the payee 's receipt, a cemﬁcale

of payment should be sent along with the claim, vide note below paragraph 6.4.6..
Note 2.—In the case of stores issued from stock by one division 10 another within the same circle
- of account, the division issuing the stores'may claim the amount from the other division on the basis
‘of i$sues supplemented by the receipt of the indentor or his authorised agent, vide paragraph 9.2.11.

17.2.5 When a transaction ongmates ina public works division, the necessary
transfer or preferment of claim should ordinarily appear in the accounts of the
division for the month in which the transaction occured, but in the case of works
done in workshops, the cost is adjustable in accordance with the rules in
paragraphs 14.2.3 and 14.2.5.

17.2.6 (a) In respect of works done in a division for other departments, or
Governments, the intimation of the ransfer will be given after audit, by the
Accountant-General to the accounts officer concemned, or to the department for
which the work is done, if in the same circle of account. The division undertaking
the work is responsible that the transactions are brought to account under the
remittance orother head concerned, and that works accounts are maintained

~ and vouchers submitted tothe Accoumant-General in the same way as for works _
of the d1v1s10n itself. Tt wrll further be responsxble that the estrmate and a.-
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appiopriation for the work, as communicated or accepted by the party for which
the work is done, are not exceeded without further authority from it, and if any
savings are anticipated, they are notified and surrendered in time.

(b) As regards work done in a public works division on behaif of another
division, including the divisions of other Government, the ciaims should be,
settled by the divisions amongst themselves without the intervention of the
Accountant-General. The requisite vouchers should, however, be sent to the
Accountant-General with the monthly account. If, as a result of audit, it is
noticed that an excess payment has been made, the responding division will
claim the amount of excess-fromithe originating division by operating on the
suspense head ¢ Cash Settlement Suspense Account °, treating the item as an -
original transaction. On the conitrary, if short payments are noticed in aadit, the
originating division will send a supplementary claim for the balance to the other
division,

In order to enable the public works divisions to settle the excess /short
payments in the manner inicated in this paragraph, the Accountant-General will
notify the discrepancies noticed in audit both to the originating and the respond-
ing divisions. |

Note 1.—For the purpose of this paragraph, work done includes jobs executed in workshops.

Note 2.—1In the case of works which are assessableto percentage recoveries ontaccount of estab-
lishment, tools and plant, etc., the amount of estimate and appropriation for the work should be
rateably broken up into two paris 1o represent respectively, the works expenditure and the
percentage charges.

Note 3.—The provision regarding audit before intimation of transfer may be relaxed in the case
of any item appearing in the accounts for March and requiring adjustment with nother Government
(other than a public works division), vide paragraph 22.4.20.

17.2.7 In cases in which tranzaciions originaie in another department of
Goventinent, and the miimations of transfer of debits or credits, are received
through the Accountant-General (vide paragraph 17.2.2) the divisional officer
should examine such transfers as expeditiously as possible and report all his
objections to the Accountant-General, whether the transfer is brou ght to account
prov1s1ona11y or rejected.

17.2.8 The divisional accountant will be responsible to see that there isa clear
anthority of the responsible disbursing officer of his division for claims/transfers
advised to other divisions, departments or Govemments and that no charge
advised by another division, department or Government is finally paid/adjusted
until all the necessary vouchers [except those relating to work done, vide
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paragraph 17.2.6 (b) | have been received and have further been completed by
obtaining thereon, from the responsible disbursing officers of the division, the
classification of the charge as attested by their dated initials. He should further
see that, when a transfer/claim advised to the division for a adjustment/ payment
isresponded to provisionally, the objection ralsed thereon is pursued with a view
to ensure speedy settlement.




' Y:AND ALLOWANCES
18 l--INTRODUCTORY o

18.1, I Payandallowancesof Govemment servams of thedepartmcnt, ifnot -
charged directly to works, as well as all personal advance ,’sanctloned by
‘competent authority, are. drawn from treasuries on bills.in’ forms, and in -

* accordance with the procedurc prescribed in the chbay Treasury Rules Whlch‘ :
are applxcable 10 thi 'dcpanment sub}ect to the special rules laid down in. thxs

I General

182.1 Gazctted Govemmem servams draw their own bxlls but the claxms of o ' .. |
non-ga:retted Government servants should be preferred separately by the heads RN

of offices under whom they are emp10yed and the latter should make proper
arrangements for dxsbursmg Lhe amounts s0 drawn.

Note.-For the purpose of this rule, the divisional officer is treated as the “head of office” of the
entire establishmient employed in the division, but should this lead to abnormal delay in payment
in any sub-division, the Government may, in consultation with the Accountant-General, authorise
the pay and travelling allowance bills of the establishment of that sub-division to be drawn by the
sub-divisional officer either on his own responsibility or after check by the divisional accountant
and counter signature by the divisional officer, as may be convenient. Note 2 below rule 276 of
ihe Bombay Treasury Rules does not however, apply to travelling allowsnce bills' which sub-

* divisional ofﬁcers may draw on their own responsxbﬂny v '

1822 Separate embhshma,m hilis should be prepared by the drawing
officer for sach of the establishments specified below, the entries relanng toeach -
section of establishment, ¢.g., -the subordinate service of engmeer% draﬁsmen
clerks, etc., being grouped separateiy in each bill :-- : :

(i) One for permanent establishment.

(ii) One for temporary estabhshmem.

(iii) One for divisional accountam(s) o v
Forclaims of travellin g allowance separate bill should be prepared for dwxs:onal
" accountant(s). A smglc bill will suffice for all other establishment; but the
- entries must be grouped accordmg to. secuons as m the case: of estabhshmem ﬁ
- bxlls o - o S
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" IL - Classification

" 1_8.2.3‘ ‘Bills paid at treasuries are incorporated in the general accounts kept
by the Accountant-General. Drawing officers are, however, responsible that
(i) the name of the circle of superintendence and (i) the major head and other
pamculars necessary for determining the accounts classification (vxde rules 1
and 2 of appendix 5 to Maharashtra Public Works Manual) are recomed oneach
blll . -

‘Note.--The cost of any spécinl establishment for acquisition of land; entertained under orders of v
Govemment by a civil officer acting as a public works disburser is chargeable as the cost of the
works concemed and not as general establishment charges, vide paragraph 17.1.3.

18.24 If, as permitted by rule 71 (b) of the Bombay Financial Rules,
. emoluments up to the date of transfer are not drawn before a Government servant
proceeds on transfer, emoluments for the whole month may be drawn: in the new
appointment, the allocation of the charge to the old and new appomtmems being
clearly spemﬁed on the bill.

Note 1.--In the case of non-gazetted Govermment servants, the last-pay certificate should give
" all the necessary information, so that the allocation may be correctly noted by the drawing officer
in the bill of the new office. In the case of gazetted Government servants, whose last-pay
certificates are prepared by treasury officers the responsibility for showing the correct aliocation
in bills rests-with the Government servants themselves.

Note 2.--Arrears of pay and allowances of such members of the staff as have been transferred and
_in respect of whom last-pay certificates have already been issued should in no case, be drawn by
the division from which they have been transferred.

18.3--ENCASHMENT OF BuLs

18.3.1 Non-gazetted Government servants' bills should be presented at the
nearest district treasury for payment. They should be accompanied by a
memorandum signed by the drawing officer and specifying separately the
amounts of (a) cash required for disbursement and remittances to be made in

_cash, (b) cash orders or bank drafts, as the case may be, required on each of the
sub-treasuries subordinate to the district treasury, for payments to be made to
establishments stationed near the sub-treasuries and (c) bank drafts on other
treasuries or agencies of the bank for amounis which may have to be disbursed
outside the district but within the jarisdiction of the drawing officer. * See also

~ note 1 below rule 665 of the Bombay Treasury Rules. AR




148

18.4--DISTRIBUTION OF PAY AND) ALLOWANCES
I. General

18.4.1 Specialattention s invited torule 278 of the Bombay Treasury Rules,

- prescribing the procedure for distribution of pay and allowances to
establishments,  Acknowledgments should, as far as possible, be taken on
office copies of bills, but where this may not be convenient or advisable as in the
case of scattered establishments consolidated receipts on acquittance roil in form
No Gen. 43 may be obtained separately for each set of payments made at one
place or at one time. '

Note.--Acquittance rolls and receipted office copies of bills are not required to be submitted to
the Accountant-General, but, as they are important records, they should be stamped “ paid” and
reserved carefully for such periods as may be prescribed by Govemment.

18.4.2 Cashdrawn on pay and travelling allowance bills of establishments
should not be mixed with regular cash balance of the department, if any, vide
paragraph 6.2.4. A cash book in form No. Gen. 200 should be maintained in
- accordance with the instructions contained inrule 98 (2) of the Bombay Treasury
Rules. Anabstract of undisbursed amounts showing full particulars regarding
the dates of encashment of bills, names of persons to whom the amounts are
payable and the total amount remaining unpaid up to the time of closing the cash
book should be given at the foot of the cash book at the end of the month to ensure
their refund within 3 months either in cash or by short drawal from the next bill,
vide paragraph 116 of the Maharashtra Public Works Manual..

18.4.3  Abillregisterin form No. Try.411 should be maintained by all heads
of offices who are authroised to draw moneys from the treasury on bills signed
by them. The register should be reviewed monthly by a gazetted officer, and
the result of review recorded thereon. '

II. Miscellaneous recoveries from establishment

1844 Ordinarily, recoveries onaccountof security deposits of employees
should be made in cash when their pay is disbursed and should be credited in the
cash book of the disbursingiofficer. When the amounts recovered have to be
paid into post office savingsbank as security deposits, they should be forthwith
remiited to the post office.

Note 1.--The Government in consultation with the Accountant-General may however, prescribe
that security deposits shall be deducted from pay-bills.

Note 2.--The rule in this paragraph applies mutatis mutandis to all recoveries from employees
which are creditable, under the rules, to some head m the compiled accounts of the division.
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18.5--SPECIAL ARRANGEMENT TO PREVENT DELAYS IN PAYMENT

18.5.1 To pré.vent abnormai delays in payments to establishments, in
exceptional cases, one or more of the following devices may be adopt

(i) The pay and allowances of subordinates employed in out of the way
places may be remitted to them by postal money order at Government
cost.

(i) The drawing officers may make disbursements out of the revenue
collections or other cash in their hands, if so permitted, vzde rule 8
(2) (d) of the Bombay Treasury Rules.

(ili) The drawing officers may be permitted, under .the orders of
Government, to present the bills of their establishments direct at the
nearest sub-treasury, but noofficer should be allowed to draw on more
than one treasury or sub-treasury. :

Note.--The detailed procedure to be obéerved in this case will be setited by Government in
congultaion with the Aseountant-General, :

18.5.2 Ifthe encashment of a bill for an advance on transferis likely to delay
a transfer, which is urgently necessary in the public interest, the advance may
be made from the permanent advance (if any), works imprest or other available
- cash in the hands of the disbursing officer concerned pending recoupment when
the bill is subsequently encashed. In the accounts of such cash, the amount
advanced should not be charged off as a final transaction, but recorded as a
temporary advance, so that the amount may continue to form part of the cash
balance for which the disbursing officer is responsible. -

18.6--COMMUNICATION OF SANCTIONS TO THE ACCOUNTANT-GENERAL

18.6.1 The pay and allowances of gazetted Government servants only are
subjected to a system of personal audit. Orders affecting the personal emolu-
ments, postings, leave, etc., of gazetted Government servants only should,
therefore, be communicated to the Accountant-General by the sanctioning
authorities. Changes in the personnel of subordinate establishments and in
their emoluments should be indicated in pay-bills and absentee statements by
the authorities preparing these documents, who are responsible that orders of

competent authority are obtained in each case as required by the rules.
the 1.--If an order affecting a gazetted Government servants is notified in the gazette, separate

intimation to the Accountant-General by letter is not necessary except in cases of urgency.
A—88-11-A :
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Note 2.--Orders of a special nature authorising the grant, to a non-gazetted Government servant,
or ordering the discontinuance, of any increase in the emoluments admissible to him against the
sanctioned pay of the appointment which he holds should, however, be communicated'to the
Accountant-Genera! by letter or, if preferred, in monthly statements which should reach the
Accountant-General by the Sth of each month.

18.6.2 All orders revising sanctioned scales or sanctioning the creation or
abolition or permanent or temporary appointments should, atonce, be commu-
nicated by letter to the Accountant-General.

18.6.3 In the case of all transfers of divisional, sub-divisional or other
executive charges, a report of transfer of charge should be prepared in the
manner prescribed in paragraph 66 of the Maharashtra Public Works Manual and
sent to the Accountant-General through the Superintending
Engineer. Whenever the transfer of charge is prolonged so that two Govemn-
ment servants may be entitled to draw pay and allowances simultaneously for the
same appointment, the Superintending Engineer should intimate to the Account-
ant-General if the time taken is reasonable and the relicving officer may be
considered ason duty fortheperiod.  If, however, the Superintending Engineer
considers the time taken in making over and receiving charge tobe excessive, the
relieving officer must be treated as if he were on leave or on joining time, etc.,
as the case may be, for as much of the time as may be regarded as excessive.




CHAPTER 19 : CONTINGENT CHARGES
19.1--MODE OF OBTAINING CASH

19.1.1 Cash required to disburse contingent charges is obtained from
treasuries by cheques in the same way as cash required for works payments, and
the charges are incorporated in the monthly account of the division.

19.2--GENERAL RULE

19.2.1 The rulesin Chapter V under Part V of the Bombay Treasury Rules,
apply generally to this department to the extent that they may not be inconsistent,
either with the authorised method of obtaining cash for contingent charges (vide
paragraph 19.1.1) or with any of the special rules in this Code.

19.22 The expression “contingent charges” as used in public works
accounts does not include charges which, under the rules in appendix 1, are
classified under some other head of cxpenditure, i.e., works, repairs and tools
and plant. See also paragraph 19.2.4.

19.2.3  If the contingent charges of a division excluding special contingen-
cies, during a month, exceed Rs. 1,000, the bill for the month should be
submitted to the Superintending Engineer for sanction, which will be signified
by that officer by countersingning the bill.

'19.2.4 Contingent charges and grants-in-aid may be included in the same
bill but the abstract of the bill should show the total charges for each class
separately.

19.3--SpeciAL RULE

19.3.1 The accounts procedure for contingent charges will be as follows :--
(a) Payments made should be brought to account, in the first instance, in
the cash books or imprest cash account, like works payments.
(b) At the end of the month all contingent charges (including stock and
adjustment transactions) should be consolidated in a bill in Form 78
(P. W. 456) for submission to the Accountant-General with the
monthly account. Particulars of the charges need not be entered in
this bill, except in the case of miscellaneous items which do not fall
under one of the classified sub-heads for specific charges.

A—88-11-B
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(c) A register of contingent expenditure in Form 79 (P. W. 622) shall be
kept in each office and the initials of the head of the office, or of a
gazetted officer to whom this duty has been delegated by him, shall
be entered against the date of payment of each item. -

01932 - Payments should be made out of the regular cash or imprest balances
‘of the division and not out of undisbursed balances of cash drawn from treasuries
for payment of establishment charges.

Note.--Payments 1o treasury officers for value of service stamps obtained by indent should
invariably be made by chequz, the indents being prepared in Form 80 (P. W. 521) The treasury
officer will retain the indent and grant a receipt in a form written up by the clerk of the treasury and
signed by himself whatever the amount may be. See also rules 120 and 310 of the Bombay
Treasury-Rules,




CHAPTER 19 : CONTINGENT CHARGES
19.1--MODE OF OBTAINING CASH

19.1.1 Cash required to disburse contingent charges is obtained from
treasuries by cheques in the same way as cash required for works payments, and
the charges are incorporated in the monthly account of the division.

19.2--GENERAL RULE

19.2.1 The rulesin Chapter V under Part V of the Bombay Treasury Rules,
apply generally to this department to the extent that they may not be inconsistent,
either with the authorised method of obtaining cash for contingent charges (vide
paragraph 19.1.1) or with any of the special rules in this Code.

19.2.2 The expression “contingent charges” as used in public works
accounts does not include charges which, under the rules in appendix 1, are
classified under some other head of expenditure, i.e., works, repairs and tools
and plant. See also paragraph 19.2.4.

19.2.3 If the contingent charges of a division excluding special contingen-
cies, during a month, exceed Rs. 1,000, the bill for the month should be
submitted to the Superintending Engineer for sanction, which will be signified

by that officer by countersingning the bill.

19.24 Contingent charges and grants-in-aid may be included in the same
bill but the abstract of the bill should show the total charges for each class

separately.
19.3--SpECIAL RULE

19.3.1 The accounts procedure for contingent charges will be as follows :--
(a) Payments made should be brought to account, in the first instance, in
the cash books or imprest cash account, like works payments.
(b) At the end of the month all contingent charges (including stock and
adjustment transactions) should be consolidated in a bill in Form 78
(P. W. 456) for submission to the Accountant-General with the
monthly account. Particulars of the charges need not be entered in
this bill, except in the case of miscellaneous items which do not fall
under one of the classified sub-heads for specific charges.

A—88-11-B
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II. Pay and allowances

20.3.3 The rules in Chapter 18 for divisional offices apply mutatis
mutandis 1o special offices. The following rules are peculiar to them.

20.3.4 Thenumberof separate establishmentbills prescribed in paragraph
18.2.2 may, however, be reduced in consultation with the Accountant-General,
who will specify the sections into which the bills should be divided.

20.3.5 Recoveries from the establishment of special offices are not subject
to the rules in paragraph 18.4.4. They should, as far as possible, be made by
deduction from their bills. When, however, the amounts recovered have to be
paid into a court of law, or into the post office savings bank as security deposits,
recoveries should be made in cash at the time of disbursement of pay and the
amounts recovered, should be forthwith remitted,

II. Contingencies

20.3.6 The general rules relating to contingencies are given in Chapter V
under Part V of the Bombay Treasury Rules.

20.3.7 Charges for new supplies of, and repairs to articles of the classes
which, in the case of executive offices, are classified under the head “Tools and
Plant”, viz, scientific instruments and drawing materials, camp equipage, motor
cars, elc., are treated as contingent charges, in the case of special offices.

20.3.8 The accounts procedure prescribed in Chapter 9 for tools and plant
of divisional offices need not be observed in special offices in respect of the
articles referred to in paragraph 20.3.7, though these will otherwise be treated
as tools and plant for the purposes of the Public Works Manual. ~ Suitable
registers showing the receipt, disposal and balances of the articles should,
however, be maintained.

Note.--If any articles of this class are transferred to a divisional office, the fact of the transfer
should forthwith be reported to the Accountant-General, even though no adjustment of cost is
required to be made under the rules.
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CHAPTER 20 : DIRECTION AND OTHER SPECIAL OFFICES
20.1--INTRODUCTORY

20.1.1 The rules, in this chapter, apply only to the offices of Chief and
Superintending Engineers, and other special officers not being divisional
c*ficers or their subordinate officers. These offices are described as special
offices in this chapter.

20.12 The head of a special office is not concemed with the actual
execution of works, with the disbursement of money, or with the provision or
custody of any materials, otherwise than possibly as an officer of control. If,
however, he isrequired atany time to assume an executive charge, the monetary
and stores transactions of such charge should be kept distinct from the transac-
tions of his special office, and accounted for under the rules applicable to
divisional officers.

20.2--Recriers

20.2.1 Heads of special offices do not ordinarily realise any departmental
receipts.  Any petty amounts received occasionally should be remitted atonce
into the treasury in accordance with the procedure prescribed in rules 112t0 116
of the Bombay Treasury Rules. See also rule 104 of these rules.

Note.--For recoveries from the staff,  see parsgraph 20.3.5.
20.3--PAYMENTS

L. Introductory

20.3.1 Thus, ihe inonctary transactions of heads of special offices are
practically confined to payments of office expenses and pay and allowances of
themselves and the members of their offices. These may be divided into two
distinct groups :--

(1) Pay and allowances.
(ii) Conti~vent charges.

20.3.2 Cashrequired to meet these payments is obtained by bills drawn on
treasuries under the rules in the following paragraphs.
Note.--Itis also permissible to obtain cash for contingent charges from divisional officers instead

of from treasury officers. Where this method is preferred, the detailed procedure will be
prescribed by the Accountant-General.
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21.1.6 Within three days of the date on which the accounts of a month are
closed, the returns enumerated below should be forwarded to the divisional
office with a covering list in Form 81 (P. W. 573) :--

(2) A works abstract accompanied where necessary, by Form 54, or 72,
and by Form 14 (P. W. 532), in the cases referred to in paragraph 7.1.7
for each work in progress [vide paragraph2.1.1 (63)] in connection
with which there was any transaction during the month with a
detailed list in Form 82 (P, W.574).

(b) Transfer entry orders, form 14 (P. W. 532), relating to the accounts
of the month, excluding those proposed from time to time, vide
paragraph 7.1.4.

21.1.7 Other accounts returns, which sub-divisional officers should submit
to the divisional office, are the following :-- :
(a) Monthly-- -
(i) Statement of receipts, issues and balances of road metal, Form 39
(P. W. 533), vide paragraph 9.4.1,
(ii) Such statements or reports ( vide paragraph 8.5.6) in connection
with recoverics of rents of buildings and lands, as the divisional
officer may require the sub-divisional officer to prepare.

(b) Occasional--
(i) Reports of verification of stores (including materials-at-site of
works) immediately after each verification.
(ii) Tools and plant register on such dates as may be prescribed by the
divisional officer. :




CHAPTER 21: ACCOUNTS RETURNS OF SUB-DIVISIONAL
OFFICERS

21.1.1 Subject to such special arrangements as may be authorised by
Government, after consultation with the Accountant-General, to apply to cases
where a sub-divisional officer is not authorised to make disbursements, the
accounts of sub-divisional officers should be kept in accordance with the
following rules.

21.1.2 A sub-divisional officer maintains the initial account records of cash
and stores as described in Chapters 6 and 9 as well as a works abstract, with
certain accompaniments, for each work in progress.  All these records are, as
arule written up as the transactions take place. Sub-divisional officer, is not,
however, required to consolidate the transactions into a compiled account, this
work being done in the divisional office for the entire division.

21.1.3 The initial accounts of cash and stores for a month should be closed
on the 20th of the month. The subsequent transactions of the calendar month
should be treated as those pertaining to the accounts of the following month.  In
the month of March, however, the initial accounts of the sub-division should be
kept open until the 31st.

Note.--The object of this rule is that the accounts retums of sub-divisions - should reach the

divisional office in sufficient time for the compilation of the monthly account of the division and
its submission to the Acoountant-Gereral by the prescribed date.

21.14 Immediately after the cash book of a month has been closed under
paragraph 21.1.3, the cash balance report, Form 11 (P. W.484) prepared under
paragraph 6.6.6, should be transmitted to the divisional office.

21.1.5 Copies of the cash book (supported by vouchers) should be sent to
the divisional office twice amonth or oftener as may be directed by the divisional
officer. The copy for the last period of each month should accompany the cash
balance report.

Note 1.-- As the accounts of the division in nsiecl of the cash transactions of sub-divisions
are based on the copies of sub-divisional cash books prepared under this rule, sub-divisional

officers should satisfy themselves, before signing them that they are true copies and correct in
* all respects.  As a further precaution, the total of the “cash” columns on both sides should be
expressed in words in their own hand.

Note 2.--In order to eliminate the work of preparing copies, the sub-divisions at the headquarters
of a divisional office are permitted to maintain two alternative cash books--one being submitted in
original to the divisional office at the end of the month and the other being used in the month

following.
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(iv) all vouchers and accounts are arithmetically correct,
(v) they are, in all respects properly prepared in accordance with the rules
applicable to each case, and
(vi) all charges are correctly classified, those which are debitable to the
personal account of a contractor, employee or other individual or
are recoverable from him under any rule or order, -being recorded as
such in the prescribed account.
It should be seen in particular that, onthe basis of rates sanctioned by competent
authorities, and of facts (as to quantities of work done, supplies made etc., or
services rendered) certified by authorised officers, the claims admitted for

payment are valid and in order.

Note.--Itis not necessary that the divisional accountant should check personally the arithmetical
accuracy of all vouchers and accounts, but he is responsible that a cent per cent check is exercised
efficiently under his supervision,

22.2.2 Thedivisional accountant shouldexercise a similar check from day-
to-day in regard to (i) the transactions recorded direct in the cash and stock
accounts of the divisional office, and (ii) bills and vouchers of sub-divisions
which are submitted to the divisional officer for approval before payment is
made by the sub-divisional officer. In respect of charges, this examination
should be conducted before the payment is made.

The divisional accountant should affix his dated initials after the last entry in
the divisional cash book/stock accounts, in token of check.

22.2.3 Every paymentshould besorecorded, and a receipt for the same so
obtained that a second claim against Government on the same account is
impossible, and if it represents a refund of a sum previously received by
Government, it should also be seen that the amount paid is correctly refundable
to the payee. '

2224 The divisional accountant is responsible that every order or sanction
affecting expenditure to be accounted for in the monthly account, is noted at
once in a suitable register (or other account), preferably one wherein the
expenditure incurred against it can be watched readily. General sanctions to
estimates and appropriations for works should be noted in the registers of works,
sanctions to fixed charges of a recurring character e. g. those relating to the’
entertainment of work-charged establishment should be entered in the register of
sections to fixed charges, Form 83 (P. W. 510). For sanctions to special
payments chargeable to the accounts of works, and other miscellaneous
sanctions, register of miscellaneous sanctions, Form 84 (P. W. 511) will be
found suitable.

Note 1,--Forms 83 (P. W. 510) and 84 (P. W. 511) may also be used in respect of sanctions 10
contingent expenditure when this is not brought to account in the monthly account, but separate
pages of these registers should be set aside for this purpose.

Note 2.--Sanctions 10 estimates for works should be entered in the registers of works, and a
collective register of all sanctioned estimates be maintained in Form 85 (P. W. 579).
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CHAPTER 22 : ACCOUNTS OF DIVISIONAL OFFICERS
22.1--INTRODUCTORY

22.1.1 Thecashand stock accounts of the divisional office for amonth are
closed on the last working day of the calendar month.

22.1.2 The transfer entry book for a month should be closed, as soon as
possible, after the expiry of the month, but before this is done, all necessary
transfers, e. g., those relating to the lavy of the prescribed percentages for
establishment, tools and plant, supervision charges, etc., should be made.

Note.--The transfer entry relating to the levy of percentages for establishmest, tools and
plant, and accounts and audit charges, is effected on a single order of the divisional officer
recorded in the spectal form prescribed for the purpose, vide paragraph 22.4.3.

22.1.3 Thecash and stock accounts of the entire division as also all
transfer transactions, should be scrutinised by the divisional accountant before
they are incorporated in the connected registers and schedulcs and the monthly
account,

Note 1.--The divisional accountant's responsibility extends alsotothe examination of all claims
included in bills presented direct a1 treasuries by the divisional officer, and on behalf of the
latter he should also examine the accounts of the disposal of money obtained on those bills.

Note 2.--In all maters connected with the personal claims of Government servants the
divisional accountant is expected to give expert advice and help. He should see in panicular
that service books and leave accounts of subordinates are maintained in accordance with rules
and that the admissibility of leave applied for by subordinates is varified before their leave
applications are disposed of by the divisional officer or forwarded to higherauthority. In all cases
of doubt, however, he should advise the divisional officer to consult the Accountant-General.

22.2--SCRUTINY OF ACCOUNTS

22.2.1 Thedivisional accountant should examine the accounts returns of
sub-divisional officers on receipt to see that--

(i) they have been received in a complete state,

(i) all sums receivable are duly realised, and on realisation credned to the
proper head of account as well as to the personal account, if any, of
the contractor, employee or other individual,

(iii) the charges are covered by sanctions and- appropriatious and are
supported by complete vouchers selting forth the claims and the
acknowledgments of the payees legally entitled to receive the sums
paid,
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estimates for the works make allowance for such recoveries. or not. The
amounts of such receipts are, however, not available for expenditure in excess
of that authorised in the estimate for the work and the divisional accountant
should see that, without the orders of competent authority, the gross expenditure
authorised is not exceeded, or surplus receipts realised are not utilised towards
additional expenditure, -

He should at the same time, watch the receipts, with a view to bring to the -
divisional officer's notice and obtain his orders on all marked deviations
from the provision for such credits in the estimates of works.

Note 1.--In the case of works, the accounts of which are kept by sub-heads, all such receipts
should be credited to a special sub-head in these accounts, vide paragraph 10.5.11. In the case
of other works, the progress of the realisation of receipts should be watched through the register
of miscellaneous recoveries (vide paragraph 22.2.8), which'should be posted from sanctioned
estimates in respect of credits anticipated therein, and from the accounts in respecl of receipts
realised from time to Lime.

Note 2.--The divisional accountant should see also that savings due to abandonment of parts of

a work, as evidenced by the quantities of the work executed or otherwise, are not utilised towards
uruulhonsr.d expenditure.

22.2.10 After check, every voucher should be enfaced with the word
“Checked” over the dated iniuals of the divisional accountant, as well as of any
clerk who may have applied a preliminary check. Vouchers not submitted to
audit (vide paragraph22.4.17) should be “canczlled” by means of 2 perforating
or endorsing stamp and kept carefully, to be made available for test audit
whenever demanded by the Accountant-General.

Note 1.--Vouchers relating to contingencies, which do not amount to inore than nipees two

hundered and fifty each, should be dealt with in the manner indicated in the certificate of the
disbursing officer printed on Form 78 (P. W. 456).

Note 2.--Stamps affixed to vouchers should be so canca]lcd that they cannot be used again, and .
if with this object they are punched through, care should be taken that the acknowledgments of the
payees are not destroyed thereby.

Note 3.--Vouchers relating to new supphes of tools and plam should be completed by mmng on
them the name of the month in the accounts of which the articles acqmrad were brought on to Form
33, statement of tools and plant receipts.

22.2.11 The result of the examination of accounts and vouchers received
‘ from sub-divisional officers should be intimated to them in all cases in which it
isnecessary toobtain further information, accounts, vouchers, certificates, etc.,
or to direct them to correct the relevent records of their offices or avoid the
recurrence of any irregularity. The procedure (0 be observed may be pre-
scribed by the divisional officer.  The records connected with the results of the
examination should be retained so as to be available for the Accountam-
General's inspection.
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22.3--SETTLEMENT OF ACCOUNTS WITH TREASURIES

22.3.1 As soon after the expiry of the month as possible, a monthly
settlement should be effected with all treasuries in respect of the transactions of
the entire division with them.

223.2 For payments into treasuries, consolidated receipts should be
prepared in Form 87 (P. W. 535) for the whole of the remittances made to each
treasury, and sent to the treasury officers for signature.

22.3.3 Forcheques drawn, the pass-books, duly completed for the month,
should be obtained from the treasury officers with the certificates of issues from
treasuries (which are prepared in the form reproduced below), and their
agreement with the cash books of the division should be effected in part I of the
schedule of monthly settlement with treasuries, Form 88 (P, W.507) which also
gives details of the differences.

“I hereby certify that the total issues made from lhlS treasury on cheques
drawn against the account of Shri

Ofﬁcerin-chafge, sl Division, during
, amounted to Rs. ( ).

Treasury Officer. ”

A certificate of agreement should be recorded in the pass'-bodk over the
signature of the divisional officer without recording any details of the uncashed
 cheques or other differences. '

Mate | -The paii-lgok or hai of disgued sashed is wrilien up in Fam R*HF W. il 3} by prinzipal

subdrdinale olher than the cashier. It should remain in the divisional office as an accounts record

- of the office and should be sent to the treasury periodically on fixed dates (at weekly intervals in
the case of the treasury at the divisional headquarters) for being written up. - The identity and the
amounts of the cheques entered as cashed should be examined at the earliest opponwnity, the pass-
book being initialled (and dared) by the divisional accountant in token of the check. -

Note 2.--Form 88 (P. W. 507) is required for submission to audit in original, vide paragraph
22.4.15. 'The office copy of the details recorded in it should be maintained in the cash book of the
divisional office. The entries being made over the signature of the divisional officer j just afierthe
closing entries of the monith referred to in paragraph 6.6.3.

. Nete 3:--If the divisional officer is placed in account with any treasuries which are inaccount with
an Accountant-General other than his own or with a military treasure chest, a separate schedule of
monthly setilement with treasuries, Form 88 (P. W. 507), should be prepated in respect of the
treasuries of each circle of account.
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2234 As sub-divisional cash books are closed on 20th of the month vide
paragraph 21.1.3 and the accounts of sub-treasuries are not closed on that date,
transactions recorded in the cash books of the department for a month may some
time be responded to by the treasury in an earlier or a subsequent month.  This
distrubing factor should be borne in mind.  Differences which are neither due
to this cause, nor represent amounts of uncashed cheques, should be settled
expeditiously in consultation with the treasury officer concerned.

22.4--COMPILATION OF ACCOUNTS
I. Monthly accounts
(a) Introductory

224.1 Before the actual complication of the various schedules and
schedule dockets, etc., is undertaken, the abstract book, form 90 (P. W.378),
may be written up from the original cash books summaries of stock receipts and
issues and the transfer eniry books it accordance with the instructions printed
on the standard form. The book will consolidate all the transactions of the
division and will thereby facilitate the location of errors and omissions made
in the compilation of the monthly account f:cm the schedules and also serve
as an independent check over the accounts so compiled.

(b) Schedule docket

22.42 As cash vouchers and transfer entry orders relating to (i) charges
on works other than percentages charged for establishment, tools anc plant, etc.,
and (ii) other items of expenditure or disbursement for which a contingent bill
is not required, come to hand and are scrutinised, they should be posted into
schedule dockets in form 91 (P. W. 375), a separate form being used for--

(a) each work to be accounted for in a schedule of works expeaditure,
' form 97 or in the schedules of deposit works and takavi works,
form 76 (P. W. 514) and form 77. '
(b) each manufacture other item of expenditure debitable to stock and
to be accounted for in the schedule of debits to stock, form 98
~(P. W.391), vide paragraph 22.4.8.

(c) each separate class of charges (including refunds of revenue) for
which a schedule in any other form has to be prepared under the rules

in this chapter. :
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Cash receipts, which have to be taken in reduction of expenditure (vide
paragraph 8.1.3), should be posted as refunds, with brief particulars of the
transactions. At the end of the month, the schedule dockets shouid be
completed in respect of the stock transactions by posting therein all the stock
debits and credits of the month as recorded in the summary of stock receipts and
summary of stock issues forms 29 and 30, respectively, omitting those brought
to account through the cash book and the transfer entry book, vide note below
paragraph 9.2.30. The total of the month's stock transactions relating to each
schedule docket should be entered therein as a single figure, plus or minus
according as it is a debit or a credit and if there are both debits and credits to be
entered, the net result only should be posted. Thus in the case of schedule
dockets for works, this figure represents the total issue of materials from stock
to the work and the materials transferred from work to steck will appear as
refunds under the heading “Transfer entries”. The schedule dockets should
then be totalled and reconciled with the works abstracts in the case of works, and
with the schedules concerned in the case of dockets of class (c) above. All the
vouchers (including acknowledgments for stock supplied to
coniruciors),  Transfer aiiry ordars, sirvey reporns, and sale accounis which
are required to be submitted to the Accountant-General (vide paragraph22.4.17)
should then be attached to the respective schedule dockets which should be

numbered in a separate series for each month.

Note 1.--The Accountant General may, however, at his discretion permit divisional officers to
post the schedule dockets at the end of the month from the works abstracts as soon as the latter are
completed and checked. It is not necessary to prepare and submit a schedule docket for a work
when the outlay on that work consists entirely of payments of muster rolls or other vouchers not
required to be submitted to the Accountant-General. In that case, the divisional accountant must
record a centificate in the last column of the schedule of works expenditure against the relevant item
that the vouchérs in support of the item are such as are not required to be submitted to the
Accountant-General under the rules.

Note 2.--The audit of schedule dockets is conducted in the Accountant-General's office on the
assumption that, petty vouchers and initial stock accounts in support of the certified amounts of
unvouchred and stock charges have been duly checked by the divisional accountant in detail and
are available fortestaudit. The divisional accountant is, therefore, personally responsible for the
accuracy of these amounts as stated in schedule dockets.

Note 3.--Some of the schedules referred to in clause (c) above include charges for works
supported by a schedule of works expenditure. Such charges and other transactions relating to the
works expenditure should be posted in the schedule dockets for the works concemed.

22.4.3 For percentage recoveries made on account of establishment, tools
and plant, and accounts and audit charges (vide appendix 5 to the Maharashtra

Public Works Manual, a singl¢ schedule docket should be prepared in form 92
(P. W. 513) embracing all Government as well as non-Government works on

which these percentages may be leviable under the rules.
Note.--This form serves as the transfer entry order relating to these recoveries (vide paragraph
22.1.2) and should, therefore be signed by the divisional officer.
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(c) Register and schedules

2244 (a) All cash and transfer entry transactions of the month

(a) Expenditure on work.

{b) Expenditure on stock.

{c) Transaction referred to in para-
graph 22.4.13.

(i) Register of revenue realised

(if) Regster of refunds of revenue

(iii) Register of receipts and recoveri~s
on capital account.

(iv) Register of rents of buldings and
lands.

(v) Schedule of debits to “ Adjusting |

account between Central and State
Governments”, and

(vi) Schedule of credits to “Adjusting
account between Central and Statc
Governments”,

(vii) Schedule of debits to “Adjusting
account with Railways”, and '

(viit) Schedule of credits to “Adjusting
account with Railways”., -

(ix) Schedule of debits to “Adjusting
account with Post and Telegraphs”, and

(x) Schedule of credits to “Adjusting
account with Posts and Telegraphs”,

(xi) Schedule of debits to “Adjusting
account with Defence”, and

(xii) Schedule of credits to “Adjustmg
account with Defence”.

other than those noted in the margin
should be posted into one of the sched-
dule or registers named below, to which
the transaction relates :-- '

All in form 19 (P. W. 501
or 502) vide paragraphs
8.5.1 to 8.5.3, aseparate
register being maintained
for each major head and
in the case of works for
which separate capital
accounts are kept one for
each separate system or
project.

In form 20 (P. W. 500) vide -

paagraph 8.5.5 a separate

register being maintained
for each major head, etc.,
as in respect of Nos. (i)
to (iii).

All in form 93.
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(xiii) Schedule of debits to remittances,
and Both in form 94 (P. W. 385).

(xiv) Schedule of credits to remittances. .

(xv) Schedule of debits to miscellaneous ;
heads of accounts, and Both in form 95 (P. W. 386).

(xvi) Schedule of credits to miscelianeous|
heads of accounts.

(xvii) Schedule of transactions adjusted In form 96 vide paragraph
under the head “Cash settlement 22.4.10.
suspense account”.

(xviii) Suspense register in respect of Inform70 (P. W.537) vide.
transactions falling under the heads paragraph 123.6 and
“Purchases” and “Miscellaneous P. W 1244.7.

Advances”.
(xix) Deposit register .. In form 70 (P. W. 537) vide
paragraph 15.5.1.
- (xx) Schedule of deposit works .. In form 76 (P. W. 514) vide
paragraph 16.2.2
(xxi) Schedule of takavi works .. In form 77 vide paragraph
16.3.2.

(b) Of these registers and schedules Nos. (i) to (iv) and (xvii) to (xxi) have .
already been described in the paragraph quoted against each.
- Note 1.--Rent and other revenue receipts pertaining to (a) Military Engineer Service, (b) Indian

Air Force, (c) Posts and Telegraphs Depariment work, and (d) Archaeological works of the Central
Government referred to in paragraph 22.4.6 should be posted in separate in form 20 (P. W. 504),
and 19 (P. W. 502), for each as required. _

Note 2.--A separate schedule should be prepared for each class of receipt for which a separate
register is maintained.

Note 3.--When, under a major head of revenue, there are more than one system of works for
which separate capital accounts are kept, a summary of the receipts of all systems working up to
the totals of the major head, should also be prepared.

\
(¢) Schedules (v) to (xii) are intended to bring together all transactions
which originate in the division and have to be adjusted by the Accountant-
General through the major heads “Adjusting account between Central and State

Governments”, “Adjusting account with Railways”, “Adjusting account with
Posts and Telegraphs™ and “Adjusting account with Defence”, The transac-
tions relating to “Adjusting account with Railways” should be grouped by each
Railway. Similarly, the transactions relating to “Adjusting account with Posts

A—88-12-A
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| : b
and Telegraphs” and “Adjusting account with Defence” should be detailed by
each Posts and Telegraphs and Defence accounts officer, respectively.

Note.--Items of groups of items for which details are given in separate schedules e. g., schedule
of revenue, form 19 (P. W. 502) and works expenditure, form 97 should be shown as  single item.

(d) Schedule Nos. (xiii) and (xiv) are those in which all remittance account
transactions, other than those mentioned in (c) above, are collected.

(e) Subject to such instructions as may be issued in this behalf by the
Accountant-Gerieral, schedules, Nos. (xv) and (xvi) are-intended to collect all
disbursements and receipts which do not pertain to any of the other schedules
mentioned in this paragraph or toany of the works or stock expenditure schedules
referred to in paragraphs 22.4.6 to 22.4.8. These transactions are adjusted
finally in the books of the Accountant-General, and ordinarily affect one of the
non-public works major heads of revenue or expenditure (e. g., VII--Jails;
XLVIII--Contributions and Recoveries towards Pensions and other Retirement
Benefits ; 71--Miscellaneous) or debt and deposit heads of account (e. g., S--
Unfunded Debt--5State Provident Funds--Workmen's Contributory Provident
Fund ; T--Deposits and Advances--Subventions from Central Road Fund).

22.4.5 Atthe end of the month, the stock transactions of the month as .
recorded in the summary of stock receipts and summary of stock issues, forms
29 and 30 excluding transactions brought to account (vide note below
paragraph 9.2.30) through the cash book anid the transfer entry book, should be
incorporated in the schedules referred to in paragraph 22.4.4, and the schedules
should be completed in all other respects e. g., (i) in the debit schedules, forms
93, 94 (P. W. 385), 95 (P. W. 386) and 96 and in the deposit register, should be
posted, from the detailed schedules concerned (vide paragraph 22.4.6 and
22.4.7), the total amount of works expenditure debitable toeach head of account,
Government department, divisionor office (See also paragraph 15.5.1) and
(ii) the total amount of the cheques drawn Guring the month siould be entered
in the credit schedule form 94 (P. W. 385), as a single entry for treasuries of each
circle of account, under the sub-heads “II-Public Works Cheques” of the head
“Public Works Remittances” or the exchange account head concerned, as the
case may be (See also note 3 below paragraph 22.3.3).

Note 1.—-Expenditure on scarcity relief works should be entered in the debit schedule. Form 95
(P, W. 386).

Note 2.-In the schedule of debits to remitiances, the expenditure on the works referred to in
clauses (a) (ii) to (v) of paragraph 22.4.6 should be shown, separately from that on other works.

A—88-12-B
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(d) Schedule of works e;tpendirure

2246 (a) After a reconciliation has been effected vetween the totals of
works abstracts and relevant schedule dockets, a schedule of works expenditure
should be prepared in form 97 separately for expenditure relating to each of the
following classes :--

. (i) Each major head or a division thereof shown separately in column 1
of the classification table of appendlx (1) under which the cxpendxmre
is recorded.

Note.--This form is not used for manufacture transactions vide paragraph 22.4.8.

(i) Military Engineer Service )
(iii) Indian Air Force .

(iv) Posts and Telegraphs Deparm‘lcnt
works and Entrusted to this division asa

(v) Archaeological works connected with standing arrangement,
the conservation of ancient monuments
which are debitable to the Archacolo-
gical Department.

(vi) All other Government works including occasionai works of clasm
(if) to (v).

(vii) All non-Government works, other than deposit works and tahm
works for which separate schedules are prepared in form 76 (P. W. 514)
and 77, respectively, vide paregraph 16.2.2 and 16.3.2.

(b) Except, as provided in sub- para (c), below, only those works on which
expcndlmre has been incurred during the month should be included in the -
- schedule the entries being detailed in the order of the prescribed heads of the
accounts classification in the case of works of classes (i) to (v), and grouped
separately for each Government department, division, local body or other party
concemed, in the case of works of classes (vi) and (vii). ' All works forming part
of a single project or system should, in all cases, be grouped together.

(c) The schedules pertaining to the accounts for September and March
(Suppliementary) should include all works, including those relating to which
no transactions have appeared in the accounts of these months and a copy of it
should be sent by the divisional officer to the Superintending Engineer to apprise
the latter of the excesses over the estimates, allotments, etc. The schedules
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pertaining to the accounts for June, September, December and March
(Supplementary) should include all works relating to National Highways and
the Central Road Fund to enable the Accountant-General to furnish quarterly
statements of expenditure on such works to the Government of India.

Note 1.--In the schedules for works of classes (i) to (v) money column 5 for “Total charges of the
month” should be totalled 50 as to bring out separately the totals for (1) each minorhead, (2) each
primary unit of appropriation (if any) subordinate to a minor head, and (3) each group of works
for which a separate lump sum appropriation has been placed at the disposal of the divisional officer
or a controlling authority. The total progressive expenditure should be entered in column 6 and
against each total should be given (a) in column 7, the tctai charges of the year which will be arrived
atby adding the total of the month ‘o the total of the year as given in column 7 of the previous month's
schedule, and (b) in column 8, the amount of sllotment placed at the divisional officer’s
disposal. The excess of expendimre incurred during the year over the allotment should be shown
below the allotment.  Similarly the amount of technically sanctioned estimate and excess thereon
shouuid be entered in column 9.

Note 2.--In the scheduies penaining to works of classes (vi) and (vii), the entries relating tc each
work should be made separately for works expenditure und percentage charges (for establishment,
tools and plant, accounts and audit, etc.) one line being used for each of these two charges and a
third for the total charges on the work,

224.7 Similarly, the schedule of deposit works and the schedule of takavi
works should be completed in respect of expenditure transactions, which
should be taken from the relevant schedule dockets.

(e} Schedule of debis to stock

2248 All debits to stock should be collected in the schedule of debits to
stock, form 98 (P. W.391). The entries in this schedule should be arranged
in three group-~(i) Manufacture, (ii) Land, kilns, etc., and (iii) Other sub-
heads. Under (i), should be detailed all manufacture operations in progress
and under (ii), all works in progress in connection with the acquisition of land,
construction and repairs of kilns, etc. Under (iii), should be shown (a)
individually, all items of expenditire on the carriage, handling eic., of stock
materials when the cost of such processes is debitable to the sub-head of stock
under which the materials are classified (vide paragraph 9.2.28 and 10.10.1),
(b) individually, all items of acquisition of stock materials for which an estimate
is required under the rules, and {c) collectively, all other items of acquisition
of stock materials. In respect of cach manufacture operation, the outturn of
the month (vide paragraph 13.1.2) should also be shown in the schedule, the
operation and outturn heing entered in two separate fines.

Note.--If the divisional officer is specially euthorised by Govemment to sanction charges
onthe camiage, handling, eic., up to a specified money limit, it will devolve upon the divisional
accountant 10 conduct the scrutiny of individual items of expenditure ageinst the, divisional
officer's sanctons but all items of this class should be detailed in the schedule.
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2249 An account of the suspense head “Stock” should next be prepared
in forin 99 (P. W. 384). Part I of this form is the main account showing the
receipts, issues and balances, classified by sub-heads, separaie figures being
giveninrespect of the sub-heads “Manufacture”, “Landkilns,etc.” and all other
sub-heads {(vide paragraph 12.3.4) being lumpedup. PartIl, detailed account
of issues, is written up first, and part I is prepared from part Il and the schedule
of debits to stock, form 98 (P. W. 391).

(f) Schedule of transaction adjusted under the head
“Cash settlement suspense account”.

224.1C Allinter-divisional transactions, including those involving, the
divisions of other Government, should be collected in form 96, which should
be posted from part II of the divisionwise register referred to in paragraph I
(1) of Appendix 6.

(g) Classified abstract of expenditure

224.11 A coneolidated sccount of all expenditure (vide paragraph
3.1.10), debited against the grants of the division should be prepared in
form 100 (P. W.517 10 519), classified abstract of expenditure, The figures
relating to the several major heads or divisions thereof shown separately in
column 1 of the classification table of appendix 1 should be entered in separate
sections, arranged in the order indicated in the appendix. -

Note 1.--When works for any of the deparments named in the margin are under taken

as & standing arrangement, vide paragraph 22.4.6,
and funds for the purpose are allotted 1o the division,

Military Egineer Services. the expenditure fransactions connected therewith

Indian Air Force, should glso be abstracted in form 100 (P. W. 519),

Posts and Telegraaphs Depit. the classification of expenditure being that prescibed

Archaeological Deptt.. in respect of the works concerned, vide note 3 below
paragraph 3.1.8.

Noie 2.—-Refunds of revenue are excluded from this sbstract, as they are treaied as minuas
revenue, vide pamgraph 8.4.2 and appendix 1. Receipts and recoveries on Capital Account are
included in the abstract a minus expenditure, as they are taken in reduction of the charges under
the major head concemed, vide statement D of appendix L

(h) Monthly account

22.4.12 The monthly account should be prepared in form 101 (P. W. 383)
for presentation (with all supporting registers, vouchers, etc.) 10 the divisional




===
170

officer and submission to the Accountant-General. ~ This account is an abstract
of the entire receipts and disbursements of the month as worked out in the
abstract book, form 90 (P. W. 378) and as detailed in the various schedules and
registers, and shown also the opening and closing cash balances. On the back
of the form are printed : (i) a memorandum of miscellaneous cash receipts paid
into treasuries, and (ii) a certificate in respect of the closing cash balances of

_subordinate disbursing officers. The entries in the account are divided into
three groups :--

(1) Revenue entries, which are totals of receipts of Government under
the sevaral major heads, as taken from the registers of revenue realised,
form 19 (P. W. 501 or 502).

(2) Expenditure entries, which are the totals of expendmn'e of
Government for the several divisions of major heads and are posted from
the classified abstract of expenditure, form 100 (P. W. 517 to 519),and

(3) Other heads, entries in which representing both receipts and
disbursements are posied from the schedules of deposits, takavi works,
adjusting account between Central and Statc Govermnmentsfadjusting
account with Reilways/adjusting account with Posts and Telegraphs/
adjusting account with Defence, remittances, miscellgneous heads of
account and transactions adjusted under the head “Cash settlement suspense
account” form 73 (P. W. 340), 77 93, 94 (P. W.385), 95 (P. W.386)

and 96, respectively.

Note 1.-~The entries posted under the several heads in the monthly account should be chacked
with corresponding entries in the abstract book, form 90 (P. W. 378).

Note 2.--The totals of the columns for receipts and disbursements must agree and if there is any
difference due ‘10 cash being in transit between two disbursing officer, its amount sh
included in the closing balance and the certificate of cash balance should be amplified so 2s to state
the amount and the steps taken to adjust the difference.

22.4.13 Therearecertain transactions recorded in the initial cash and stock
_accounts, which involve no operation, on arevenue, expenditure orany other
prescribed heads of the accounts classification, as every such entry is counter-
balanced either atonce or after aninterval, by a similar entry of the reverse
character. Itisnot necessary toinclude such transacticns, for audit purposes
inany of the schedules and registers subsidiary to the monthly account, but
the divisional accountant shouid see that all transactions are cancelled by
each other in due course. These transactions fall under two classes :--

—-—#




171

(i) Cash from treasury.-- A cheque drawn to replenish the cash chest is
debited to this head in the cash book, and per conira the amount of
the cheque is entered atonce, as cash received, under the same
head, a cheque drawn in favour of self being cash (vide paragmph
6.1.1), even though not cashed at once.

(ii) Transfer within division.--Remittances of cash and stock by one
accounting officer of the division to another, are debited or credited
to this head when the remittance is actually made or received.

22.4.14 Save as provided in paragraph 22.4.13, all the transactions of the
division, asrecorded in the initial accounts of cash and stock and in the transfer
entry book, enter one or other of the prescribed schedules, the detaiis being
in some cases recorded in supporting scheduledockets. Transactions recorded
in the cash book and the transfer entry book are posted direct from these sources,
" noitems being omitted ; but, those recorded in the initial accounts of stock, form
26, 29 and 30, are deait with as under :--

(a) those brought to account through the cash book or the transfer entry
book (vide paragraph 9.2.30), e. g., stock purchased in cash, stock
sold for cash, and stock received from works, are left out, and -

{(b) the rest are posted direct from the summary of stock receipts and the
summary of stock issues, form 29 and 30.

To ensure the accurate compilation of accounts, it is essential that the
transactions referred to in (a) above are not brought to account twice, and the
divisional accountant should see that ‘all items of this class are correctly
separated off in the summary of stock receipts and the summary of stock issues,
forms 29 and 30, as prescribed in the note below paragraph 9.2.30.

(i) Submission of account to the Accountant-General

22.4.15 The monthly account is due to reach the Accountant-General's
office by such date between the 7th and 10th of the menth following that to
whichitrelates, as may be fixed by the Accountant-General in consultation with
the divisional officer. It should be supported by the following documents :--

1. Schedule of revenue realised/refunds of revenuefreceipts and
recoveries on capital account in form 102.
2. Classified abstracts of expenditure, form 100 (P. W. 517 to 519).

3. Schedules of works expenditure, form 97. See also paragraph
224.6 (c).
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4. Consolidated contingent bill (with necessary vouchers) form 78 I
(P. W. 456).
5. Schedule dockets, form 91 (P. W. 375) with necessary vouchers,
transfer entry orders, survey reports and sale accounts attached to .
each. See also note 1 below paragraph 22.4.2.
Schedule docket of percentage recoveries, form 92 (P. W. 513).
7. Stock account, form 99 (P.W.384) with sale accounts, form 28
(P. W. 551) in support of cash credits to stock.
Schedule of debits to stock, form 98 (P. W. 319).
Abstract account of credits, debits-and
balances of the purchase account, form
103, supported by a list of credits to the.| Extracted from the
suspense head ‘Purchases’ during the | relevant sections of
month, showing references to the trans- [  the suspense register,
fer entry orders aggregating to the| form 70 (P. W. 537).
figure shown in the classified abstract of
expenditure, form 100 (P. W. 517 to
519).
10. Schedule of miscellaneous P. W. Ad-
vances, form 105 (P. W. 536).
11. Schedule of workshop suspense (Local form).
12, Schedules of credits and debits to miscellaneous heads of accounts,
_form 95 (P. W. 386).
13. Schedule of transactions adjusting under the head “Cash settlement
suspense account”, form 96.
14, Schedules of credits and debits to “Adjusting account between
Central and State Government”, form 93.
15. Schedulesof credits and debitsto “Adjusting account with Railways”,
form 93. .
16, Schedules of eredits and debiis io " Adjusting account with Posts and
Telegraphs”, form 93,
17.  Schedules of credits and debits to “Adjusting account with Defence % |
form 93.
18. Schedules of credits and debits to remittances, form 94 (P. W. 385).
19. Schedule of monthly setlement with treasuries, form 88 (P. W. 507),
with supporting consolidated treasury receipts and certificates of
issues, signed by the treasury officers.
20. Schedule of deposits, form 73 (P. W: 540) extracted from the deposit
register, form 70 (P. W. 537).
21. Schedule of deposit works, form 76 (P. W. 514).

a
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22. Schedule of takavi works, form 77 with accepted certificates of
. Collector referred to in paragraph 16.3.5.

23, Copies of statements of tools and plantreceipts and indents for
tools and plant, forms 33 and 34 (only in respect of speciat tools and
plant). Form 34 should be accompanied by the supporting survey
reports of stores, form 32 (P. W. 556), sale accounts, form 28
(P. W.551) and acknowledgments of officers concemed in the case
of articles fransferred to other public works divisions, including the
divisions of other Governments. oo

24. List of accounts submitted to audit, form 104 (P. W. 546).

Note.--If the divisional officer is authorised to refund, without reference to-higher authority,
fines which have been remitted by 2 court of law, the original orders of the Court should
accompany the schedule of refunds of revenue.

224.16 The schedules relating to the suspense and deposit accounts form
105, 99 (P. W. 384) and 73 (P. W. 540), schedule cf workshop suspense and
abstract account of credits, debits and balances of the purchase account, form
103 must be submiued to the Accountant-General, month after month, so long
as there are balances outstanding under the account concerned, whether there
have been transactions during the month or not.  The schedule of miscellane-
ousP. W. Advances form 105 (P. W. 536) and the schedule of deposits, form 73
(P. W. 540) should, however, be restricted to the items affected during the
month. Inrespect of the schedule of deposit works, form 76 (P. W. 514), the
divisional officer may, if so authorised by the Accountant-General, dispense
with the submission, every month of part Il of the schedule, provided (i) that this
part is invariably submitted with the accounts for March, and (ii) that, if
part II for any month contains works, any expenditure whereon has been
charged to “Miscellaneous P. W. Advances”, an extract from part Il relating
to such work only is submitted to the Accountant-General. Similarly, in the
schedule of miscellaneous P. W. Advances, form 105, for the months other
than March, items which do not exceed Rs. 5 each may be shown in a lump
sum, if so authorised by the Accountant-General.  Subject to these exceptions,
the remaining schedules are necessary only if there have been any
transactions during the month.

Note.--The schedule of miscellanzous P. W. Advances form 100 and the abstract account of
credits, debits and belances of the purchase account form 103 for September aind March should be
accompanied by a list of items outstanding under those heads for more thas six months.
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22.4.17 (a) With the exceptions noied below'[as to which; flowever, see
clause (b) below], all vouchers and transfer entry orders in support of cash
payments and other charges in the accounts must accompany the monthly
account :--

(i) Muster rolls or other vouchers in support of payments to labourers
irrespective of amount.

(1) Vouchers in support of payments of wages to members of the work-
charged ‘ establichment, corresponding to class [V staff, in regular
establishment.

(iiiy Other cash vouchers, whether relating to works or contingencies
the amounts of which do notexceed Rs. 1,000.  Subject to following
Exceptions :--

(1) Running account bills,
(2) Running account final bills of works should not be submitted
with monthly accounts to Audit Office.

(iv) Invoices or other vouchers in acknowledgment of issues of stock
materials, including issues of outturn from manufacture o steck,
(v) Vouchers in support of paymenis made for the conversion of cash
deposits into interest-bearing securities in cases in which no
voucher, other than the security itself or a safe custody certificate of
the security, exists.
Note.--When a vaudla of this class is not submitted to the Accountant-General the reasons
should be noted agains “ i¢ entry of its amount in the schedule docket or in the schedule of works
expenditure ; see note 1 below paragraph 22.4.2. :

(vi) Transfer entry crders of the classes enumerated below :--

(1) Those involving debits to remittance heads otherwise than in
respect of expenditure on works.

(2) Those relating to charges which are supported by vouchers
received in transfer.

(3) Those involving a credit 10 a revenue head (Gross receipts) or to
any miscellaneous head of account otherwise than in respect of
expenditure on works. '

(b) All vouchers (other than muster rolls) in support of debits to contractors
should be submitted to the Accomuam«General even though falling under any

of the exceptions to clause (a).

Note.--The provisions in chauses (a) and (b) of this paragraph apply also to vouehers received
from other departments or Governments, in support of transfer debits raised by them.
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(c) All vouchers, in support of payments for land acqmred, should be
submitted to the Accountant-General.

(d) All survey reports of stores, form 32 (P. W. 556) and sale accounts,
form 28 (P. W.551) mustalso accompany the monthly account.  Sale accounts
in support of cash credits to stock should be attached to the stock account,
form 99 (P. W. 384) ; Survey reports and sale uccountsin support of other credits
to stock should be attached to the schedule dockets pertaining io the works or
accounts debited ; those in support of indents tor tools and plant, form 34 [vi_de
paragraph 22.4.15 (23)], should accompany thatdocument ; and the remaining
survey reports and sale accounts should be attached to the schedule dockets
relating to the works or accounts credited.

22.4.18 The divisional accountant is required to sign not only the monthly
accourt, but alsc all the schedales, etc., accompanyingit. It is not necessary
that the divisional officer should sign all these documents ; he must, however,
sign the monthly account and the list of accounts, form 104 (P. W. 546) unless
he is absent from head quarters, in which case he should send to the Accountant-
General, as soon as he can cxamine his books and papers on returm, a report in
form 106 (P. W. 547) with a duplicate copy of the monthly sccount signed by
~ himself, without which the Accountant-General will not pass the monthly

accountfinally. The contingentbill mustinvariably be signed by the divisional
officer.

Note.--It is desirable that the divisional officer should made arrangements for the review by
himself of all vouchers before they are submitied to the Accountant-General, and that, unless the
circumstances are exceptional, he should sign the accounts himself.

22.4.19 In connection with the accounts for March the following points
should receive special attention :--

{a) The entry of the closing cash balance should be supported by (1) the
original cash balance reports, form 11 (P. W. 484) of all disbursing
officers including the divisional officer, and (ii) a certificate of the
divisional officer to the effect that he has cbtained on or after
31st March and retained in his office, an acknowledgment from the
officer or subordinate concerned, in respect of each item of imprest or
temporary advaiice shown in the cash balance reports of the division

for 31st March.

Note.--The original cash balance reports of subordinate disbursing officers should be initialled
by the divisional officer before transmission to the Accountant-General
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(b) Topart Il of the schedule of monthly settlement with treasuries,
form 88 (P. W. 507) should be sub-joined a statement, in the form
given below, in respect of the cheques drawn to meet payments of

works :-—
Number of
Particulars cheques Amgaunt
issued
1) 2 3)

i. For the whole month e oWE R N
2. During the last five working days of the months,

(c) The schedules of credits/debits 0 the heads “ Adjusting account
between Central and: State Goverament ” “Adjusting account with
Railways” “Adjusting account with Posts and Telegraphs” and
“Adjusting account with Defence”, form 93 must invariably be
despatched <o as to reach the Accountani-General not later than the
7th of Aprii of the succeeding year and all corréciing entries
affecting those schedules should be intimated to the Accountant-
General so as to reach him by ihe 12th of April at the latest.

(d) The schedule of deposits form 73 (P. W. 540) should be accompanied
by the account of interest-bearing securities, form 75 (P. W. 520)
referred to in paragraph 15.6.1.

1I. Review of unsettied accounts

22420 The several registers and schedules relating to the suspense

Contractor’s ledger, works and deposit heads of account, and the
abstact, and registers of accounts referred in the margin, should be
works. reviewed monthly so that the steps,

Rk g necessary fo effeci expeditious clearance
ol of BISESGLENY of outstanding balances, whether by actual
and  realisation  of recovery or by adjustment in the accounts,
revenue, referred toin may be taken regularly through out the

paragraph 8.1.4.

year. In February, or early in March,
special steps should be taken with a view to bring about all possible reduction in
the number and amounts of outstanding items at the close of the year ; and within
six weeks of the submission of the monthly account for March, annual
certificates of balances, other than cash, should be iorwarded to the Accountani-
General in form 107 (P. W. 525).
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Note.--If the closing balance under any head is nil, it not necessanly follow that a certificate is
not required in respect of it.  In all cases in which there was a balance at the commencenent of the
year or there were auy transactions during the ycar, a certificate should be recorded, the wording
of it being suitably amended (if necessary) in case the closing balance is nil.

224.21 Similarly, the prompt settiement of all remittance transactions,
original or responding, should receive the personal aitention of the divisional
accountant (vide paragraph 5.4.2), whoshould take special steps early in March
to bring to account ail liabilities and assets awaiting settlement, and to effect
clearance, in the accounts of March, of as many outstanding items as
possible. Liabilities, as well as outstanding debits and credits, remaining
unadjusted at the end of March shouid be watched individually with a view to
their ciearance before the accounts of the year are closed finally, It is not
sufficient that the divisional office has brought to account ail the transactions, the
responsibility for which devolves on itself. It is equally important that neces-
sary action be taken to move the other parties concemed to bring to account or
seitle the outstanding items, the intervention of the Accountant-General being

sought where necessary.
Note.--It connection with transactionts with other Goverinents, Railways, Posts and Tele-

graphs and Defence it should be bome in mind that the central accounis section of the Reserve Bank
closes its beoks for the year by the 25th April, vide paragraph 22.4.19 (c).

INL. Closing the accounts of the year

22422 The financial year terminaies on 31st March, and actual transac-
tions taking place after that date can, on no account, be treated as pertaining to
theyear. Itisnecessary, however, that as many of the unadjusted outstandings
of the year as possible, should be cleared within the accounts of the year, and
the errors in accounts coming to notice after 31st March should be set right, if
possible, without affecting the accounts and estimates of the following
year. Whilst, therefore, it is necessary that cash accounts should be positively
closed on the 31st March and also the stock accounts in respect of actual
transactions, the transfer entry book and the stock accounts shouid be kept open
for transfer entries relating to rectification of errors and settlement of
outstandings. These accounts should be closed on the 20th May or on such
other date, as may be prescribed by the Accountant-General.

Note L.--If any adjustments in accounts have been purposely deferred till the close of the
accounts of the year, it is permissible to cffect them after 315t March on the same way as adjustments
in rectification of errors noticed after that date.

Note 2.--Accounts of transactions with other Governments, Railways, Posts and Telegraphs and
Defence, must be settled completely and communicated to the Accountant-Generzl by the 12th

April at the latest, vide paragraph 22.4.19 (c).
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224.23 The transfer entry transactions referred to in paragraph 22.4.22
should be consolidated into a special monthly account which, with all the
necessary accompaniments, should be submitted to the Accountant-General on
the 1st June following, or any other date that may be prescribed by him. This

-aceount is known as the supplementary account of the year.

Note.--This account should be of the simplest character and should set forth only the tfansactions
to be breught to account. 1t is not necessary, for instance, to repeat in any of the suspense or
deposit schedules, the items not affected, so long as, in addition to the necessary details of the items
affected, the totals for the account concemned are also given.

IV. Miscellaneous returns

~224.24 Other accounts returns which the divisional officer should submit
to the Accountant-General are the following :--
(a) Monthly :-- _

Certificate regarding the completion of the register .of rents of
buildings and lands and revision of rents in form 18, vide note 1
below paragraph 8.3.5.

(b) Half yearly :--

(i) Half-yearly statement of the assessment and realisations of
irrigation revenue collected through district- and revenue
authorites, vide paragraph 8.2.1 (c) on the dates.prescribed
locally. '

(ii) Lists of items outstanding for more than six months under the
suspense heads “Purchases” and “Miscellaneous P. W.
Advances”, along with the monthly accounts for September and
March to be attached to form 103 and 105 (P. W. 536).

V. Corrections in accounts

22.4.25 (a) If anitem in the accounts which properly belongs to a revenue
or expenditure head is classified wrongly under another revenue or expenditure
head, the error may be corrected at any time before the accounts of the year are
closed, but after the accounts are closed, no correction is admissible except as
permitted in article 251 of the Account Code, Volume IV and in cases affecting
the accounts of works, including those falling under paragraph 10.7.12 of this:
code. <~ :

Note 1.--Errors in suspense accounts are govemed by the rule in clause (b). _

Note 2.--1f an error be detected after submission to the Accountant-General of the divisional
officer's supplementary account of the year, it should nevertheless be reported to the Accountant-
General for instructions unless the amount be not more than ten rupees.

- ‘
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(b) All errors affecting debt (including suspense) and remittance heads must
be corrected, however old they may be.

(c) When a correction is permissible, it should be made by a formal transfer

entry; b& when it is not permissible, it is suffi cient to make a suitable note of it

in the account concerned or to make the necessary alterauons in the progressive
figures, as may be necessary.

22426 Allcorrections in accounts, which may be advised by the Account-
ant-General on auditing the documents, should, after verification, be carried out
in all relevant records, the entries being made in red ink (quoting the audit note
or other advice) and attested by the dated initials of the divisional accountant.

Note.--The divisional accountant is responsible that all corrections advised by the Accountant-
General are specially brought to the notice of the divisional officer.

V1. Pro forma accounts

22427 When the details of any class of transactions as recorded in the
prescribed accounts, are not sufficiently indicative of the financial results of the
operations of a given period, and itis necessary to ascertain the results, it is usual
to prepare periodically suitable pro forma accounts in addition.

Note 1.--If the maintenance of such supplementary accounts is necessary for audit purposes and
no form has been prescribed by the Comptroller and Auditor-General of India, the Accountant-

General will determine the required form in consultation with Government, but if the accounts are
required for administrative the Accountant-General and Govemment.

Note 2.--If a proforma account relates to transactions of two or more divisions the compilation
of it is undertaken by the Accountant-General, and divisional officers may be required to furnish
the necessary daia. A pro forma account relating to a single division will be prepared by the
divisional officer and if it is an account prescribed by an administratvie authority, the Accountant-
General may not be required 10 check i, except in pursuance of an arrangement agreed updn
between him and Govemnment.

22.4.28 1Tf for the purposes of any pro forma account, which the Account-
ant-General is required to prepare or check, it is necessary to determine the
charges incurred on a particular work or service, or a group of works or services,
the expenditure thereon should be booked separately in the general accounts,
even though, under the rules it may not be customary to estimate or account for
such expenditure separately. Detailed instructions in this connection will be
issued by the Accountant-General in consultation with Government, where
necessary. See also paragraph 3.2.1 (d).

<— 
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22429 The pro forma accounts showing the results of the working of
irrigation, navigation, embankment and drainage projects, productive as well as
unproductive, for which capital accounts are kept, are prepared annually by the
Accountant-General in accordance with the rules prescribed in the Account
Code, Voiume IV. These accounts are known as the administrative accounts
of irrigation, navigation, embankment and drainage works.

Note.--For rules relating to pro forma accounts of imrigation water courses, see paragraph 5 of
appendix 5.

22.430 For workshops, manufactories and similar quasi-commercial
undertakings, it is usval o prepare pro forma accounts periodically, vide
paragraph 13.2.2 (d) and 14.3.1.

22.431 In respect of buildings in charge of the department which are
available for occupation as fesidences, capital and revenue accounts are
prepared periodically by the Accountant General for each circle of superinten-
dence, in accordance with the directions given in the Account Code, Volume IV,
and any further orders that Government may have issued. For this purpose,
divisional officers should furnish the Accountant-General annually with the
necessary data, in respect of such buildings of their divisions as may have to be
included in the circle accounts, in such form as may be prescribed by the
Accountant-General. See paragraph 383 of the Maharashtra Public Works
Manual.

Note 1.--On closing the accounts of a work involving expenditure on the construction, acquisi-

tion or equipment of a building intended to be used as a residence or expenditure on additions or
alterations to an existing residential building, the divisional accountant should see that--

(i) if it is a new building, it is entered in the register of rents of buildings and !ands,

(i) steps are taken 10 obtain the orders of competent authority to assess, or revise the rental,
as the case may be,

(iii} the cerrect capital cost of the building is noted for entry in the next set of capital and
revenue accounts, the note being made in the register of buildings referred to in paragraph
377 of the Maharashtra Public Works Manual.

Note 2.--Note 1 applies also to expenditure on the provision of speciai services in connection with
residential buildings, such as fumiture etc., for which rent is charged separately. - )

Note 3.--If a building is actually occupied prior to closing the accounts of expenditure on its
construction, acquisition of equipment, rentis nevertheless chargeable from the date of occupancy,
and should, therefore, he fixed provisionally with the sanction of competent authority.

Note 4.--If, under the Bombay Civil Services Rules, or under other financiai rules, the standard
tents as wel as the allowances fixed formaintenance and repairs are subject to periodically review,
the divisional gccountant should see that they are punctually reviewed and necessary revisions
carried out in accordance with the prescribed rules and procedure.
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VII. Review by the Divisional Officer

22432 The Divisional Officer should review from time to time the several
registers, books and accounts as are maintained in the divisional and sub-
divisional offices, even though under the rules in this Code, he may have
scrutinized and initialled the individual entries or sets of entries therein. To
this end, he may require these records to be laid before him through the
divisional accountant, monthly or at such other intervals as may be fixed
by him. The fact of such review should be placed on record in all cases
preferably in the memo of review, form 38 (P. W. 576) posted in a suitable
position on the account, etc., concemned.

22.5--RECONSTITUTION OF EXECUTIVE CHARGES

22.5.1 When, in consequence of the reconstitution of executive charges or
of any other arrangements, the accounts of two or more divisional offices are to
be amalgamated or those of any office are either to be broken up into parts or
closed, the divisional officers concerned should apply in time ta the Accouniant-
General for the instrucuons 1o bé observed in regard'to accounts in giving ellect
to the armangemenis.  On all such occasions, the necessary transfer between
offices, of unsettled accounts (for example, see margin) of liabilities not yet

(i) Works in progress and suspense accounts of brought to account of quantity
works.

(i) Appropriation and sanctions not yet completely accounts of tools and plant
operated upon.

(iii) Stock and other suspense accounts. and road metal and of relevant
(iv) Remittance accounts.

(v) Deposit and cash balances. account and establishment
(vi) Unrealised rent and other revenue.

(vii) Tnterest bearing securities, records  (including  unused

forms of chegue books and receipt books), should receive the special attention
of all concerned.

A—88-13-A
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APPENDIX 1

(See Paragraph 3.1.8)
List of major and minor heads or public works receipts
and disbursements
MAJOR HEAD MINOR HEADS

E. Muitipurpose River Schemes, Irrigation and Electricity Schemes.

106-MINOR  IRRIGATION,
IRRIGATION, NAVIGATION,
EMBANKMENT AND DRAI-
NAGE WORKS (COMMER-
CIAL) (1).

A. Trrigation Works--

(1) Productive Works .+ Direct Receipts -
Watei-rates (2).
Owners' rates (3).
Water-supply to Towns (4).
Sales of Water (5).
Plantations (6).
Other canal produce (7).

(1) For the classification of expenditure and revenue pertaining to irrigation,
navigation, embankment and drainage works under major heads and sections
thereof, see chapter 4 of Maharashtra Public Works Manual.

(2) Sale-proceeds of water for irrigation purposés anly,

{3) Rates imposed on owners of land in respect of the bencfit which they
derive from irrigation.

(4) Sale-proceeds of water supplied to towns for domestic purposes only.

(5) Sale-proceeds of water supplied for purposes other than irrigation or town
consumption,

(6) Sale-proceeds of produce from regular plantations. '

(7) Sale-proceeds of produce (e. g., grass, wood, etc.) from canals or tanks
other than from regular plantations.
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MAIJOR HEAD MINOR HEADS
- (1) Productive Works--contd. Water-power (8).
Navigation (9).
Rents (10).
Fines (11).

Receipts frem Workshops (12).

Recoveries of expenditre (13).

Miscellaneous (14).

Indirect Receipts--

(a) Portion of Land Works (15).
(b) Betterment Levy.
{c) Irrigation Cess.

Receipts in England.

Loss or gain by exchange (16).

Deduct--Refunds.

(2) Unproductive Works .. .. Same as for A (1) above.

(8) Mill rents and all charges made for water applied to turn machinery.

(9) Transit dues, transport profits, tolls and hire of ferry boats, etc.

(10) Includes rents of buildings, furniture and other special amenities but
excludesrenisof land.  Suitable detailed heads should be opened for the record
of several kinds of these rents according to local requirements. '

(11) Fines for wastage of water and infringement of canal rules.

(12) Receipts from quasi-commercial workshops, which are not to be taken
in reduction of expenditure under note 3 below paragraph 14.2.5. This head
should be sub-divided according to the requirements of the pro forma accounts
of the workshops.

(13) See statement D appended. -

(14) Includes receipts by sale of drift-wood, rents of land, supervision
charges on sales of stock, value of stores found surplus, profits on stock due to
revaluation, lapsed deposits and fines [other than those for wasiage of water and
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MAJOR HEAD MINOR HEADS

¥ B. Navigation, Embankment and Drainage
Works--

(1) Productive Work ' .. .. Direct Receipts--
Navigation (7).
Sales of Water (5).
Plantations (6).
Rents (10).
Recoveries of expenditure (13).
Miscellaneous (14).

s Indirect Receipts--

(a) Portion of Land Revenue due to
Works (15).

(b) Betterment Levy.
Receipts in England.
Loss or gain by exchange (16).
Deduct--Refunds.
(2) Unproductive Works .. .. Same as for B (1) above.

infringement of canal rules, vide (11) above] and confiscated deposits which
do not represent compensation for damage to works in progress,

Note 1,--When a fine is imposed or deposit confiscated with the object of defraying expendire,
caused by the action of an individual or firm, as when a contractor is penalised for abandonment of
his contract owing to the fact that such abandonment has increased the cost of the work, the amount
of the penalty may be taken in reduction of the expenditure.

Note 2.--Should Government deem any source of revenue, not specifically mentioned in the
minor heads provided, to be of sufficient importance to necessitate a separate account being kept
of it, this can be done by opening a detailed head for the purpose under the minor head
“Miscellancous’.

(15) Adjustments in respect of credits due to the works, such as enhancement
of land revenue, interest on the proceeds, of the sales of waste land, after
deduction, where necessary, of the cost of civil administration.

e
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MAJOR HEAD MINOR HEADS

E. Multipurpose River Schemes, Irrigation and Electricity Schemes,

106.--MINOR IRRIGATION,
IRRIGATION, NAVIGATION,
EMBANKMENT AND DRAI-
NAGE WORKS (NON-COM-
MERCIAL)

A. IRRIGATION WORKS .. Direct Receipts--
Water-rates (2).
Owners' rates (3).
Water-supply to Towns (4).
Sales of Water (5).
Plantations (6).
Other canal produce (7).
Water-power (8).
Navigation (9),
Rents (10).
Fines (11).
Recoveries of expenditure (13).

(16) Entries under this minor head do not appear in the accounts of divisional
officers.

(17) Includes rents of land, sales of produce including wood, grass, fruits,
vegetables, etc., from compounds of buildings when such produce is Govern-
ment property, supervision charges on sales of stock, value of stores found
surplus, profits on stock due to revaluation, lapsed deposits and fines and
confiscated deposits which do not represent compensation for damage to works
in progress [vide note 1 under (14)].

A separate detailed head should be provided for any important class of
miscellaneous receipts brought to account under this head.

(18) The subventions made from the Central Road Fund to the State
Government for expenditure on road development are credited to this
head. This head is debited with the expenditure on approved schemes of
road developments. The actual expenditure incurred from time totime
is charged to the head “50--Public Works” or other appropriate head
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MAIJOR HEAD MINOR HEADS

A. Trrigation Works--contd. Miscellaneous (14).

Indirect Receipts--

(a) Portion of land- Revenue due to
Works (15).
(b) Betterment Levy.

Receipts in England.
Loss or gain by exchange (16).
Deduct--Refunds.
B. Navigation, Embankment and Drainage

Works. Direct Receipts--
Navigation (9).
Sales of Water (5).
Planuations (6).
Other canal produce (7).
Rents (10).
Recoveries of expenditure (13).
Miscellaneous (14).
Indirect Receipts--

(a) Portion of Land Revenue due to
Works (15).

{b) Beiterment lavy.
Receipts in England.
Lass ar gain by eachange (18),
Deduct--Refunds.

of account concerned. At the same time, an equivalent amount is transferred
month by month to the deposit head “Subventions from Central Road Fund” by
credit to “XXXVII--Public Works--Transfer from Central Road Fund” or other
appropriate revenue head concerned.

The expenditure on interest and amortisation charges in respect of loans
taken for financing construction, etc., of roads and bridges is debited to
this head by per contra credit to the heads “22-Interest on debt and other
obligations--D-Transfers” and *“23 Appropriation for reduction or avoidance
of debt--Other appropriations”.
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MAIJOR HEAD MINOR HEADS

F. Public Works (including Roads) and Schemes of Miscellaneous Public Improvements.
059-PUBLIC WORKS .. «+ .. Rent(10).

Ferry Receipts.

Tolls on Roads.

Receipts from Workshops (12).

Recovenes of expenditure (13).

Miscellaneous (17). *

Transfer from Central Road Fund (18).

Grants from Govemment of India for the
development of 3812 feads of revenus of

inter-stare iMportancs,

Subventions from the Government of India
for development schemes.

Subventions from Central Road Fund.
Receipts in England.

Deduct--Refunds.

(19) The detailed classification of works expenditure is given in statements
A and B appended,

(20) The detailed classification of the minor head ‘Establishment’ is given in
statement C appended.

(21) The divisions are.--(1) New supplies, (2) Repairs and carriage,
(3) Deduct-Recoveries, and (4) Lump sum charges creditableto other Govern-
ment departments, etc. The first of these is further divided into scientific
instruments and drawing materials, plant and machinery, tools, navigation
plant, camp equipage and live-stock.  Office furniture should be debited to the
contingent grant of the office concerned.  The third of these is intended for the
record of the recoveries on account of tools and plant charges, when these are
taken in reduction of expenditure, vide statement D, clause (4) (ii).
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MAJOR HEAD MINOR HEADS

E. Muiltipurpose River Schemes, Irrigation and Electrictity Schemes.

333-IRRIGATION, NAVIGATION
DRAINAGE AND FLOOD
CONTROL PROJECTS.

A. Imigation Works--

(a) Productive Works--

(i) Working Expenses .. .. Exiensions and Improvements (19).
Maintenance and Repairs (19). .
Establishment (20).
Tools and Plant (21).
Suspense (22).

Provision for Depreciation, Renewals and
Replacements.

Charges in England (23).
Loss or gain by Exchange (16).
(i) Interest 7 5 .. Interest (24).
(iii) Other Revenue Expenditure.
() Unproductive Works--
(i) Working Expenses .. .. Sameasfor A (a) (i) above.

(ii) Interest - - .. Same as for A (a) (ii) above.
(iii) Other Revenue Expenditure.

(22) The sub-heads are.--(1) Purchases, (2) Stock, (3) Miscellaneous

P. W. Advances, and (4) Workshop Suspense. See also chapter 12 and
paragraph 14,21,

(23) This minor head is sub-divided into--

(1) Leave salaries and deputation pay.
(2) Sterling overseas pay.
(3) Other charges.

These items do not appear in the accounts rendered by the divisional officers,
but are incorporated in the general accounts by the Accountant-General.
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MAJOR HEAD MINOR HEADS

B. Navigation, Embankment and Drainage

works--

(a) Productive Works--
(i) Working Expenses .. .. Sameas for A (a) (i) above.
(i) Interest s . Same as for A (a) (ii) above.

(iii) Other Revenue Expendim;'é.
(b) Unproductive Works--

(i) Working Expenses .. .. SameasforB (a) (i) above.
(i Interest R . SameasforB (a) (i) above.
(iif) Other Revenue Expenditure.

(24) The interest charges on each scheme or project may be recorded under
- a separate minor head under “Interest” as group minor head.

(25) Contributions to local bodies for the construction of works which, in the
case of irrigation, embankment and drainage works of Government, would be
classed under either “Works” or “Extensions and Improvements” or for the
maintenance of such works. See paragraph 16.1.2.

(26) Each of the minor heads may be sub-divided into major works or minor
works.

(27) See paragraph 131 of the Maharashtra Public Works Manual.

(28) When a building is intended for two or more departments, all original
works and repair charges on it should be classified, unless ordered otherwise by
Government, as pertaining to the department for which the largest accommoda-
tion is required.

Charges on a residential building should be booked under the minor head for
the department for which it is intended even though temporarily allotted to a
- Government servant of another department. Residences not reserved for any
department fall under the minor head for civil works.  In the case of minor heads
which are sub-divided, if a separate sub-head is not provided for residences, the
charges on residences fall under the sub-head “Miscellaneous”.

(29) Includes expenditure on works in connection with buildings only and
not the charges in connection with lights, etc., which are debited to the head
*“53--Ports and Pilotage”.
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MAJOR HEAD

MINOR HEADS

E. Multipurpose River Schemes, Irrigation and Electricity Schemes, .

306-Minor Imigation (e) Other Minor

Irrigation Works.

A. Imigation Works--
(i) Works

(if) Miscellaneous expenditure

B. Navigation, Embankment and
Drainage Works--
(i) Works

(ii) Miscellancous Expenditure

C. Expenditure financed from Famine
Relief Pund,

. Works.

Extensions and;Improvements (19).
Maintenance and Repairs (19).
Establishment (20).

Tools and Plant (21).

Grants-in-aid.

Supense (22). :

Charges in England (23).

Loss or gain by exchange (16).

. Establishment (20).

Tools and Plani 21),

Other Charges.

Grants-in-aid (25).

Suspense (22).

Charges in England (23).

Loss or gain by exchange'(16).

.. Asfor A (i) above.
. Asfor A (ii) above.

Trrigation Works. .
Mavigatizn, Embonkinent and Drainage
Works,

(30) National Parks and Gardens.

(31) For buildings of the Buildings and Communications Department,
including residences not reserved for any department. Includes also as a
distinet dewanled head, “Losses on stock”, whichismeant forall general
losses on stock which cannot be definitely attributed to any work, whether
building or road, the accounts of which are open.
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MAJOR HEAD

MINOR HEADS

EE. Capital Account of Multipurpose River Schemes, Irrigation and Electricity Schemes

within the Revenue Account.
306-Minor Irrigation

A. Fina.noed from Famine Relief Fund.

B. .Expenditure within the Revenue

Account.

C. Deduct--Amount transferred to 99.--
Capital Outlay on Irrigation, Naviga-
tion, Embankment and Drainage
Works (Commercial) outside the
Revenue Account.

D. Net Capiial Expendimre within the
Revenue Account.

Irrigation Works.
Navigation, Embankment and Drainage
Works. '

Same as for A above.

- Irrigation Works.

Navigation, Embankment and Drainage

Works.

Irrigation Works.
Navigation, Embankment
Works.

and Drainage

F. Public Works (incduding Roads) and Schemes of Miscellaneous Public Improvements.

50.--PUBLIC WORKS

Original Works (26), (27)--Buildings (28).
Land Revenue.

State Excise.

Stamps.

Forests.

Registration.

General Administration.
Administration of Justice.
Jails.

Police.

Ports and Pilotage (29).
Scientific Department (30).
Education.

(32) May be sub-divided according to local requirements for civil depart-
ments (other than Irrigation) not included in the list of minor and detailed heads

under major head “50".

|
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MAJOR HEAD MINOR HEADS

50--Public Works--contd. Medical.

Public Health.

Agriculture.

Animal Husbandry.

Co-operation.

Industries.

Civil Works (31).

Stationery and Printing,

Miscellaneous Depantments (32).

Original Works (27), (28)--Communications
(33).

Original Works (27)--Miscellaneous (34).

Repairs (28), (29), (35).

Petty Construction and Repairs by Civil
Departments (36).

Establishment (20).

Tools and Plant (21).

Fumiture (37),

Grants-in-aid (38).

Suspense (22).

Expenditure written back from 103--
Capital Outlay on Public Works outside
the Revenue Account.

Charges in England (23).

(33) This minor head is meant for charges on roads, bridges, ferries, tunnels,
ropeways, causeways, tramways, and other means of communications,
together with buildings, wells, encamping grounds, etc., for travellers, and
kilometre stones, fencing, arboriculture, inspection houses, and other works
connected with communications. It should be suitably sub-divided according
to local requirements.

(34) This head should be used.as sparingly as possible, i. €., only where
there is absolutely no other head which can be appropriately operated upon.

(35) This minor head should be suitably divided so as to record the
expenditure on repairs in the same detail as the charges on Original
Works--Buildings, Communications or Miscellaneous as the case may
be. One of the detailed heads may be “Losses on stock”, if it is considered
necessary to have one under “Repairs” in addition to that provided under
“Original Works”, vide foot-note (31).
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MAJOR HEAD MINOR HEADS

L.--Miscellaneous
289--Relief on Accounts of Natural Calamities.

A. Famine Relief (40) S .. .. Salaries and Establishment (41).
Relief Works (42), (43).

EE. Capital Account of Multipurpose River Schemes, Irrigation and Electricity & ° _r1es
cutside the Revenue Account.

99.--CAPITAL OUTLAY ON IRRI-
GATION, NAVIGATION, EMBANK-
MENT AND DRAINAGE WORKS
(COMMERCIAL).

A. Imigation Works--

(1) Productive .. .. .. Works.
Establishment (20).
Tools and Plant (21).
Interest on Capital,
Suspense (22).
Charges in England (23).
Loss or gain by exchange (16).
Deduct--Receipts and Recoveries on Capital
Accoumt (13).

(2) Unproductive <« ++ .. Same as for A (1) above.

The head *“Repairs--Buildings” includes also taxes debitable to the
Buildings and Communications Department on both residential and non-
residential  buildings (vide paragraph 10.10.4), charges on account of
watchmen for the care of vacant buildings, and rents of hired residences.

{36) Tobs divided inio sub-hiead (1) Works, and (2) Repairs. This minor
head records expenditure on all state works which may be entrusted for
execution to the civil departments for administrative or economic reasons vide
paragraph 298 of the Maharashtra Public Works Manual.

(37) This minor head is meant for expenditure on table fans, refrigerators,
furniture, etc., stocked by the Buildings and Communications Department for
supply toresidences. The expenditure of furniture required by the divisional
and sub-divisional offices, etc., of the Buildings and Communications Depart-
ment should be debited to the contingent grant of the office concerned. The
expenditure on furniture which can be classified as “Fixtures”, should be debited
direct to the works concemed.
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MAJOR HEAD _ MINOR HEADS

B. Navigation, Embankment and

Drainage Works-- '
(i) Productive ee «+ .. Same asfor A (1) above.
(i) Unproductive «+ «» .. Same as for A (2) above.

C. Deduct--Amount financed from Famine
Relief Fund.

D. Deduct--Capital expenditure transferred
to 48--Capital Outlay on Imigation,
Navigation, Embankment and Drainage
Works within the Revenue Account.

E. Add-Amount tmnsferred from 48--
Capital Outlay on Imigation, Naviga-
tion, Embankment and Drainage
Works within the Revenue Account.

Net Capital Expenditure outside the
Revenue Account

(38) Cash contributions i0 local bodies for the construction and mainte-
nance of works of the classes, the expenditure on which in the case of
Government works, would be classed either under *Original Works (or
Repairs)--Buildings--Civil Works” or under “Original Works (or Repairs)--
Communications”. See also paragraph 16.1.2 and note 1 below paragraph
10.10.6.

(39) The term ‘famine’ is to be interpreted in a wider sence to cover famine
due to drought or other natural causes, such as flood, earthquake or similar
calamity. See also foot-note 294 of the “List of major and minor heads of
account”.

(40) Public works officers are concerned only with the two minor heads
mentioned here.

(41) The following detailed heads should be opened :--

1. Pay and allowances, Special Relief Officers.
2. Establishments--
(@) Clerks and other superior establishment.
(b) Class IV establishment.
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MAJOR HEAD MINOR HEADS

506. Capital outlay on Minor Irrigation , Seil
Conservation and Area Development.

A. Irrigation Works e wv .. Works.
‘ Establishment (20).

Tools and Plant (21).

Deduct-Receipts and Recoveries on
Capital Account (13).

Deduct--Capital  Expenditure transferred
to 48 --Capital Outlay on Imigation,
Navigation, Embankment and Drainage
Works within the Revenue Account.

Charges in England (23).

Loss or gain by exchange (16).

B. Navigation, Embankment and Drinage Same as for A above.
Works.

C. Deduct--Amount met From Famine Relief
Fund.

3. Travelling allowances.
4. Contingencies.

As regards Government servants, the following rules should be
observed :--

(@) In the case of a Government servant already in the service of
Government (other than an officer in military employ proper), his
pay and allowances together with his contingent expenditure, shall
be debited to the ordinary service head when he is merely an addition
to an existing establishment, which requires strengthening owing to
famine works, but when he is detached altogether from his own
regular duties and is employed mainly on famine relief and his place
in the permanent establishment is filled up by fresh appointment,
his pay and allowances together with his contingent expenditure
shall be charged to the head “64-A--Famine Relief”.

(b) The pay and allowances of an establishment specially entertained
for and mainly employed on famine relief, shall together with its
contingent expenditure, be debited to the head *“64-A--Famine
Relief”.

A—88-14-A
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MAJOR HEAD MINOR HEADS

459--Capital outlay on Public Works and other Functional Capital heads of Accounts,

103. CAPITAL OUTLAY ON PUBLIC (44)
WORKS.

(c) In all cases falling under clauses (a) and (b), travelling allowance to
and from the work and also while engaged on the work, as well as
pay and allowances during transit, will be debited to the head to
which the pay of the official, while actually employed on the work,
is debited.

(d) The rules regulating the debit of the pay and allowances of
Government servants in military employ proper deputed to famine
duty are given in Section I of Appendix 3 to the Account Code,
Volume 1.

(42) Divided into communications, irrigation works and other works,

(43) The following rules regulate the classification of expenditure of public
worxs ur.dertaken for purposes of famine relief.--

(a) Public works undertaken, in consequence of the occurrence of
famine, but not directly for the employment of famine stricken
people and not therefore treated as relief works, will be classified in
the accounts as ordinary public works are classified, except that
any expenditure in excess of normal rates incurred in consequence
of the employment for relief purposes of unskilled and unprofitable
labour will be transferred to the head “64-A--Famine Reliaf”,

{b) Public works expenditure which is undertaken directly for the relief
of famine and is controlled and managed under the conditions
applicable to famine relief works will be charged to “64-A--Famine
Relief” whether the work is or is not one which would, at some time
or other, have to be undertaken irrespective of famine.  If, however,
the work on which the famine labour is employed is a revenue
producing work “Commercial” (whether within or outside the
revenue accounts of Govemment), the value of the work done,
reckoned at ordinary rates, will be charged to the ordinary head

3 of account, and the excess only debited to “64-A--Famine Relief”.
A—88-14-B :
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MAJOR HEAD MINOR HEADS
B Debt and Depbslt Heads
STATE PROVIDENT FUNDS .. Other Miscellaneous Provident Funds (45).
CIVIL DEPOSITS .. «. .. Public Works Deposits.

(44) The minor heads which are prescribed under the head “50--Public
Works” with the exception of “Repairs” should be opened under this
head. Expenditure on account of restoration of damages caused by
extraordinary casualties, such as flood, fire, etc., which is permitted to be
debited to this major head should be' recorded under a separate minor head
“Extraordinary Replacements™. Receipts representing recoveries of_capital
expenditure previously debited to this major head may be classified under a
separate minor head “Deduct--Receipts and Recoveries on Capital
Account”, “Deduct--Capital expenditure transferred to 52--Capital outlay
on Public Works within the Revenue Account” and “Deduct--Expenditure
written back to 50--Public Works™ are also treated as minor heads under this
major head. .

(45) Special Provident Funds instituted for non-pensionable employees.
(46) For “Takavi Works Advances”, see Chapter 16.

(47) The sub-heads I and II'(see Appendix 6) are to be used for initially
classifying the intef-divisional transactions relating to the services rendered or
supplies made by one division to another pending clearance onreceipt of cheque/
draft from the division concemned. Recoveries on account of rent made in one
State on behalf of another State are to be credited under sub-head IIl.  This will
be cleared when bank drafts are drawn by debit to the same head by the
Accountant-General concerned in favour of the Accountant-General of the
division on behalf of which the rent is recovered (see paragraph 8.3.7).

(48) Cash balances of the public works officers fall under this head in the
general accounts.

(49) See paragraph 16.3.5 (b).

(50) For transactions of public works officers with treasury and other officers
of the civil department (including the Forest Department) within the same circle

of account, Transactions originating in other circles of account are also passed
on to public works officers by the Accountant-General through this head.

)
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(51) If a public works officer deals with treasuries in account with another
accounts officer, the transactions on account of remittances into treasuries -
and cheques drawn are classified as pertaining to the sub-head “III -Other
Remittances--(b) Items adjustable by public works”.

(52) Thisheadissub-dividedinto(a) Itemsadjustable by civiland (b) Items
adjustable by public works.

(53)This head is intended for the settlement of transactions outstanding
on 1-4-1965 between public works officers (including civil officers acting as
publlc works disbursers), rendering aocoums to the same Accountant-General
(.ree also Appendix 6).

This head is sub-divided imo. Tea
(a) Original credits,
() Rosponding debits,
(c) Original debits,
(d) Responding credits.

(54) For transactions originating in a division on behalf of Central Govern-
ment, a Railway, a Post and Telegraph or a Defence Accounts Officers, asthe
case may be. )

The requisite adjustment against the balance of the Central Government
etc. will be made by the Accountant-General through the Central
Accounis Seciion of the Reserve Bank.

(55) Inthe public worksdivisions, this head is operated for such transactions
originating in the division, as are adjustable in another State (civil) Accounts
Circle.

(56) This head is intended for transactions with the Defence Services
(including the Military Engineer Services). In the case of transactions with
officers of the Military Engineer Services, the name of the Military
Engineer Services district should be specified in addition to that of the
defence accounts office concerned.
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MAJOR HEAD MINOR HEADS

OTHER ACCOUNTS DEPARTMENTAL Subvention from Central Road Fund (18).

ADVANCES. Civil Advances--
Takavi works advances (46).
SUSPENSE ACCOUNT ..+ .. Cash Seulement Suspense Account (47)

I--Transactions between divisions ren-
dering accounts to the same Accountant-
General.

I--Transactions between division in }
different accounts circles. ‘
INl--Rents relating 1o other State Govem- |
ments. |

DEPARTMENTAL AND SIMILAR Civii Departmentsl  Balances--Public
ACCOUNTS. Works Cash Balances (48).

LOANS TO LOCAL FUNDS, PRIVATE™ Advances to cultivators,
PARTIES ETC.

At present, there are the following defence accounts officers :~ )
(i) Controller of Defence Accounts, Southern Command, Poona.
(ii) Controller of Defence Accounts, Central Command, Meerat.

(iii) Controller of Defence Accounts, Western Command, Meerut. |

(iv) Controller of Defence Accounts (Funds), Meerut.

(v) Joint Controller of Defence Accounts (Other Ranks), Northern Circle,

Meerut.

(vi) Controller of Defence Accounts (Pensions), Allahabad.

(vii) Controller of Defence Accounts (Officers), Poona.

(vii) Controller of Defence Accoints (Other Ranks), Mysore.

(ix) Controller of Defence Accounts (Factories), Calcutta.

(x) Controller of Defence Accounts (Air Force), Dehra Dun.

(xi) Controller of Defence Accounts (Navy), Bombay.

(xii) Controller of Defence Accounts, Patna.

Receipts and expenditure pertaining to Military Engineer Services or Indian

Air Force works executed in this department as a standing arrangement, should
be brought to account as a separate item in the schedule of credits and debits to
Adjusting Account with Defence under the head “Adjusting Account with .
Defence, Sub-Audit Officer, MES or Sub-Accounts Officer, Indian Air Force”,
as the case may be.

I ———
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MAJOR HEAD MINOR HEADS

Remittance Heads

CASH REMITTANCES AND  Public Works Remittances (50).

ADJUSTMENT BETWEEN OFFICERS I--Remittances into Treasuries (51),
RENDERING ACCOUNTS TO THE II--Public Works Chegues (51).
SAME ACCOUNTANT-GENERAL. IN--Other Remittances (52).
: Transfers between Public Works Officers
(53).

ADJUSTING ACCOUNT BETWEEN
CENTRAL AND STATE GOVERN-

MENTS (54).
ADJUSTING ACCOUNT WITH
RAILWAYS (54).
ADJUSTING ACCOUNT WITH A separate head for each Posts and
POSTS AND TELEGRAPHS (54). Telegraphs Accounts Officer.
ADJUSTING ACCOUNT - WITH A tepamte head for each Defeiice Acesmt
DEFENCE (54), Officer (56).

ACCOUNTS BETWEEN CIVIL AND  There is one head for each of the States.
CIVIL (55).

STATEMENT A

Detailed Classification of works expenditure pertaining to Irrigation,
Navigation, Embankment and Drainage Works.

Works expenditure of Irrigation, Navigation, Embankment and Drainage
Works, falls under one or ather of the minor heads “Wuoeks”, “Extensions and
Improvements”, and “Maintenance and Repairs”. Each of these minor
heads is divided into (1) Head Works, (2) Main Canal and Branches,
(3) Distributaries, (4) Drainage and Protective Works, (5) Watercourses
(for “Works” only), (6) Special Tools and Plant (for “Works” only), and
(7) Losses on Stock. Under the minor head “Maintenance and Repairs”
an eighth head “Compensation”, may be opened. The detailed heads
subordinate to these heads are enumerated in Statement C.

2. All works expenditure relating to “Main Canal and Branches” may be
divided into (1) main line of a canal, and (2) each of its branches separately; that
relating to distributaries may also be grouped for the distributaries belonging to
the main line of the canal and to each of its branches separately.
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3. In connection with these sub-divisions, the following points should
receive special attention :--

(a) When land is taken up for two or more of these sub-divisions at the
same time, its cost must be divided in the best way practicable,

(b) In the case of storage projects, all works connected with supply
channels to feed the head reservoir come under “Head Works”,

(c) Water-power installations at the head works of a canal, head locks
and head regulators of main and branch canals, fall under “Main
Canal and Branches”,

(d) When a canal or a distribution channel therefrom and a drainage in
connection with it, are planned simuitaneously and the two works
intersect, the cost of the crossing should be charged to “Drainage
and Protective Works”, and

(e) Buildings required for the general purposes of a canal system such
as workshop, headquarter station, etc., are chargeable to “Main
Canal and Branches”.

4. Forrules relaling to walercourses, special tools and plant and losses
on stock, see appendix 5 and paragraph 9.1.3 and 9.2.37, respectively. The
head “Watercourses” is not necessary in the case of minor heads “Zxtensions
and Improvements” and “Maintenance and Repairs”. The head “Losses on
stock” is intended for all general losses on stock which cannot be attributed
to any work, the accounts of which are open. The head “Special Tools and
Plant” is further sub-divided into three detailed heads namely, (i) Gross
expenditure, (ii) Deduct recoveries, (iii) Net expenditure, the first of which
is intended for collection of the aggregate costof the special tools and plant
at one place and the second for the record of the recoveries on account of
special tools and plant which are taken in reduction of expenditure.

STATEMENT B
Detailed heads referred to in paragraph 1 of Statement A
and the works and services, the charges whereon
are the classified thereunder

(Note--The detailed heads in this list may be varied under the orders of Government, to suit the
circumstances of each project.

Combined works falling under two or more heads, e.g., combined bridges and falls or combined
falls and regulators, should be classified according as which aspect of the work predominates.)

A. PreLiMINARY EXPENSES

Survey and preliminary investigations--This head does not appear undez
“Extensions and Improvements”, Nor under “Maintenance and Repairs”.
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B. Law

Compensation for taking permanent or temporary possession of land required
for the purposes of the work.

The term “compensation” includes, besides the payment for the land itself,
(1) payments for buildings, trees, crops, etc., and (2) cost of special land
acquisition establishment when it is chargeable to the Irrigation and Power
Department, vide paragraph17.1.3. Sale-proceeds of wood, building mate-"
rials, etc., obtained on cleaning land taken up should be taken in reduction of
the charge, if realised before the accounts of the estimate for the acquisition of
the land have been closed, vide paragraph 3 of StatementD.  If any buildings
acquired with the land are used as residential or otherwise let, they should be
brought on the register of rents, form 20, (P. W. 504) and rents realised should
be treated as ordinary rent receipts.

C. Works

All construction works, whether of earthwork or of masonry, etc., excluding
works falling under the heads “I--Navigation” and “K--Buildings” in all cases
and under “L--Earthwork” where this is maintained as a separate detailed
head. Ordinarily, the group head “C--Works” takes the place of such of the
heads D, E,F,F (), G, H, J and L as are not separately provided for.

D. REGULATORS
Works (other than escapes and escape heads) for the regulation of supply.
E. Faus

Falls and rapids other than those required to maintain the depth of water for
navigation purposes.

F. River AND Hirr TorrENT WORKS

Aqueducts, superpassages, culverts, syphons, inlets, outlets and cross
drainage works, generally, when such works are in connection with river and
hill torrents.

F (I). Ortuer Cross DRAINAGE WORKS

Cross drainage works of the classes referred to under the head “F--River
and Hilis torrent works” when such works are in connection with drainage
other than that from river and hills torrents,
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G. BriDGES
Bridges, both road and railway, for crossing the canal, including subsidiary
works, e.g., approach roads, fencing gates, ghats, steps, etc.
H. EscApes

Masonry and earthwork connected with escapes (including escape heads).

I. NAVIGATION

Locks at head works and on the canal ; separate navigation channels and weirs
designed for maintaining the requisite depth of water for navigation purposes.

J. Mus

Water power plant (if a permanent fixture) and buildings in connection with
such plant ; also sluices and channels conducting water to and from the same.

K. BRumLbpiNgs

Permanent and temporary buildings (including staff quarters, offices, work-
shop, stations, etc., but excluding buildings for water-power) and station
drainages, roads, gardens, enclosure walls, conservancy works, etc.,
pertaining to buildings individually or collectively. In the case of maintenance
and repairs this head includes also taxes payable by Govemment and rents of
buildings hired by Government.

L. EARTHWORK

Excavation and emhankmenis for the channel, and its side roads, and service
roads, protective works for the bed and sides, trimming, turfing or revetting
slopes; retaining walls for embankments.

L (I). BOUNDARY AND SERVICE ROADS

This head may be opened to record the expenditure on side roads and service
roads separately, if it is not proposed to classify it under “L--Earthwork”.

M. PLANTATION

All regular plantation, including the cost of clearing land, transplanting
soil and planting trees.  Gardening charge in connection with buildings do not
fall under this head.
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N. TANKS AND RESERVOIRS

Earthwork, masonry, etc., on tanks and reservoirs (e. g. tail tanks), in
connection with canals other than tanks chargeable to “Head Works” in the case
of storage projects.

0. MIsCELLANEOUS

Works and services not falling under any other detailed head, includes
(1) experiments; (2) works in connection with irrigation outlets not debitable
to the head *“Water courses”; (3) distance marks; (4) boundary pillars, also
minor works constructed on the banks of canals or distributaries for the direct
delivery of water, includes also in the case of original works and of
extensions and improvements, charges for compensation not debitable to any
other detailed head.

P.  MAINTENANCE

All repair works prior to the opening of the revenue account for the project
on the section concerned.  This head appears only under “Works",

| STATEMENT C
Detailed classification of the minor head “Establishment”
This minor head is primarily divided as follows :--

Name of sub-division ) Remarks
(1) 2

I. Chife Engineer.

II. Special Officers .. s For consulting architects and other
special officers whose jurisdiction
extends beyond a single circle of
superintendence  or  other unit
prescribed for the pro rata distribu-
tion of establishment charges.
Fees.recovercd from outside bodies

other departments of the
Govemment for: serwccs rendered
by this estabhshment are takenin
reduction of the charges under the
sub-division.
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Name of sub-division

Remarks

2

(1)
II. Superintending Engineer
IV. Executive
V. Medical.

VI. Special surveys

VIl. Special Revenue

VIII. Deduct--
Recoveries.

Includes also special officers, ifany,

not falling under sub-division II.

Establishment charges of workshops

for which capital accounts are kept
should be kept distinct from other
charges, and recoveries on account
of work done in such workshops
foroutside bodies and other depart-
ments of the Government should be
taken in reduction of the charges.

Establishment employed on large

surveys for new irrigation, naviga-
tion, embankment or drainage
piojects,

Establishment employed entirely on the

revenue management of irrigation,
navigation,  embankment and
drainage projects, and on assessment,
etc., of revenue; includes also
plantation, steamer and water
regulation establishment, etc., and
charges debited by the civil
departments, for collection, etc., of
revenue,

For credits of all kinds on account of

(i) percentage or (ii) lump sum
recoveries for work done, but
excluding (a) fees for services
rendered by special officers, and
(b) recoveries for work done in

workshop, when such credits are -

adjustable as reduction of expendi-
ture, in accordance with the rules
regulating the treatment of recoveries
of expenditure in the accounts, v{de
Statement D. { e g
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Name of sub-division Remarks
(1) (2)

IX. Lump sum charges credit- Debits to the major head on account of
able to other Government,  establishment charges in cases in

Departments, etc. which such charges are not adjust-
able in the accounts of any particular
works.

X. Pensionary Charges .. This sub-division relates onlyto the

major heads “43”, “44” and “99”,

2. The sub-division Ito VII have below them, the following heads, with
such detailed heads as may be prescribed locally :--
(a) Pay of officers.
(b) Pay of establishment.
(c) Allowances, honoraria, etc.
(d) Qther charges.
(e) Deduct--Recoveries. For use only under sub-division IV (Workshop
Section).
An additional head, “Bonus”, may be opened, where necessary, for bonus
paid to non-pensionable subscribers to Provident Funds.
The heads (b) and (c) includes also the charges on account of divisional
accountants posted by the Accountant-General.

Note.--The general principles regulating the classification and incidence of pay, allowances,
leave-salaries, etc., of Government servants are contained in articles 31, 32 of and appendix 3 10
the Account Code, Velume L

STATEMENT D

Treatment of recoveries of expenditure in the accounts of the
public works officers '

1. The general directions for regulating the exhibition of recoveries of
expenditure Government accounts are given in chapter 5 of the Account Code,
Volumel. The following paragraphsindicate their application to public works
transactions. _

7. The general rule is that, subject to the provisions of article 75 of the
AccountCode, Volumel, all recoveries of expenditure appearing in the accounts
of public works officers should be treated as revenue receipts and not as minus

expenditure.

e
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Recoveries in respect of overpayments made during the current year,
however, should ordinarily be adjusted by deduction from the current year's
charge under the detailed head previously overcharged.

3. As an exception to the.general rule in paragraph 2 above, recoveries
under stock and other suspense accounts should be treated as reduction of
gross expenditure. The recoveries of expenditure on works in progress
comprising, inter alia, sale-proceed of surplus materials and plant acquired
specially for any work or of materials, received from dismantled structure,
may like wise be treated as reduction of expenditure, irrespective of whether
the estimates for the works make allowance for such recoveries or not. See

also paragraph 22.2.9.

4. Subject to the provisions of rule 5, recoveries on account of
establishment and tools and plant charges should be treated as follows :--

(i) Recoveries of establishment charges at percentage rates.--
These recoveries, in so far as they are effected from outside
bodies and from other departments of the Government, should be
adjusted by deduction from expenditure under the minor head
“Establishment”, Recoveries on account of works carried out on
behalf of other Govemments, however , should be treated as
revenue receipts.

(ii) Recoveries of tools and plant charges at percentage rates.--
Recoveries from other departments of the Governments should be
adjusted as reduction of expenditure under the minor head “Tools
and Plant”. All other recoveries should be treated as revenue
"receipts under the major head concerned.

(iii) Pro-rata share of the charges for joint establishment and tools
and plant.--The pro rata shares calculated at the end of the year
should be treated as reduction of expenditure under the minor head
“Establishment” and “Tools and Plant”, respectively, of the major
head to which the total charges were debited in the first
instance. (See also rule 21 of appendix 5 to the Maharashtra Public
Works Manual).

(iv) Recoveries on account of charges for leave and pension.--
When the recoveries on account of establishment charges, include,
as a distinct and separate factor, anelement of the charges for
leave and pension, the portion of the recoveries representing leave
should be treated as revenue receipts under the public works
major head concerned. Recoveries on account of pensionary
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contributions should, in the case of civil works, be credited to
“XLVIII--Contributions and Recoveries, towards Pensions and
other Retirement Benefit”, while such recoveries in the case of
Irrigation Department should be credited to the irrigation major
head concerned as receipts or recoveries of expenditure, according
as they relate to revenue or capital major heads. Incases, however,
in which the rates for leave and pension contributions are
combined, the recoveries in the case of civil works, should be taken
to “XLVII--Contributions and Recoveries towards Pensions and
other Retirement Benefit”, while such recoveries in the case of
Irrigation Department should be credited to the irrigation-major
heads concerned as revenue receipts.

5. Notwithstanding anything contained in these rules, receipts and recover-
ies on capital account in so far as they represent recoveries of expenditure
previously debited to a capital major head should be taken in reduction of
expenditure under the major head concerned.  For convenience of accounting
they should be treated as revenue receipts in the first instance and booked as
“Receipts and recoverics on capital account”. At the end of the month they
should be deducted from the account of the division or sub-division of the major
head concerned in a lump sum.

6. The recoveries of expenditure which are finally creditable as revenue
receipts, should be recorded under minor head “Recoveries of expenditure” of
the major head *“106--Minor Irrigation or 059--Public works”,  as the case may
be; while those which are adjustable in reduction of expenditure under the capital
major head, should appear under the minor head “Receipts and Recoveries on
Capital Account” of the capital major head concerned.

Note--The receipts on account of sale proceeds of land, buildings, apccial iguls and plani or athei
agspis puschased of consirvered At ihe east of o spesial project, may, at the discredon of
Governmenl, be taken in reduction of expenditure under the appropriate sub-heads subordinate to
the capital major head concemed.

7. Recoveries on account of cost of audit and accounts.--These
recoveries, when they are made in connection with work done for Railways,
Defence Services and Post and Telegraphs should be treated as reduction of
expenditure under “20-Audit”. Inthecase of work done for non-Government
bodies or individuals, such recoveries should be adjusted as receipts under
the minor head “Fees for Government Audit” subordinate to the major head
“LII--Miscellaneous”. See rule 12 of appendix 5 of the Maharashtra Public

Works Manual,




APPENDIX 2

(See note 1 below paragraph 4.2.1)
Divisional Accountant

The following extracts from chapter VII of the comptroller and Auditor-
General‘s Manual of Standing Orders are reproduced for general informa-
tion :—

¥ * * *

247. The divisioonal accountants are constituted in a separate cadre with
its own leave and training reserve under the administrative control of the
Accountant-General. This cadre is intended to provide one trained accountant
for each public works division or other independent executive charge and one for
each of certain appointments in the audit office.

* ¥ * *

253. Itis specific condition of the appointment that divisional accountants
are liable for service anywhere within the audit jurisdiction of the Accountant-
General including his own office and on their qualifying for appointment to the
Subordinate Accounts Service are liable for transfers to the offices of the
Comptroller and Auditor-General and the Ministry of Finance of the Central
Government.

* * * *

259. Theconditionsrequiring the passing of the examination in thevernacu-
lar that aply to subordinates in the Public Works Department, apply equally to
divisional accountants also.

260. All appointments to the divisional accountants cadre are made by
selection through the initial recruitment examination for divisional account-
ants, and confirmation in it is subject to a candidate fulfilling the following
conditions :—

(@) that, he has at his credit—
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(i) 18 months experience in the accounts work of divisional or
sub-divisional offices ;

(i) 6 months experience in the Works Audit Department of audit
office ;

(iii) 12 months continuous service on probation as divisional
accountant :

Provided that, the Accountant-General may, for special reasons, relax any of
these conditions ;

(b) that, he has passed the Divisional Test prescribed in paragraph 257 ; and
(c) that, the Accountant-General is satisfied that the probationer is
competentto hold independent charge of the accounts of adivisionand
considers him (from reports received from the Executive Engineer) fit
to hold the position of the senior member of the office establishment

of a divisional office.

* * * - *

262, The Accountant-General is the authority competent to'allow the annual
increment to divisional accountants on the time scaleof pay.  His approval may
be assumed unless an order withholding the increment has actually been
received.

262-A. Generally, the divisional accountants should be allowed to cross the
efficiency bar on the basis of their confidential reports supplemented by an oral
test in doubtful cases,if an authority empowered under Central Civil Services
(Classification, Control and Appeal) Rules to witlihold increment so
desires. The oral test may be held by the Accountant-General assisted by two
or three other officers. They should also be tried in heavy public works
divisions before allowing them to cross the bar. The cases of the divisional
accountartts about to cross the bar should be taken up six months before the
due date so that in doubtful casas the men concerned may be suitably
wamed. The final orders should be passed in the month in which the increment
which has the effect of crossing the bar, falls due.

263. Divisional accountants, when attached to the audit office are liable to
perform the duties of the supervising staff without claim for any special or
enhanced pay. The divisional accountants, who are appointed to hold charge
of Subordinate Accounts Service posts, will, however, draw. pay in the S. A.
S.Scale.
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264. Members of the divisional accountants cadre are eligible to qualifying
for appointment to the Subordinate Accounts Service subject to the conditions
governing appointments to that service, vide chapter V of the Comptroller
and Auditor-General‘s Manual of Standing Orders. Necessary facilities are
affordedby using the provision of paragraph253 and posting, from time to time,
a selected number of divisional accountants to work in the audit office.

Nore.—Divisional accountantsin the prescribed s cale of Rs. 130—10—250—EB—15—355
orreviseds cale of Rs. 180—10—290—EB—15—380—EB—15—440, are allowed on passing
the S.A.S.Examination, an addition of Rs. 5 to the ordinary rate of increment admissible to them.
The enhancement rate of increment will be allowed from the date following the last date on which
the examination ends and will be admissible only to those divisional accountants, who are bome on
the cadre administered by an Accountant-General, until they reach the stage of Rs. 250 in the
prescribed scale or Rs. 290 in the revised scale as the case may be.

265. The Accountant-General is responsible for maintaining the confidential
reports of the divisional accountants but as these accountants work largely under
the immediate supervision of the Public Works Department Officers, each divi-
sional officer will forward to the Accountant-General a confidential reports, in
form 108, on the work and conduct of his divisional accountant.—

(1) on the 1st of Apnl, each year and
(2) when the executive officer himself vacates the charge of the division.

A _separate report should be written on each divisional accountant who has
served under the divisional officer since the submission of the last report. The
report should be written in the divisional officer’s own handwriting and should
be forwarded by him confidentially to the Accountant-General by name, no copy
being kept in the divisional office. Any pointin which the accountant is specially
good should be mentioned, as also any defects of character or other shortcom-
ings. A considered opinion on the accountant’s reliability in all respects and
ability to manage the staff will be specially valuable.

In the case of an adverse report, the earliest opportunity should be taken by the
Accountant-General to verify the correctness or otherwise of the report. In such
case the inspecting officer of the Audit and Accounts Department should be
specially directed to form an independent opinion about the work and conduct
of the divisional accountant and to submit a special report to the Accountant-
General who would then form a correct estimate of the work and conduct of the
divisional accountant and would record his own opinion on the confidential

report.

Instructions contained in paragraph 99 (d) of the Comptroller and Auditor-

General’s Manual of Standing Orders apply mutatis mutandis to divisional
A—88-15-A
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accountants except that the reports containing adverse remarks will be commu-
nicated in writing to the persons concerned by the divisional officer to the extent
they are accepted by the Accountant-General. No report need be sent.on a
divisional accountant who has not served under the divisional officer for at least
three months, unless there is anything special wluch should be brought to the
notice of the Accountant-Generals.

The divisional accountant is himself responsible for drawing attention of the
divisional officer, in writing, to the provisions of this paragraph.

Nore.—Instructions contsined in paragraph 99-A (reproduced below) of the Comptroller and
Auditor-General's Manual of Standing orders apply also to divisional accountants :—

" Para. 99-A. Adverse entry relating to specific incident—

(i) Adverse entries relating to specific incidents should ordinarily not find a place in &'
confidential report unless, in the course of departmental proceeding a specific punishment
such as censure has been awarded on the basis of snch an incident.

(ii) Even if the reporting officer feels that although the matter is not important enough
to call for departmental proceedings, it is important enough to be mentioned specifically in
the confidential report of the officer concemed, he should before making such an entry,
satisfy himself that his conclusion has been arrived at only after a reasonable opportunity
has been given to the officer reponted on, to present his case relating to the incident.

(iii) Confidential report should, as a rule, give a'general appreciation of the character,
conduct and qualities of the officer reported on and reference to specific incidents should
be made, if at all, only by way of illustration 1o, suppon adverse comments of such general
nature, e.g., inefficiency, delay, lack of initiative or judgment, etc.”

* L] * L

268. Postings of divisional accountants to divisions are ordered by a Deputy
Accountant-General acting under the general control of the Accountant-Gen-
eral. Except in individual cases where a qualified divisional accountant is not
available and where a purely temporary arrangement is permissible, no person
who is not eligible to be appointed to the cadre of divisional accountants may be
posted 1o a division. Postings should also be designed to provide for a trained
accountant for each divisional office and, in particular for an experienced senior
accountant to new construction divisions or to divisions the accounts of which

“are either heavy or of a peculiar nature.

269. Subject, asfarasis practicable, to the expressed wishes of Superintend-
ing Engineer, transfers of divisional accountant from one divisional office to
another are made by Accoumam-Gcncral on his responsibility and at his

discretion.

* - * * *
A—88-15-B

B |
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270-A. The cadre of divisional accountantsineach office hasa selection grade
with effect from 1-4-1961 limited to 10 per cent of the strength of the cadre. The
scale of pay is Rs. 325—15—475. The actual number of posts in the selection
grade may be fixed and sanctioned from time to time by the Accountant-General
in accordance with paragraph 330. Promotions to the selection grade are to be
made on the basis of seniority-cum-merit. Persons who have not completed 10
years of service as divisional accountant should not ordinarily be considered for
promotion to the selection grade, The divisional accountants who are either
officiating in the S. A. S. or having passed the S. A. S. are awaiting promotion
tothe S. A. S. cadre should not also be considered for promotion to the selection
grade. The divisional accountants appointed to hold charge of S. A. S. posts kept
reserved for them may, however, be considered for such promotion.

Detailed instructions regarding the principles to be observed in to be entrusted
with charges which are heavier, more important and responsible than those
entrusted to the other divisional accountants.

Detailad insiructions regarding the prnciples to be obsérved in making pro-
motions to the selection grade and the mannerin which the selectionis to be made
will be issued by the Comptroller and Auditor-General from time to time.

271. Therelative provisions of chapter IV of the Comptroller and Auditor-
General’s Manual of Standing Orders on matters mentioned below apply mutatis
mutandis to divisional accountants.—

Re-employment of pensiorers ;
Verification of character and antecedents”;
Drawal of increments ;

Conduct, discipline, etc ;

Attachment of pay ;

Alteration in date of birth ;
Undertaking of private work ;
Broadcast talks ; :
Penalties ;

Petitions and memorials ;

Medical attendance ;

Superannuation and retirment;
Compulsory retirement ;

Dismissal, discharge and resignation ;
Compassionate gratutitic’s ;
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1

Accounts office associations ;
Gradation list ;.
Life and service tables.

t .
Nm_—An application for a grant from the compassionate fund to the family of the deceased

'ecocmtam should be submitted to and may be sanctioned only by the Government, Central or State,
under which he was actually serving at the time of his death.
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APPENDIX 3
(See note below paragraph 10.2.2)

Rules relating to the account of nominal muster-roll form.

1. A register in form 41 (P. W. 617) shall be maintained for watching the
receipt and disposal of nominal muster-roll forms in each of the divisional and
sub-divisional offices. This register should be in the custody of the store-
keeper or store-clerk as the case may be. _

2. The nominal muster-roll forms are machine-numbered in the press itself
before supply so as to obviate the scope for fraudulent use by subsitution, etc.
They should be entered in column (1) of the register immediately on receipt from
the press or divisional office as the case may be and remain in a secured place in
the custody of the store-keeper in the divisional office and store-clerk in the sub-
division.

3. Everyformshould beattested by the divisional officer beforeissue. The
divisional officer may sign sufficient number of forms at a time, say on the st
of every month, and keep them with the store-keeper of the Divisional Office for
being issued under the dated signature of the divisional accountant as and when
required on indent. In the case of blank forms issued to the sub-divisional
officers, they should be re-endorsed as issued to a particular subordinate under
the dated signature of the sub-divisional officer.

4. The blank forms which have been damaged or lost shall be written off
under the orders of the Superintending Engineer provided he is satisfied about
the genuineness of the loss and suitable action is taken against the defaulter.
Before writting off the Superintending Engineer should also ensure that no
entrics were made on the lost fonm or that there were no complications,

5. Columns meant for showing the cash vouchér, ¢ic., for use are o be
completed in respect of all forms so far sub-divisional register is concemed. In
the case of divisional office they will be filled in only against the forms issued
to divisional subordinates. -

6. A memo of review in form 38 (P. W. 576) should be pasted on the fly-leaf
of the register, which should be put up for review regularly to divisional officer
or sub-divisional officer as the case may be in the first week of every month.

7. The divisional accountant should test-check at least 10 per cent of the
entries in the register maintained in the sub-division at the time of its inspecticn
to see that the register is being properly maintained.



APPENDIX 4
(See note 1 below Paragraph 12.2.1)

Rules for the adjustment of transactions connected with stores obtained
through the India Stores Department, London

- 1. When the stores arrive, the suspense head ” Purchases " should be credited
in the manner prescribed in paragraph 12.2.1 and the accounts of the works
concerned or stock should be debited, with the cost of the quantities actually
received, the amount being determined by converting the invoiced sterling value
into rupees at the average rate of exchange (which will be communicated by the
Accountant-General) for the month in which the payment was made in England.

Nore.—If the month of payment is not known, the average rate of exchange for the month in which

the stores were despatched from England should be adopted provisionally, subject to adjumem on
receipt of the debit for payment.

2. When the debit for the payment for stores made in England, which will be
calculated in rupees at the average-rate of exchaige for the month of payment,
is receivad from the Accouniant-General, the head " Purchases ™ should be
debited and the head ” Public Works Remittances " credited (see note below
paragraph 12.2.4).

3. In case, the debit for the payment made in England is received before the
arrival of the stores, the suspense heads within the accounts of work or stock, viz.,
” Contractors—Other transactions/ Advance payments " should be operated
upon, suitable arrangements being made to watch the receipt of stores.

4. Indian charges (e. g., balance of sea freight and carriage and incidental
charges) should be debited direct to stock or works concerned, unless incurred
prior to the arrival of the stores in the division, in which cass thay should be ket
under suspense within the accounts of the work or stock (vide rule 3), and on
receipt of the stores, the debit should be transferred to the relevant sub-head of
the work of stock, while making the adjustment of cost, as laid down in rule 1.

5. A surcharge at the rate fixed by Government from time (o0 time, 10 COVeS
departmental expenses and marine insurance, is added by the High Commis-
sionier for India to the invoiced price (including freight) on all European stores
obtained through the India Stores Department, London, by State Governments,
commercial deparmaents including irrigation works, Government commercial
undertakings, local funds, private individuals, etc., in calculating the cost
" debitable to or recoverable from the various sources.
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Nome 1.—When under special arrangement, the contractor undertakes to deliver stores at an
Indian port and not at the stores office at London, the surcharge levisble will be only for
departmental charges.

Nore 2.—The extra charge for marine insurance covers the risk of losses during the voyage to
India and not losses between the ship's side and the shore.

Nore 3.—The adjustment of the surcharge is made by the High Commissioner for India. A similar
extra charge is made in India for stores imported from England for the Central Govemnment, but
eventually transferred to State Govemments, etc. In such cases, the amount of the surcharge is
credited in the central section of the accounts under “LII-Miscellaneous—Percentage chargeable
on European Stores for State Government, etc.”

Note 4.—In making recoveries from the agents of vessels on account of short delivery of stores,
the surcharge should not be added to the invoiced value of the stores (including freight).

6. The balances representing the value of stores received, for which no
debits for payments made in England have come to hand, should be watched
with a view to early clearance, special references being made at once to the
Accountant-General in such cases.

7. Balances due to short deliveries, etc., which cannot be cleared by recovery
of cost, are not adjustable, until their write off has been sanctioned by competent
authority.

8. The transactions relating to stores obtained through the India Stores
Department should be recorded in form 70 (P. W. 537), suspense regisier in the
manner prescribed in paragraph 12.2.6. In order to distinguish between the
purchases made through the India Stores Department from other purchases, the
former should be shown separately under the two classes of purchases mentioned
in paragraph 12.2.6.

9. Indents on the India Stores Department, London, should indicate the
detailed classification of the charge, which in the case of this department is
always “ Suspense-Purchases ” subordinate to the major head under which the
suspense head of the division is classified. 'See rule 1 above. In each case the
following particulars should be added :—

(1) Whether the charges are debiteble to State-Civil.
(2) Whether the expenditure is ” Charged (Non-voted)* or ” Voted *.
Thus in a division in which the stores obtained through the India Stores
Department are accounted for under the major head ™ 50-Public Works “ , an
indent for stores required partly for works of Government and partly for deposit
works, will be classified as shown below :—

259-Public Works—283-Housing and 337-Roads and Bridges.
Suspense—

Purchase—

State-Civil—

Voted / Charged.




APPENDIX 5

(See Paragraph 16.3.6)

Accounts rules relating to watercourses

1. Asa general rule, watercourses of irrigation, navigation, embankment and
drainage projects are not constructed by Government as integral parts of the
projects, the liability of Gvoernment being confined to the provision of the main
canal and of such branches and major and minor distributaries as may be decided

upon by competent authority from time to time. Accordingly, persons desiring
to use the water of acanal are required either to make their own arrangements for

the construction of the necessary water courses or to bear the charges that may

be incurred by the department in constructing them on their behalf. This

liability of the cultivators, or other persons benefiting by canal irrigation extends

also to works of improvements and repairs to watercourses and to construction

and repair of bridges, culverts or other works that may be required for the passage
of the water of such watercourses across any public road, drainage, channel, etc.

In the general interest of the cultivators, especially when a canal project, or an

integral part of it, is launched in a new locality and it is desired to affored special

facilities to the cultivators, with a view to the more rapid development of
irrigation, it may sometimes be decided by Government to layout and construct,
at the cost of Government in the first instance, the entire system of the main

watercourses required for a project or a substantial section of it, at the

outset. When this course is adopted, a scheme is simultaneously devised for

effecting recovery, in a number of years, of the additional burden thus thrown

on Government finances.  As no separate account can be kept satisfactorily
of the liabilities of each individual person benefited, usually the recovery takes

the form of a general enhancement of the water rates or the imposition of a special
acreagerate. The amount which it is usually sought, under such a scheme, to
recover in the aggregate, is the initial capital cost of the works (including such

cost of maintenance during construction as may be charged to the capital

account) plus the usual percentage charges referred to in appendix 5 to the

Maharashtra Public Works Manual plus the interest calculated at a rate fixed by
Govemment. In some cases, where an entire system of watercourses is con-_
structed by Government, it may, in the particular circumstances of the tract, be
decided by Government, that the whole or a portion of the cost of construction
Ye charged finally to the account of the project concerned, or the charge on
account of interest waived.
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2. Works outlay on watercourses, which may be incurred by public works
officers, will thus fall under the following distinct categories :—
(i) Recoverable from individual cultivators concerned in lump sumps
equivalent to the charges incurred on behalf of each.
(ii) Recoverable by a general levy whether for a specified or indefinite
period—
(a) when the actual recoveries are required to be set off against the -
outlay, '
(b) when the actual recoveries are not to be set off against the outlay.

(iii) Borne finally by Government.

Works of the first class are styled “ Takavi works " and the account rules
relating to them are given in chapter 16. This appendix deals only with works
of the other two classes.

3. In respect of sanctions to estimates, eic., all works in connection with
watercourses are treated like other works of the irrigation, navigation, embank-
ment and drainage project concemed, the expenditure being booked finally
under the appropriate detailed head subordinate to the head, " Watercourses “
After a work has been constructed, the cost of maintenance and repairs is, in all
cases, bome by the cultivators concerned.,

4. Recoveries actually made under clause (ii) of paragraph 2 should be shown
in the accounts as— ;

(a) receipts on the capital account of the project, if the levy takes the form
of a lump sum recovery of cost in one or more years, or

(b) revenue receipts of the project, if the levy takes the form of an
enhancement of revenue,

ths xact clagsification being determined by the form in which the recoveries are
made.

Note.—Recovery of outlay on watercourses where such recoveries have to be set off against the
outlay, may, at the discretion of Government, be taken in reduction of expenditure under the sub-
head, " Watercourses".

5. In cases falling under clause (ii) (a) of paragraph 2, the Accountant-
General, with a view to watch the progress of the recoveries, may be required to
maintain a suitable pro forma account without disturbing the booked accountsof
receipts and expenditure, the form of the account being determined in consulta-
tion with Government. [t will ordinarily be found sufficient to keep an account
merely in respect of the works outlay, the annual recoveries being distributed
rateably, as between works, interest etc., on a fixed basis determined once for all.




APPENDIX 6
[See Paragraph 17.2.1 (b) |

Detailed procedure to be followed by the public works divisional officers
for the settlement of inter-divisional transactions by cheques/bank drafts

(N. B—Though this procedure is primarily intended for transactions between public works
divisions rendering accounts to the same Acoountant-General, it can be applied, mutatis mutandis
to the transactions between divisions in different accounts circles.)

I—Originating debits
(1) Action in the division in which the transaction takes place.

All transactions relating to services rendered or supplies made by the division
should be classified under the head ™ T-Deposits and Advances Part IV-
Suspense-Cash Settlement Suspense Account-Transactions between divisions
rendering accounts to the same Accountant-General”. These transactions, asand
when they take place (at the end of the month in the case of stock transactions),
should be posted in a division-wise register of transactions adjusted under the
head " Cash Settlement Suspense Account* in form 109. On closing the monthly
accounts of the division, a copy of part I of form 109, which will have interleaved
perforated copies to be posted by the carbon process, should be sent to the
division concerned supported by all relevant vouchers [except those for work
done—see paragraph 17.2.6 (b) ] and the receipt of the cheque / bank draft should
be watched through the register referred to above. The cheque / bank draft, when
received, should be entered or the receipt side of the cash book, the entry being
classified as credit to the head ” Cash Settlement Suspense Account “, thus
clearing the original debitunder this head and sent to the tréasury for encashment
or for making the necessary adjustment of the cheque by debiting ” P.W.
Remittances-II-Public Works Cheques “ and crediting ” P. W. Remittance-I-
Remittances into treasuries”, In the divisional cash book, the remittance of
cheque /draft into the treasury will be charged off as a debit under ” P. W. Re-
mittances-Remittances into fréasuries.

(2) Action in the responding division

Immediately on receiptof the copy form 109 from the originating division, the
responding division should check that the connected vouchers (except those for
work done ) have been duly received . The same should then be entered in the
” Register of claims received * in form 110 and urgent arrangements made to
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obtained and send the cheque / draft with a distinct marking ” Payment by book
adjustment only “ along with a forwarding letter. On the cheque being issued,
the entry will appear on the payment side of the cash book as debit to the suspense
head“Purchases ” (in the case of stores received ) thus clearing the original credit
afforded to this head on receipt of the stores by debit to stock or work concerned,
as the case may be.

Itshould be ensured that the despatch of the cheque / bank draft is not delayed
beyond ten days of the receipt of the account. For this purpose, the divisional
officer should arrange to have the detailed verification of the claim completed
well within this period. In order to ensure smooth working all round, the cheque/

bank draft should always be for the full amount claimed by the division. Incases

where some mistake in calculation, etc., is detected in the course of check of the
account or an item clearly pertaining to another division has been wrongly
included in the account, the cheque /draft should be sent for the full amount and
the discrepancies should be simultaneously pointed out to the originating
division. Suchitems should be re-debited to the division concerned by including
them in the next monthly accountto be sentto the latter along with the supporting
vouchers, if any.

Nome 1.—In cases, where payments are to be made at a treasury with which the division is not
in account, the settlement should be made by bank drafts.

Nor 2.—Since the facility of cash settlement will be available to both the parties to a transaction,
the divisional officer to whom the supplies are made or on whom behalf the services are rendered,
will, made payments only on receipt of a claim from the other division. In other words, the divisional
officers will not be responsible for the settlement of both outward and inward claims (i. e., not
amount of credit and debit transactions).

(3) Clearance of thebalance under “ Cash Settlement
Suspense Account”

The transactions under this suspense head should be abstracted in part ITof the
division-wise register (form 110) and the figures of monthly debits and credits
agreed with those shown in the monthly account. At the close of the year, there
should normally be no balance under this suspense head. With this object in
view, a vigilant watch should be kept over the outstandings towards the close of
the year ard steps taken to have such transactions settled by the 31st
March. Theregister should be reviewed by the divisional officer monthly with
a view to see that the settlements are not unduly delayed.
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In order to ensure that the outstandings at the close of the year are reduced to
the minimum, the transactions occuring in March may be settled in stages, as

indicated below :--
(a) Transactions taking place during the  Claim to be preferred before 20th
period from 1st to 15th March. : March.

(b) transactions taking place during the Claim to be preferred before 25th
period from 16th to 23rd March. March.

Note.--l.hwgh the stock accounts are normally closed at the end of the month the summaries of
stock receipts and issues may be prepared and closed in stages, so as to ensure that the stock
transactions pertaining to March are also settled in stages, as indicated above.

(4) Review of registers.

The division-wise register of transactions adjusted under the head “ Cash .
Settlement Suspense Account ” and the register of claims received should be
submitted to the divisional officer monthly to enable him to see that--

(a) the registers are properly maintained ;
(b) there are no inward claims outstanding for more than 10 days, without

sufficient reasons ; and
(¢) prompt action is taken by the office to send the outward claims,

IL--Originating credits

(1) Action in the originating division

All transactions involving payments on account of cash recoveries, etc., made
by one division on behalf of another division, will be accounted forinitialty under
the head “P. W. Deposits-Miscellaneous Deposits ", pending settlement in
cash. The details of such transactions will be simultaneously posted in a
register in form 111. At the end of the month, a cheque / bank draft will be
drawn for the amount due and sent to the division concerned along with a copy
of form 111, which will have inter-leaved perforated copies to be posted by
carbon process. On the cheque being issued, the entry will appear on the
payment side of the cash book as debit to “ P. W. Deposits ”, thus clearing the
original credit, to this head.

(2) Action in the responding division

The cheque/bank draft when received in the division, will be credited to the
appropriate head/work in the cash book and sent to the treasury for making
nccessary adjustments on the lines indicated in paragraph I (1) above.
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Item
No.

FORM 1 (P. W. 512)
REGISTER OF DIVISIONAL ACCOGUNTANT'S OBJECTIONS

(Referred 10 in paragreph 4.2.3)
1Brief particulars of iy .
7y 28 Divisional officer’s :
the transaction or Nature of objection Amount placed Jes (with reason Remarks by the
orde.t p!acad under (Rules and orders under objection for not admitting A t-General
objection by the

divisional accountant

to be quoted)

the objection)

Nore.--This register will remain in the: personal custody of the divisional accountant except when submitted to the divisional officer under the
provisions of paragraph 4.2.3.
+Objection relating to transactions and oriers of subordinate officer which fall within the powers of the divisional officer to sanction, or confirm should
not be entered in this register.

97T
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FORM--2

HANDING OVER NOTE
(Referred to in paragraph 4.2.7)

Handing overnote of Shit . ..coceniniessi sy is s svanivysia

"Divisional ACCOUNANE . ... vvvtven et et vienreasransreeeannnnoesens

..................................... Divisionin.......cccvvvunns
Circles on his transfer/on his proceeding on leave etc.

No. Dated

Forwarded, with compliments, to the Accountant-General, Maharashtra
State (W.A.D.-W M. Section), Bombay.

Executive Engineer,
Division.
Authority for transfer of charge

Years. Months.

Total period spent in the division by the
relieved Divisional Accountant,




Notes by Remarks by Remarks by  Orders by

. ) the relieved the relieving the the
Serial Tiem ' divisional divisional divisional Accountant-
No. accountant accountant officer °  General b

- (1) i2) (3) ) (5) () %

1 Introduction about the charge: held (Names of sub-divisions with an
indication as 10 whether they are having drawing account or imprest
account should be given).

2 Has the relieved divisional accountant produced a copy of the duty-list of
each individual whose work he is expected 1o supervise 7 If so, attach
a copy.

3 Mention the date up to which divisional cash book is written and verified
by the divisional accountant.

8CC

4 Mention the date up to which divisional adjustment-book is written and
verified by the divisional acoountant. B

5 Mention the month of accoum mp to. which monthly accounts of the
division have been submitted W audit.

6 What is the explanation from the: relieved divisional accountant in case
accounts for the past period ame in arrears ?

7 Up to what month of account the following monthly schedules/retumns
have been submitted to audit 7'
(i) Form No. 88
(ii) Form No. 76
(iii) Form No. 103
(iv) Form No. 105
(v} Form No. 73




Vol 38—V

10

11

12

13

14

(In case of arrears the relieved divisional accountant should explain in
brief the rcasons for amrears. Similarly, the relieving divisional
accountant should specifically state the period during which schedules
which are in arrears may be expected by audit).

‘What is the up-to-date position of monthly audit-notes and rejoinders 1o
audit-notes received from the audit office 7 Give mom.hwlse. details of
pending audit-notes and rejoinders thereto.

‘What is the explanation from the relieved divisional accountant for delay,
if any, in disposal of the above item ?

‘What is the up-to-date position of outstanding inspection reports from the
Accountant-General, Maharashtra 7 Give details of outstanding paras,
yearwise along with the reasons for delay in senilement.

'What is the up-to-date position of outstanding inspection reports from the
Superintending Engincer or other higher administrative officer 7 Give
details of outstanding paras, yearwise, along with the reasons for delay in
settlement.

What is the up-to-date positicn of outstanding appendices to the inspection
reports, from the Accountant-General, Maharashira?  Give details of
outstanding appendices yearwise.

‘What is the explanation from the relieved divisional accountant for delay.
if any, in disposal of the above item ?

What are the important suggestions, points, etc., which were brought 1o the
notice of the relieved divisional accountant during the course of local audiy
or through monthly audit-notes from the Accountant-General and which
he would like to convey to the relieving divisional accountant for his
guidance ?

67T




1)

2

(€)]

4)

&)

(6)

H-91-88—V

16

17

19

22

23

What is the position of sub-divisional inspections carried out by the
relieved divisional accountant 7 Give the position of outstanding
inspection reports with the sub-divisions along with the period during
which the next inspection should be carried out by the relizving
divisional acoountant.

What important suggestions the relieved divisional accountant has to make
in regard 1o accounts-working in the sub-divisions 7

What is the up-to-date position of issue and receipt of monthly audit-notes
10 and from the sub-divisions 7 Autach a statement showing issue and
receipt of outstanding audit-notes in sub-divisionwise.

What is the explanation from the relieved divisional accountant for delay, if
any, in the issue and/or disposal of monthly audit-notes.

Has the relieved divisional accountant completed review of measurement
books ? If so, to what extent 7 In case, the review is not done ta the
required extent the relieved divisional accountant should explain the
reasons for non-compliance. The review register should be handed over
1o the relieving divisional accountant.

Is there any case where tenders have been duly opened but comparative
statement is still to be prepared 7 If so, in whose custody the tenders: are
at present 7 Give details of such tenders.

In whose custody the contracts and register of contracts remain in the
office ? By whom original contract files are handled in case of
necessity 7

How many bills of contractors, suppliers, elc., are pending on the date of
handing over, with the persons whose work the divisional acoountant is
supposed to supervise 7 Give details of such bills with & clear mention
of pending bills with the relieved divisional accountant along with reasons
for delay in passing.

Are there any Count attachments on contractor's/supplier's/Government
servant's claims in the division 7 Give details of each attachment.

0¢T




24 Give oetails of major works where matenials at site accounts are not
mainfained by the sub-divisions 7 (The relieved divisional accountant
shauld give a statement showing the position of each work mestioning
period up to which scrutiny is done of succh accounts). .

25 Up to what month of account the following registers maintained in account
bramch are completed and centified by the divisional accourtant ?

(i)' Register of Major and minor works,
(ii) Register of fixed charges.
(zii} Register of miscelfaneous sanctions.
(iv} Register of miscellaneous recoveries.
(¥) Register of audil-notes and inspection reporis of sub-
divisions.
(vi} Register of audit-notes from Accountani-General.
{vii) Register of liabilities.
(viiij Register of sanction 10 estimates.
(ix) Register of revenue resouces.
(x)J Register of rents of buildings and lands.
(xi} Register of contingent expenditure.
(nii) Register of deposits.
(aiil) Register of miscellancous public works advances.
(xiv) Register of interest bearing securities.
(xv) Kegister of adjustments.
(avi) Register of appropriations.
(xvii) Begister of check measurements by the Executive Engineer.
(xviii) Fegister of duplicate keys.
(nix) Register of ue and receipt books.
{(xx) Contractors* ledger.

26 What are the wantng documents, cash vouchers, adjustment vouchers,
schedules, retarns, due to Accountant-General, as on the date of handing
over change ? Special suggestions, if any, in regard to their carly
submission as also the efforts made by him during his tenure should be
given by the relieved divisional accountant.

|§%




(1) ) 3) ) (5) (6)

27 What.is the outstanding balance (along with the No. of jtems) in varicus
registers, viz., purchases, miscellaneous P. W. advances, deposit and
rent registers at the time of closing of monthly accounts immediately
preceding the month of transfer? State the effenis made by the
relieved divisional accountant towards clearance of these balances
since his taking over charge, ) : -

28 What is the position of application for funds, distribution of allotment etc.,
as on the date of handing over charge ?

29 Are establishment mauers dealt with in accounts branch 7 Quote
authoriity, if any, if a certain portion of establishment matter is transferred
to any other branch in the divisional office.

30 What is the total number of establishment (permanent, temporary, and
workcharged) in the division as on the date of handing over charge ?

(674

31 What is the total No. of clerks in accounts branch who-are dealing with
establishment matters ?

32 Is the calendar of increments due to permanent, temporary and workcharged
establishment prepared and brought up-to-date as on the date of handing
over charge ?

33 Up 1o what calendar month the increments due to establishment have been
granted by the Executive Engineer. 1f the increments are withheld in
cases of certain individual, such cases should be specfically mentioned.

34 How many pension cases which are due for submission are pending or under
correspondence as on the date of handing over charge ?  Give details.

3s How many pay fixation cases are pending in the division which require
verification ?  Give details.
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(1)

2

3

(4)

6))

(8)

42

43

45

47

49

51

52

Have the confidential repors of all the persons working in the accounts
branch been written 7

Are there any Government whicles and moving machinery on the books of
the division 7 Give details.

Are pro forma accounts mamtasined for such machineryand up to what period
they have been submirted te audit ? In case, pro forma accounts are not
maintained or their submiszsion is in arrears, reasons for non-compliance
should be stated. 2

Are any log books maintuimed for Government vehicles? Are they
verified by the relieved «divisional accountant at the time of iocal
inspections ? Any importamt points, defects, etc., noticed should be
mentioned.

Are any registers mainteined showing details of expenditure incurred on
each machinery on account wf their purchases, repairs, purchase of spare
parts, oils, etc. ?

What is the total stock limit of the division ?

Are the issue rates for all steck material fixed ?  Up to what period ?

Are the ledgers of tools and plan: anticles and scientific and mathexnatical
instruments maintained in the dirisional office 7 Up to what account

- period they have been verified by the divisional accountant 7

Are there any cases of shortages on account of stock materials, articles of
tools and plant, scientific and mathematical instruments eic., which the
relieved divisional accountars wiould like to pursue through the reliving
divisional accountant ?

Has the relieved divisional accoun znt 10 offer any special remarks in regard
to stores accounts, checking of siores, etc. 7

Up 10 what period the following, @nnual retums have been submitted to
respective authorities ?

(i) Stores accounts.
(i) Model indents.
(iii) Pro forma accounts.

1474
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Ui) to what period the following registers maintained by the stock-keeper

have been completed and verified by the divisional accountant ?

(i) Register of purchases.
(i) Register of works for tools and plant.
(iii} Register of stock.

(iv) Register showing purchase made without reference to central store s

purchasing office.

(v) Register showing repairs carried out to typewriters.

(vi) Register of stationery.

(vii) Register of measurement books.
(viii) Register of forms.

(ix) Register of cash-books.

Does the division manufacture any materials bome on stock 7 If so, wha
accounts are kept thereof and for what period these accounts mre
maintained and certified by the divisional accountant 7

Relieved
Divisional
Accountant

Relieving
Divistonal
Accountant

Executive
Engineer

4 %4

Deputy

Accountant
General (W)




FORM 3 (P. W. 509)
REGISTER OF TRANSFERS AWAITED

(Referred to in paragraph 5.4.3)
Wearsasinnaansaeyss
Reference to
adjustment
Reference to Particulars Name of work orf *Estimated Probable Dated Month Amount | Dated Re-
corresponidence head of account amount date of initials of in which adjusted | initials of| marks
etc. adjust- divisional adjusted | . divisional
ment account- account-
ant ant
o]
8] o) ®3) 4) (5) (6) @] ® &) 10 2
- Rs.| P. Rs. | P

*Sums credited 10 the division should be entered in column (4) as minus figures.




FORM 4 (Try. 7)
CHALAN
[ Referred to in paragraph 6.1.4 (b) ]

Treasury/Sub-treasury
Chalan of cash paid into the F —
State/Resrve Bank of India

To be filled in by the remitter To be filled in by the departmental
officer or the treasury
By whom tendered (Name)
Head of
Name (or designation) and account
address of the person on
whose behalf money is paid. Order to the Bank o
Correct. Receive and grant receipt. ﬁ
Date
Full particulars of the reminance and the authority (if any) Amount
Rs. P
Signature and full designation of the
officer ordering the money to be paid.
Total .. To be used only in the case of remittance
Si to bank through an officer of the Govem-
Signature. et

(In words Rupees)

Received payment Date
Treasurer. Accountant Treasury Officer/Agent.




Amount Panticulars Amount

Particulars
Rs. | P.

Rs. | P.
Brought forward

Notes (with details) Coin

Cheques {with details)

Carried over Total

Notes.-(1) In the case of payments at the treasury, receipts for sums less than Rs. 300 do not require the signature of the treasury officer but only of
the accountant and the treasurer.  Receipts for cash and cheques paid for service stamps should always be signed (Rule 120 of the Bombay Treasury

Rules) by wreasury officer.

(2) Paniculars of money tendered should be given.
(3) Incases where direct credits at bank are permissible, the column “Head of account™ will be filled in by the treasury officer or the accounts officer,

as the case may be, on receipt of the bank's daily sheet,

8¢C
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FORM 5(P. W. 643)
(Not TraNSFERABLE)
RECEIPT FOR PAYMENT TO GOVERNMENT

(Referred to in paragraph 6.3.1)

Book No. Receipt No.

Place Date

Division-- '

Sub-division .

Received .from the soms of
Rs. ( )

on account of

Cashier or Accountant.

Signature and
designation of the receiving officer.




FORM 6
(Referred to in paragraph 6.3.1)

Government of Maharashtra

FORM 6
(Referred to in paragraph 6.3.1)

Government of Maharashtra

.............. Depanment tieneenea....Depantment.
Cash Memo CASH MEMO FOR GOODS SOLD BY GOVERNMENT
R PR TR Division. Date @ f ....... . ... .Division. Date
N Sub-Division. cvese-v.s...Sub-Division.
Book No. Receipt No. Book No. Receipt No.
Name and address of customer Name and address of customer
Particulars |Quantity | Unit | Rate ~ Amount Particulars Quantity Unit Rate | Amount
Rs. |P. Rs.|P. m Rs. | P. Rs. |P.
Sales tax Sales tax
Total amount Total amount

Total amount in words
Entered in cash book.
Salesman. Divl. Officer/Sub-divl. Officer.

Total amount in words
Received the above amount.
Salesman

N. B. (1) Goods once sold will neither be replaced
nor taken back.

(2) Government's responsibility ceases as soon as

the goods leave the premises.

N.B. (1) Goeds once sold will neither be replaced nor taken back.
(2) Government's responsibility ceases as soon as the goods
leave the premises.

ove



FORM 7 (GEN. 250)
REGISTER OF CHEQUES

(Referred to in paragraph 6.3.2)

From Name of the -On what Date of Date of Divisional
Serial Date aof whom bank and cheque Amount account despatch adjust- officer's Remark
No. receipt Recd. No. and date to be to the ment initials
creditéd bank
(1) 2 . 3) “4) 5) (6) Q)] (®) ) (10)
Rs. | P

874
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FORM 8 (P. W. 585)

(Not TraNsFERABLE)

RECEIPT FOR PAYMENT TO GOVERNMENT

T.R. Book No,
Division
Sub-division
Reccived from
Rs.

on accouni of

Cashier or Head Clerk

(Referred 10 in paragraph 6.3.3)

Receipt No.
Place
Date

the sum of

. Signamlre and
designation of the receiving
officer.
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FORM 10 (P. W. 488)
CASH BOOK
(Referred 1o in paragraph 6.6.1)
Notes printed on the Fly-leaf

‘1. The cassh book contains two money columns, headed (1) “Cash™ and (2) “Bank or treasury™,
on the payment side to distinguish between payments made by cheque from those made out of the
cash in chest. When, however, a cheque is drawn to replenish the chést, its number and amount
should be entered on the payment side in the “Bank or treasury” columns Nos. 10 and 11, and the
amount only on the receipt side as “Cash fromtreasury™ in the single “Cash” column No. 4. The
amount of a cancelled chequq should be shown by a special writeback entry, as a minus figure on
the payment side in the “Bank or treasury” column. A counter reference should be given in the
cash book, against the original, to the second entry of the cheque. The issue of a new cheque in
lieu of time-expired or lost cheque should be entered on the date of issue in red ink in the cash book
but not in the column for payment, a counter reference being given in either case against the original
entry in the cash book.

2. Every entry must be concidse,. The date, the number of voucher, if any, the the name of
the work, and such a brief narration as will indicate unmistakahly the nature of the transaction must
be entered against each item.  The amount debitable or creditable 1o each separate work, head of
account, or contractor or other person should be entered separately, and the amounts to be posted
by the divisional office into the abstract book or schedules of account under each prescribed head
of account should be distinctly brought out opposite the entries in columns 5 and 12, headed
“Classification of receipts™ and “Classification of charges”. No receipt or payment other than of
“Cash™ as defined in paragraph 6.1.1 of the Code should be entered in the cash book. A deduction
made at the time of payment, creditable to a work or head of account other than that to which the
payment itself is debitable should, however, be entered on the receipt side of the cash book.

3. Transactions must be entered in the cash book as soon as they occur and strictly in the order
of occurrence.  If, however, owing to the absence of the disbursinf officer on tour a cheque issued
by him, whilst in camp, is entered in the cash book maintained at his headquarters on a subsequent
date, the actual date of issue of the cheque should be noted in the cash book as the denominator of
a fraction the numerator of which will be the date on which the transaction is incorporated in the

- book. A similar procedure should be observed when the double transaction relatin to the

realisation of miscellaneous cash receipts by a subordinate and their payment directly into treasury
is incorporated in the cash book of the superior disbursing officer on receipt of the receipted chalan
of the treasury from the subordinate, as prescribed in paragraph 6.3.3 of the Code.

4. Itis a serios irmegularity to draw cheques and deposit them in the cash chest at the close of
the year for the purpose of showing the full amount of grant as utilised or o keep the cash book open
after the 31st of March and make disbursements in April entering them in the cash book as having

beenr made in March.

5. Acknowledgments of payments should, as far as possible, be taken at the time-of payments

and on one of the printed forms prescribed for the purpose.  They should be numbered consecu-
tively in a separate series for each month and the serial number of each voucher should be entered

in the cash book as soon as the payment transaction is entered in it.
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6. Whenan imprest is first given the fact should be noted in red ink, in the cash book of the
disbursing officer giving:it, in the column “To whom paid" but the amount should not be entered
49 an actual payment, as it will still form a portion of the cash book balance of the disbursing officer
making the advance, If however, a cheque is drawn, its amount muat be shown on both sides of
the cash book, vide note 1 above.  Any subsequent increases or decreases in the amount should
be noted similarly, the increases on the payment side and the decreases on the recsipt side.

7. In'posting transactions from imprest accounts the recouping disbursing officer should enter
in his cash book only the total for each work or head of account as brought out in the abstract, which
should be prepared in his own office, onthe reverse of the imprest account.

8. All psyments must be debited atonce to the work or service on aceount of which they are
made. Money advanced to a subordinate for disbursement to labourers, etc., at a distance should
be noted in the cash book in red ink as a temporary advancé, in the manner followed when regular
imprests are first made ; and when the subordinate retums the duly certified muster rolls, ete., with
the unpaid wages, if any, the amounts actually paid should be debited to the works or services
concemed, the amount unpaid beirig retumed into the cash balance. A similar procedure should -
be observed when the dlsbmins officer removes cashfrom his chest and takes it with hun on tour
for disbursement. .

9, %manadvmcepnmnferiumadewaﬁovemmm servant from the cash in the hands
of the disburting officer pending recoupment When the bill is encashed subsequently, the amount
thus advanced should not be entered as a fingl transaction in the cash book but recorded as &
temporary advance so that the amount may conunue w fonn part of the cash balance for whichthe
dlsbursmg officer is responsible.

: 10 The procedum for dealing with ume-expmd cancelled and lost cheques is pmscnbed in
. paragraphs 6.2.13 and 6.2.14 of the Code. 3

.1 Thecashbalances,atmcmdormemmm shouldbedmxledmanoteamnefootoﬁhcmsh
book under the following items :-- 3
Rs. p.
_ Cashin chest ..
Imprest with ..
- ‘Tempon:y advance wnh
Advance on transferto ..

' Tota]cashbalmoc. .-

12.  If the disbursing officer draws on more than one district or sub-treasury orthe bank, the total
amount of cheques drawn during the month on each {excluding the amount of cancelled cheques),
should be recorded in another note at the foot of the cash book. :

" 13.  Cash book should have their pages machine-numbered. ~ As far as possible no lines should
‘be left blank, but if any space on a page of the cash book has to beleft blank owing to the whole of
the other page of the same folio being written up completely, a diagonal line should be drawn:-to
cancel the blank space, so that it may not be possible to make any subsequent entries
therein. Interpolauon of entries should be avoided, as far as possible, but when it becomes
necessary tomake any entries between two ruled lines or tomake any additions to, or interpolations
between entries already made, such additions should invariably be attested by the dated initial of
the disbursing officer. ~
A—88-17-A P ' : Co.
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< 3 FORM 10 (P. W. 488) . -
. L (Referred to in paragraph 6:6.1)
ft B . ’ . 5 : :
R s dDbnriony, CEINDOOK DY visi s ouysy i iy S S VA s A for the monthof. . . . ... s L
Receipt-side Payment side
PAYMENT
o A : : ; Bank or tmu-:iur_'y
Date 'Nov.' of From ‘Amount Classifica-]  Date of ‘No. of . To Cash No.of | "Amount | Classifi-
of ‘voucher | whom tion of payment | voucher whom cheque . cation
receipt "ot received. receipts . ’ paid (with No. of
& receipt etc. " etc. - of cheque charges
) ~ book): % i
[¢9) @ .3 @) 5 (6) _M 8 (&) (10) (1 (12)
' Rs..|P Rs| P.| Rs.| P.
: ¥ =
’ - 2,
e 5 &
. v ~

4 4
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v 5 : FORMLI (P. W. 484)
1 m w _ ‘CASH BALANCE REPORT -
' [Referred to in paragraph 6. 66]
Parr 1 --Slalement of the actual balance of cash in thé hands of -
] . - -on the Of
L — : and of xmpre.m and rempomry advauces with
| subordinates. : - .
. : ' : o Remarks and explantion
 Description ; No, Amount - | . forlarge balances, etc.
o - |l e | @
. . - i ) 1
Cheques recwed in favour of self, but|, Rs.| P. .
not cashed. ' 2
Drafts not cashed s Fws R .
Deposttsml-al.l recei | ) * F
Notes * y pl k™ 2o o S *As detailed below :--
Ha].f -rupees Ve o]
- "Quarter-rupees .
Ten.paise piecés i
Five paise pieces . o 7
Three paise pieces o e
Two paise pieces ok o, . G
" One paisa pieces . T gl e S
Revenue stamps i & : :
**A Total cash in chest .| . © 1 ** (In words),
Add amount of imprests and temporary ' . '
| advances shdwn.below e
‘ - Grand total balance as pgr cash' book

" £

Part H --1Statement of imprests and :emparary advances with subordmates on the

et

day 0f :

: = asign ' ) Amountof Explanatiom when an imprest-:

} Name and designation of I imprestor exceeds the prescribed maxi-
3 subordinate temporary - mum of Rs. 1,000 and

o . advance authority for rising or
= ' . reducmg the u'nprest x
o @. - ' (3)

] Toml .A ) . P ) - . ) 4 . .‘

L4

1 Imprests and temporary advinces should be detailed scparately

(Szgmmre)

Dated. 4 _ : (Rank) : N




248 -

FORM 12 (P. W. 485)
IMPREST CASH ACCOUN'I'-
. : (Referred to in paragraphs 6.6.9 and 6.6. 1I2}
(This form is printed in two jr'a:'is and bound in book form) )
~ Note printed on the Fly-leaf

- T . 1. Govemment servants entrusted with imprests or temporary advances should maintain and . *
render accounts of their disbursements therefrom in this form. |

2. The round sum with which an impfest cash account is opened should be entered atonce in
g red ink in column 5, “Total”. The due and manner of ihe remittance, and, if recouped by cheque
and chequq book number should also be entered, column 3 being wutilised for the lauer
purpose. The disbursements from this imprest should be entered daily as they are made, clearly
and in full detail and from time tolime-as the imprest-holder finds its necessary, as also a few days
before the due date for the monthly closing of the cash book of the disbursing officer from whom
the imprest is held, the sccount should be closed and balanced, the right-hand and half-page being a
cut off and sent to the disbursing officer, and the counterfoil retained by the imprest-holder. The .
- account should be supported by voucher in proper form, for each payment, numbered and attached
v to the account £6 as to correspond with the order of the entries in column 2, *Voucher No.”  "The
) sumé recerved, from time 1o lime, in recoupment of the imprest should be entered in column 5 in
. . red ink-in the same way as the fixed amount with which the account was first opened, ,

3. “The account should not contain any entries of receipts other than the opening entry of the
fixed imprest and the subsequent recoupments of expenditure, or any entries of expenditure other
than those paid directly by the imprest-holder hunself from the amount of his unpms&

4 Money mccwedbyunpmst-hoidersonbeha]fuf Govemmem is notto be mixed up with their
imprast cash, or brought into the imprest cash book but should be disposed of in the manner
prescribed in paragraph 63 Jof the Code. ~ - -,

5. Tofacilitatethe abst:acr.mg of charges by the recouping disbursmg ofﬁoer the rnprest-holder
must invariably enter in column 3, along with other particulars of payment, the name of the waork,
¢lc., to which each payment is debitable 2nd also the name of the contractor or other person, if any,
from whom the.amount paid is recoverable, Column 6is intended for the head of account to which
cach payment relates and should be left blank by the imprest-holder. The date and manner of
recoupment, and, if recouped by cheque and cheque book number should be entered by the -
recouping disbursing officer on every imprest account disposed of by him, also a note of increase,
reduction, or withdrawl, when suchoccure - When the account is mwrpomled in his own cash book,
it should be numbered to correspond with the voucher number quoted in the cash book, s0.a3 to be
o readily traceable from it.

+ 6 . Temporary advances should also be accountes for in this form, but the account of these
advances should be quite distinct fram those for imprests.




-

s ¥ R
) - R . .
FORM 12 (P.'W.485) o
IMPREST CASH ACCOUNT A
[Referred to in paragraphs 6.6.9 and 6.6.12) : : '
Impra.rrcamaccoun:af....-.“.'.,......_m_ - :
Amount of ' _ x i'
_Month and Voucher Transactions cach | Total Headof - b
dac . No, _ payment .| aceount _
(1) @ .. 6 “) & | @ !
. - : ‘ i
" Rs.|P. |-Rs|P L
_f . Abstract of charges
T
- Names of 5
works |
] .il
. i
Total : o A P : .

. NB.-This abstract will be printed at the back of each form and should be filled inby thesub +
divisional officer when the imprest-holder receives money | from. him and in oiher cases by the $ -

dwls:ona.l officer.
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FORM 13 (P. W. 508)

BOOK

=

Cheque

REGISTER OF

Receipt

- e T L

[Referred 1o in paragraph 6.7.5] .

irRway
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FORM 14 (P. W. 532)
_ TRANSFER ENTRY ORDER
- g 2 (Referred to in paragraph 7.1.2)
v N - Dated *-
o+ paigadant ofvhe tasssstitns

Reasons for transfer.

FORM 14 (P. W. 532)
. TRANSFER ENTRY ORDER I
[Referred to in paragraph 7.12]

= -

" To be credited to

.

Rs. .' = P

_~ To be debited to .

-+ Initials of the officer . )
initiating the transfer entry’ -

. No. . " Daed
Adjusted i the accoUnts for ... ........ e ’
vide transfer entry , item No. -
. — $, - : :
_ : “, - Debits - _ Credits
- *Particulars of the : - ) . ;
tran_saaion with - Mame of i _ B Name of work or : : i
redsons for the pro- | werk orh "Amount | head of account | Arhourit -
posed adjustment of account 2 o - ’
| Rs.| P ' S Rs.| P. .
Dated signature of ~ ~  Dated signature of the Dated signature and
Diyisional Accountant. b A Divisional Officer. - designation of the

. initiating officer. -
; i

- *A transfer entry should st forth such explanation of the correction or adjustment I

" proposed to be made as would establish clearly the correctness and necessity of thie entry.” In

. ¢ases of corrections inwolving a reduction in the charges against the estimate of a work, it is
essential not only that full paiticulars of the vouchers and accounts in which.the emroneous
chargesorigirily appeared are specified but also that the circumstances in which the charges
were allocated' wrongly under the estimate for the work are set forth clearly. it is not
sufficient to state that the charges were erroneously classified previously.
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’ h I‘ORMIG (P. W. 542)

STATEMENT OF RENTS RECOVERABLE IN CASH OR BY
: DEDUCTIONS FROM PAY BILLS

[Referred to in paragraph 8.3.4]
Name of division: { T Name of canal etc: :
Major head to be credited .
- Name, rank and Amount To be filled in by
Register office of occupant, due to the treasury or other
No. | Name of with rates of his end of disbursing’officer
of building | pay and allowances s

building as knowntothe - | O Remarks with-
divisional officer "Amount | date and other

P recovered - | particulars of
. during | changes in the
y rate of emolu-
! ments shown
in zalumn (3)

| o o @ | 6 ®

Rs.| P. Rs.| P.

Forwardedtothe.... .....o.vvvun.. (treasury or other disbursing officer) with reference
to Rule 227 of the Bombay Treasury Rules. : )
Dated - Divisional Officer.
Completed and retumed to'the Officer-in-charge, . ...........oveeusvus vun oo Division. -

Centified that the pay and allowances of the tenants named herein remained unchénged during

the month, and that no arrears of emoluments were paid to them dunng the previous month except
as indicated in column (6).

Dated . ‘ - 2 Treasury or other disbursing officer,




- FORMI7 (Gen. 185)

STATEMENT SHOWTNIE PARTICULARS OF OCCUPATION ‘OF GOVERNMENT RESIDEN'I'IAL BUILDINGS

: c s s (HNCU'L.'D]NG LEASED RESIDENCES) FOR THE MONTH OF ....ovini.

[Referréd 1o in note 5 below paragrmph 8.3.4]

‘Ttem

O]

No.

Particulars " of

residential
building

)

- Name of occupam

3)

Designation

(4)

Period of |_
O'Dl:u[ialion :

3

Emolumentg
for the month

)

If rept-free

authority for

rent-free

. occupation

M

Remarks

L3

®
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i *FORM 19 (P. W. 501 or 502)
REGISTER OF REVENUE REALISED '
% [Referred t6 in paragraph 8.5.1]
* . § Name of system : % 1Major Head :
Reference| Item Particulars tWater |$Owners | $Water | $Sales of $Plenta- | FOulier -tWal.er $Naviga-
“ o No, : rates” rates | supply to waler “tion canal. | .power tion
Voucher towns produce
'No.
18)] @) @) (4) (-f”) ©) Q)] @®)
I Rs. P.|Rs. P.| Rs. P.| Rs. P[Rs. .| Rs. P.| Re. P|Rs P

Amount ©  brought
_ from last month.

Transactions  of. the month
* Total for.the month Y

. Total up-to-date carried over
to the following month.

forward

9T




Recoveries 'of expenditare

Refe- Item Panticulars $Rents | 3Fines Esta- Tools Other (#Miscella| Total
rence to No. | - - - ' . blish- |and plant| re- | neous
Voucher ment re- coveries ’
No. re- coveries Sl
covefies ' :
N (9 (10) (11) (12) (13) (14) (15)
] Rs. P.|Rs. P.| Rs. P.| Rs. P.| Rs. P| Rs. P| Rs. PV
Amount brought for-

ward from last month.

Transactions of. the
month.
Total for the month. ..

.Total up-to-date carried

over to the following
month.

Deduct "Net
i refunds
Rs. P. IRs. P.

" *This form is also used for maintaining the detailed accounts of--(1) Refemds of revenue, and (2) Rccapts and recoveries on capital account.
+When a major head is divided into parts, e.g., the head XXXIV, a separate register of revenue should be kept for each pan. Receipis

- works referred to in paragraph 22.4.6 should be posted in separate registers for each item.
4These columns are intended for the minor heads (and detailed hnds, if my} subordinate 10 the minor head concemed. The eumplrs gwen

are those relating to the major head XXXV.

§To be used cnly in respect of pmjem for which capital and revenue accounts are kept.

pertaining to (@) Military Engineer Services works, (&) Indian Air Force works, (c) Posts and Telegraph works and (d) Archaological

LST




FORM 20 (P. W.504)

REGISTER OF RENTS OF BUILDINGS AN'D LANDS

- [Referred to in paragraph 8.5. 5]
. . " By whom occupied - S(tmf:drd ':")“ April and so on
- o imn 1 -

_Register Particulars of . - . i - ;

number of property Arrears * .

building (including class ' . Pay and . from '

orland . ‘and name in case . Name, rank and - allow- Autho- | FKate | -last Assess- | fReali- | Balance
o7 of buildings) office  ances |  rity : year ment | sation 2
") @ (3) ). | (%) (6) () (8)- (9) (10)
’ JRs. - Rs.' :
¥ ¥
Dated initials of the divisional accountant. Dated initials of the divisional officer
Abﬁl:ract of total reaiiéations, i
R . Recoveries how effected DR . ‘Rent of Other
: ] ' : _| buildings | rents - | Total
*C Cash rea.hsod in the’ dl\nSlpn g 5
*A Recoveries in the Defence, Posts and Telcgraph and Rallway ‘accounts mrclcs ad}usted n the thwsmnalx .
accounts. : M " ' .
T Recmenes Lunder other accounts cu'cies e s s o - e ¥ ey _ ' :
4l Total Sa

*If there be any items of minus realisations: (note below paragmph 8.5.7) during & monlh the ﬁgums to be entered agamsr. i 2 MAand“T™

should be divided into 21tems each--i.e;, (1) Gross, and (2) Deduct--refunds, so asto factlllateths postmg of the register of refunds of revmue (paragraphs
8.5.1 and 8.5.2),

1The entry made in this column under e.ar.:h moruh should me made in black ink and mdmea!h it be noted in ink of another colour amount mahsed
' dunng the year up-to-date. .

86T
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Anticle--

Code No.—

Unit--

., Issue rate--

BIN CARD

264

. FORM 26

[Referred to in paragraph 9.2.13]

from--

from-- |

Maximum stock-- ®

Minimum stock--

Ordering level--

Signature of

’

the issuing officer

Date

1

" Reference to
statement of stock

receiptsfindent Yor stores

@

+ . Quantity

(©)

@

Balance

&)

Initials
store keeper

iectional
officer -

©)

Remark

m

T e
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- o ' : : o
N FORM 29 -
_ _ . SUMMARY OF STOCK RECEIPTS : > . .
Ce ) : 2 [Referred to in paragupﬁ 9.2.30] ' Y
Division-- : : 7 " Namé of sub-head-- C o " Month . - .
Sej-ial - " Date No. of statement of Value debitable to - ; . Remarks inclﬁdi_ng reference to voucher
No. “ . ) stock receipis ; stock K ; .+ inthe case of items paid for -
; . ' |- _ during the month -
() @ ' _ A3) @) : ' )
‘ )
" \ (=)
~
Note--A separate sumrhary should be prepared for each sub-head of stock and the value of all the sub-heads abstracted on ;nmbér sheet.
* e - . P 5 . P
¢ !
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o ! ) - ’ TR g N A
FORM3L - g ' o
STOCK LEDGER .. .
. _ : " [Referred to in parugraphi 9.2.32] Anicle-- . - -
d o _ ‘. e Maximum--
o S . e o : N Minimum--
- _ 4 o : - Ordering level--
Sub-division—- . R S o S No.—
o . R . e . : REE : ) Ul'li.l"-- i3 5
. : N ' Issue rate- | from —— —
Section-- - . ’ z " ! from ———————
g _ _ : | No. of statement : Receipt:
Serial Date " From whom received/ of stock receipis/ — — :
" 'No. |~ - to whom issued indent for | Quantity Rate . Value Inci- Total ’
- s - * stores . 1 . g dentals - 5 o
| . ' Ne) I @ (5) " (6) m ®) © Ly 8
_ Reference to payment S EE .| Remarks ificluding
Issue . 3 B # voucher or E ' ].nl;lals of N reference to
) L A alar : adjustment of debit | Initials of |. the divisional " Serial No. of
= 2 . _ — : poster " accountant item 10 which -
Quantity " Value Quantity Value * No.  Dae . excessfshort . -
. _ . % 3 [P SV e ¥ s amount paid, if
. . Cw o any, relates
a0y .| an a2y (13) 4 ' (5 ae) an
i L




. 7
g - 'FORM 32 (P. W. 556)
- ) e S L . .. -SURVEY:REPORT OF STORES
e G nen § ' ) _ " [Referred to in paragraph 9.2.40] : R A
Division-- - Report of the survey of stores whiclt have b_ecorﬁe unserviceable . -
: - g # Valur on the books . - Remarks by the ’ E PR )
2 R : - ' - dfficer-in-charge Remarks or Orders of the
o Number. . | Description of S ] Daeof | explaining the .| orders of the|  Superintend-
& or- articles” i . ' recengi .- cause of the a'ni.clc; diﬁsimd ing Engineer
" quantity _ ' Rate | Amount 5 . becoming * ) ofﬁper 2
. 4 - _ unserviceable : ‘ _ Y
() ) @ 1. @ | @ 11 (6 . - (8):
Rs. | P.| Rs. [P :
No. ; . Bated the _ ' _ No. . dated the ¢
. : . N : ) . .
: Submitted to the Sﬁberintending Engineer, Rﬂumed to the Divisional Officer for necessary
.................... Circle, for erders, Wllh reference 1o, para- ) action as A per orders noted above. :
graph 421 of the M P. W, Manual. -
S . . Divisional Ojicer.' i : #y 'I _ Super intending Engineer -
T P - - .
- - o r - e — oG W ek - ,.!- sk g




FORM33 . ' : o o

. STATEMENT OF TOOLS AND PLANT RECEIPTS
[Referred to in paragraph 9.3.4] o .
A - Sub-division-- ‘ .
Purchase!supply order . -
" “orindent - .| ; - :
L 2R . _ . Source of Name of anticle* 'Quantity Unit
Date Invoice/R. R, No. No. © Date *~ receipt s .
> . .. - : ) . . ' : . :
@) - NC) £ “) & : ) : 7 ®)
r i N
: o
it
. Reference ;.0 payment voucher S s
‘ : ; - or adjustment of debit : 0

Amount . Incidental .- Amount Tools and . — tRemarks in- -

i charges including - plant ledger No. . Date . | cluding result

incidental - «folic ' i of test check by

: charges superior officer - -
©) a0 (i) ) ey |- ae : (%)
. - -

“Thcganiclcs to be entered in column (6) should be grouped by the prescribed sub-head of classification, vide paragrdph 9.3.7.
_ +The” entries in respect of receipt book of articles lent or'sent out (vide paragiaph 9.3.4) should be distinguished from-others by quoting
" references to the original entries in the indemt of tools and plant in this column. - o o




FORM 34 _ ok

P ~ -7 INDENT FOR TOOLS AND PLANT : ‘ ]
: 3 . . [Referred to in paragraph 9.3.5]- T o

No. - ' .» : ' ' ' '
Date-- L < : ) - : . . g .
Division-- _ ; s © - r .
Sub-Division-- ; % : o e :

’ ' | ailent o wels sud planes 2

to an on........ —
) . - - ) C - Sub-division - :
R . Quantity ' - ' ’ Name of work/job with
Serial - Name of anticle* Unit Rate Amount Headof |  name of contractor from
No. o ' Indented  Issued ; |  account whom value is recoverable i
w | @ 1, & . @, ) (6) 0] ®) ©)
Name of person . Dated | Date of issue Date Offmﬁi?ipl i Dated " Dated

to whorn the .signature of and signature and signature | T.and P. signature of signature of Remarkst

articles are to. indenting of the  ofthe ledger * the ledger the divisional.

be delivered officer with Supplying . receiver * folio No. keeper accountant

- designation officer with - ' ; ’
L designation ' e : ) - _
(10 an T 13 . (14) . as) (16) an

"n'le articles to be entered in column () should be grouped by the prescribed sub- heads of classification, vide paragrspll 9.3.7.

t+The entries in nspect of articles lemt or sent out (vide aragraph933) should be dlstmgur.s‘hed from others by. a suitable re;nark in
this oolumn. )

r



Name of sub-division-- -

FORM 35 (P. W.531)
REGISTER OF TOOLS AND PLANT

[Referred to in paragraph 9.3.7]
"Part I.--Articles in hand

Year ending September
= - Receipts * )
% T '
2 o
. : Z 8
A %Q v !
D . Nan:[eﬂf ‘g Jd x5 o :s"
SEE R A R AR IF R NSNS R
£ = B g 5] ; = I oy A
18 |zl |s|&|E|E|2|B|F|E|F|5|8 |22
(@ & @@ e |ole]lo|lwm]|a|a|a]|a]|a]| a|an

ELT -




274

-

@ | 4 [©n | (60 |0 [ | 0 [ |60 | (€D | (2D | (D | (02 | (61) | (8D (2} @ |
-t zlel2lEe]cE > AR F |
Tl | ElE|E| 8| E|8 3 |5|F 8 |F|¢|¢ Il ¢
» r - 3 TR L i 3 g 3 g e e |.
b = g g m. [T '
. e W“ 1 - . ™ Joourey -

8

3. -

& |
- . 4 ‘0t ganssy ® _ T

pruor—-(Igs M °'d) S€ WHOd




87) _ 0 |6 [6n |wn |. @ |
| .o |3 2| > < | g 2|z o | = z | o . =
- §lgg |E| 2| |- F|2|F |8 ElE|E|E1¢8 |8 §
gl 2& 5| % =l E§| 3|8 |8 |% z
] a : v m. _ v ..\M ’ a m Sa[oTUE JO e

W: W . — . . ' SOWRU I

_ . s uos1ad 1910

m. 8 ¥ ‘ . ¥ . . -10 10PEINU0D

i Jo sureN
v supa)
= ,
5 3
, On [ [en | (@ an D] @ | ® | W | ®. ] 6 [ 0| (@© @ D
] m ] & E2 : 3 | 8 8 g w m ~ soplue JO Z :

' m m. . m. m. G a saweu yim o

% ’ g | uosiad zayi0

. m. - s Lt = 10 1012erjuod

. : - -~ & Jo sweN

s1qQaQ _ ' . _-_ -
- mo juas 40 Juz] .Q..._..u.gb&Eu- Sajonay--] 1Dg -
‘pruod-(1£5°M "d) SE WHOJ K




. FORM 35 (P. W. 531)--contd.

. Part Ill.--Shortages awaiting adjustment ) il
o .
. - 2 e S ) Remarks including action
‘Serial Name of person. Name of anticle | Number found . Reference to recovery - taken for the clearance of
No. or division short - or shortage outstanding for
: e write off : " more than 3 months
Q) @ ®) @ 5 HO® ©6) ;
g i N
¥ ~J
(=)}
T '
E

Centified (1) that part I of this retum i$ compleie account of all imperishable articles for which this account is required to-be maintained under
paragraph 9.3.2 of the Code; (2) that, with the exceplidns noted, the articles shown in Part I of this retun have, during the year ending September,
been counted by ine or the persons named below.  (3) that, I have satisfied myself that the closing belance of part I, actually represents articles lent'
orsent out for repairs which could not for good reasons, be retumed by the end of September, and ~ (4) that the shoriages detailed in pan Il are receiving
attentionr, and delays of more than three months in the clearance of individual items have been explained against them in column (6).

s

Signature of Sub-divisional Officer,
Date : B .- : Signature of Divisional Officer.
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FORM 37 (P. W. ©37)

LEDGER FOR TOOLS AND PLANT

[Referred 10 in paragraph 9.3.9]

q-61-88—V

Month and
date

1

Voucher or
indent

No.

@

Description Receipts Issues

3) ) 4) (5)

Balance

)

Remarks

0]

8LT
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FORM 38 (P. W. 576)

MEMO OF REVIEW
[Referred 10 in paragraph 9.3.9]
Year--
Division--
Dated Initials of
Moot et Divisional Divisional Remarks
accountant officer
) : @ €] 4)
April
May
June
.
July
August
Scptember
October
November
December
Janvary
Fehruary
Ma;ch

March Supplementary
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FORM 39 (P. W. 533)
STATEMENT OF RECEIPTS, ISSUES AND BALANCES OF ROAD METAL

[Referred to in paragraph 9.4.1]
Division-- Sub-division--
Roap ForM To LENGTH KILOMETRES
Month--
Actual
check by
Measurement
No. of] Nature | Opening | Received| Total | Expend- [ Clos-
KM. of balance | during ed dur- ing Re-
metal the ing the | balance marks*
month month
Date | Result

) @ ® |'® (&) ©) Q) @ | O 10

Total

|
* The action taken in respect of deficiencies should be indicated in this column.

4__
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FORM 40 (P. W. 1)
NOMINAL MUSTER-ROLL

[Referred to in paragraph 10.2.2]

Division--
Sub-division--
Departmental head--
Service head--

Period--

Cash-book Voucher No.

Nominal muster-roll No. of daily labour employed on

Issued to the Sub-divisional Officer, on

Divisional Accountant.

Issued to the Mistry/Karkun ifc on

Clerk Sub-divisional Officer.

Completed M. R. received in the sub-divisional office on

Clerk Sub-divisional Officer.

ALLOCATION AND DATES OF PAYMENT

Amounts paid on
Unclaimed | Total

wages

SeHal Name of work
No.

Total




282

Part-I--Nominal Roll

Description | Serial Names (grouped according to Father's name
No. Classes)
(M @) _ @) @

i

1. Compared with daily labour reports and found correct.

2. Checked arithmetically and found correct.

Date : Clerk.

Dated signature of the person maintaining
the muster-roll.
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Part I--Nominal Roll

Residence

Dates

Daily Total

Dated initials of person
marking the attendance.

Dated initials of the ins-
pecting officer.

Dated signature of the
Sectional Officer.



284

Part I--Nominal Roll

Total Rate Amount Dated Dated initials
No. per acknowledge- and remarks Acquittance
of day - ment of the of the paying
days payee officer made
al the time
of payment
() @ @) @) ©) (6)
Total

B Payees identified and payments on this page witnessed by me.
Signature : |
Designation

* Any recoveries on account of fines, etc., should be noted in red ink below the total
amount worked out in this column and the net amount to be paid struck off.

e
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Passed for Rs. ( )
(Signature)
Dated (Rank),
Rs.
Grand totai of this muster-roll

Deduct :--Payment not made, as per details
transferred to register of arrears--Part IL

Balance paid (in words) Rupees.

Dated ~ (Signature)
‘ (Rarik).

(Part I1--Details of unpaid wages to be transferred
to the register of arrears of wages)

Deseriptici Seqnal No. Name Father's name
) Reference
Residence No. of days Rate Amount o the page of
the register
of arrears of
wages
Total arrears
-
(Signature)

Dated (Rank).
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Part Ili--Details of measurements of work done by the labour

Deseription of Deduct
work {cach distinct quantity
itern of wark gro- Quantity shown Balance Unit Rate | Amount
uped by sanctioned in the
sub-head where last
necessary muster
roll
(m @ &) 4 (5) (6) )

1. Measurements were recorded by (name and designation) in messuremeni haok
No, pages and checked 10% by the sub-divisional officer

2. Certified that the expenditure incurred 1s commmensurate with the outtum,

Dated signature of the overseer.

Compared with measurement book and found Approved.
correct.
Dated initials of the clerk. Dated signature of the S.D. Q.
Transacion of roadside matenal entered in Expenditure entered in the register of
the statement of receipts, issues and balances expenditure and liability and in the
of road metal. works abstracts of the respective works.
Dated initials of the clerk. J Dated initials of the clerk.

Note.--Columns (2) to (4) to be filled in when the work is susceptible of measurements.




FORM 41 (P. W. 617)

REGISTER OF NOMINAL MUSTER ROLL
[Referred to in the note below paragraph 10.2.2)

S. No.

of the

muster
roll

m

Indent
No.
with
date

2)

Date
of

issue

€]

Divisional
‘To whom issued Reference 10 Used for accountant's
the letter
Name Dated initials acknowledging
of the the receipt C.V.No. | Amount Sub-divi-
divisional (if forms are and sional
accountant sent by post) month officer’s
or initials of the nitials
persons to
whom issued
(a4 (3) (6> 9 (8)

&)

Re-

marks

L8T

(10




FORM 42 (P. W. 439)
DAILY LABOUR REPORT

[Referred w0 in paragraph 10.2.3 (d)]

Daily report for the day of
Work on which Kind of labour with rate of wages Approximate
employed quantity of
work done
1
Sub-division

To--The S. D. O.

Signature of subordinate.

88T




Name of work--

FORM 43 (P. W. 108)

REGISTER OF ARREARS OF WAGES

[Referred 1o in paragraph 10.2.3 (e)]

Voucher to S. Voucher
which the No. under which
arrears as arrears are Dated
pertain Period of | Description | per | Name Father's | Residence | No. | Daily| Amo- paid initials
muster of labour M. name of | rate | unt of the
C.V. Month roll R. days C.V.{Month| S.D.O.
No. No.
0] @ 3) 4) &) ) )] (8) ® | aoy| an a2z | a3 (14)

687



FORM 44 (P. W, 199)
BILL FOR ARREARS OF WAGES
[Referred o in paragraph 10.2.3 (f)]

067

Division-- Cash-book Voucher Mo.
Sub-division-- Month
Fohio
No. of
Name of work the Voucher to Description S. No. Name Father's name
arrears which the of labour as per M. R.
regis- arrear pertains
ter
1) 2) 3 4 (%) ® €]
Dated initials
Residence No. of Daily rate Arnount Dated scknowiedgment Witness of the officer
days of the payee making
payment
(8) ©) (10) (i (12) (13) (14)
Total

Sub-divisional Officer,
Sub-division.
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Transaction of roadside materials

entered in the statement of receipts,
issues and balances of road metal,

Clerk. Accountant.

[For use in divisional office]

Checked

Divisional
Accountant,

Accounts clerk.

FORM 46 (P. W. 412) _
FIRST AND FINAL BILL
(Referred to in paragraph 10.2.10)

Division--

Sub-division--

Cash-book Voucher No.

For

Name of contractor/piece-worker/
supplier

" Agreement/Rate _list/Requisition

No. . of

Name of work--

(For uwse in  Accountant

General's office)
Audited Reviewed.
Auditor Superintendent
Gazetted Officer
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Transactions of road side materials
entered in the statement of
receipts, issues and balanccs
of road metal.

Clerk. Accountant.
[For use in divisional office]

Checked.

Divisional
Accounts clerk, Accountant.
A—88-20-B

e ————

FORM 47 (P. W. 410)

RUNNING ACCOUNT EBILL
(Referred to in paragraph 10.2.11)
Division--

Sub-division--

Cash-book Voucher No.
for

Namc of contraclor or supplier--
Name of work--
Serial No. of this bill--

No. and date of previous bill for
this work--

Reference to agreement--

Accepted by--

Date of written order to commence
work--

Date of completion as stipulated in
the contract--

Extension granted up (o

Date of actual completion of

work--
Contractor's ledger folio No.
[For use in Accountant-
General’s office]
Audited. Reviewed.
. Superintendent.
Auditor. Gazetted officer,
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Part I--account of work executed

Advance payments for work Quantity Items of work (grouped
done not yet measured executed under sub-heads or sub-works
up-to-date of estimate)
Total as Since Total as per
per previous | up-to-date measure-
previous il ment
" bill book
1) ) 3) 4) (5)
(D) (B) Total

Figure (D) in words
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Part [--contd,
Rate Unit Payment on the basis
of actual measurements
Up-to- Since Remarks [with Reasons for
date previous delay in adjusting payments
bill shown in column (1) ]
(6) Q) ®) ©) (10)

Total value of work
done 1o date. (A)

Deduct value of work
shown on previous
bill.

Nei value of work
since previous bill (F)
Figure (F) in words.
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Part l--Account of secured advances allowed on the security of materials brought

to site
Quantity Deduct | Quantity Full rate
out- quantity out- as assessed
standing utilized standing by the
from in work | including divi- Description of materials
previous | measured | quantity sional
bill since brought officer
previous to site
bill since
previous
bill
1) @ (€) “ 5)
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Pt ll--cont.
Reference to
divisional Reasons for
officer's non-clearance
Unit Reduced rate at Up-to-date written orders of advance
which advance Amount of authorising when out-
is made advance the advance standing for
more than
No. Date three months
(6) Q)] 8) )] (10) (11)

Total amount outstanding as
per this bill ©

Deduct--Amount  outstanding
as per entry (C) of previous
bill.

Net amount since previous bill
(E)

Figure (E) in words.
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Part Iil--Certificates and signatures

Entries in columns (4) to (9)) of part I are based on measurements recorded by
(umu and designation) -
in M. book No. pages and
dla‘.ked % by the Sub-Divisional Officer on .~

2. Certified (i) that in addition to and quite apart from the quantities of work actually executed
as shown in column (4) of pant I, some work has been actually done in connection with several items
and the value of such work (after deducting therefrom the proportionate amount of secured
advance, if any, ultimately recoverable on account of the quantities of materials used therein) is in
no case less than the advance payments as per column (3) of part I, made or proposed to be made
for the convenience of the contractor, in anticipation of, and subject to the results o[ detailed
measurements, which will be made as s00n as possible,

3. Certified (i) that the plus quantities of materials shown in column (3) of pant I above
have been actually brought by the contractor 20-the site of the work and the contractor has not
previously received any advance on their security (ii) that these materials are of an imperishable
nature and are all required by the contractor foruse in the work in connection with items for which
rates for finished work have been agreed upon, and (iii) that a formal agreement in form 50 signed
and execnted by the contractor in accordance with paragraph 10.2.19 of the M. P. W. A. Code,is
recorded in the divisional office.

* Dated signature of
J officer preparing the bill.

Dated signature of the contractor. Dated signature of
officer authorising payment.

* This signature i:s necessary only when the officer preparing the billis not the officer authorising
payment.
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Part IV--Memorandum of payments

1. Total value of work actually measured, as per pant I, cclumn 8, entry (A). | Rs. | P.
2. Total up-to-date advance payments for work not yet measured as per part I,
column 3, entry (B).
3. Total up-to-date secured advances on security of materials, as per pan II,
column §, entry (C).
4. Total (iems 1+2+3).
5. Deduct--amounts withheld : Rs.| P.
5
(a) From previous bill as per last
Figures for running account bill . .
works (b) Fromthisbill .. ..
abstract 6. Balance,i.e.up-to-date (ltem 4--5) (K) -
payments.
B LB 7. Total amount of payments already made as per
entry (K) of last running account bill No.
of forwarded with account for
8. Payments now to be made, as Rs.| P.
detailed below :--
(@) Byrcovery of Rs. p. _}
amounts credit- (a)
able 1o this
work :-- J
Total 5 (b)+8 (a) (G)
By recovery of
amounts credit-
(b) able to other (b)
works or heads
of account.
(a) By cheque
Total 8 (b)+(c) (H)
Pay Rs.* ( ) by chequefcash
* Here specify the net amount payable (Ttem 8(c),] Dated initals af the
disbursing officer
Received Rs. ( ) as per above-
memorandum on account of this work.
Dated Stamp ”
Witness.

Full signature of the contractor

Paid by me, vide cheque No.
Dated initials of the person actually making the payments.

dated

Part V-.Remarks

[This space is reserved for any remarks the disbursing officer or the divisional officer may
wish 10 record.in respect of the execution of the work, check of measurements or the state of
contractor’s accounts. ]
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FORM 48 (P. W. 409)
HAND RECEIPT
(Referred to in paragraph 10.2.12)

Division-- Sub-division--
Name of payee-- ' Name of work--
Cash-book Voucher No. dated
Pay bycashRs. ( )} E.E.
Pay by cheque Rs. ( ) S.D.O.

Purpose for which payment is made :--

Received from the the sum of
Stamp
Dated
Signature of payee
Witness Paid by me.

Dated initials of the person making payment.
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" FORM 49 (P. W. 498)

ACCOUNT OF PETTY CONTRACTORS

- (Referred to in paragraph 10.2.13)

Division-

Month--

No. of this account--
Name of work--

Cash-book Voucher No.--

.

Name of contractor and
reference to agreement

Items of work
{(zrouped unde:
sub-heads and
sub-works of
estimate)

@

Work done

Up-lo-date

Reference to recorded
measurements and date

3

M. Book

Page

Date

*Final and intermediate transactions should be arranged in two groups, each being totalled

separalely.
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FORM 49 (P. W. 498)--cont.

- Work done
Deduct value Net value
Up-to-date of work of work
shown on since
previous previous
Quantity Rate Unit Amount bill bill
) (3) (6) Q) | *(8) )]
Tolal intermediate transactions
Tolal for accounts affected by the
month’s transactions.
A&i total for open accounts not
affected by this month’s transactions as
per details on back.
Grand Total
A
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FORM 49 (P. W. 498)--cont.

Payments made
To end of Balance
previous months ) due to
During the Total contractor
Cash month
book Amount
voucher
‘No. ‘and
date
(10) *(11) 1(12) (13) __(14)
[ |
C
Deduct “ up-to-date " totals of accounts closing
during the month. )
Net “up-to-date” totals of accounts remaining

open at the close of the month.
D

*Totals A and C of eolumns (8) and (11) should agree, respectively, with entries B and D of the
last account.

#In the case of works the accounts of which are kept by sub-heads, the amounts relating to all
items falling under the same “ sub-head” should be totalled in red ink.
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FORM 49 (P. W. 498)--cont.

Payee's Dated Dated - Mode of
acknowledgement signature certificate payment
with date of witness of disburse- in cash or cheque
ments No. and date
15) *(16) t(17) (18)
. Total of column12 in words--
Pay Rs. ( ) in cash and Rs. ( ) by cheque.

Date
t1Signature of the officer prepa-
ring the account and rank.
Dated Signature of the officer autho-
rising payment ard rank.

*Payment should be attested by some known person when the payee's acknowledgment is given
by a mark, seal or thumb-impression.

1The person actually making the payment should initial (and date) in this column, against each
payment.

F1This signature is necessary only when the officer authorising payment is not the Officer who
prepares the account.
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FORM 49 (P. W. 498)--contd.

Detalils of all open accounts not affected by this month’s transactions

Total of | - Reference to last
Name of Value of payments iransaction Remarks
contractor | work done made
up-to-date up-to-date Month Voucher No.
(1) (2) (©)) 4 &) (6)

Dated ' : Signature of officer preparing the account.
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FORM 50 (P. W. 447)
INDENTURE FOR SECURED ADVANCES

(Referred to in paragraph 10.2.19)
(For use in cases in which the contract is for finished work and the contractor has entered into
an agreement/or the execution of a certain specified quantity of work in a given time.) :

THE INDENTURE made the day of
BETWEEN
(hereinafter called the Contractor which expression
shall where the context so admits or implies be deemed to include his executors adminstrators and
assigns) of the one pant and THE GOVERNOR OF MAHARASHTRA (hereinafier called the
Govemor of Maharashtra which expression shall where the context so admils or implies be deemed
to include his successors in office and assigns) of the other part.

WIHEREAS by an agreement dated (hereinafter-called the said agreement)
the contractor has agreed.

AND WHEREAS the contractor has applied to the Governor of Maharashtra that he be allowed
advances on the security of materials absolutely belonging to him and brought by him to the site of
the works the subject of 1he said agreement for use in the construction of such of the works as he
has undertaken to execute at rates fixed for the finished work (inclusive of the cost of material and
labour and other charges) AND WHEREAS the Govemor of Maharashtra has agreed to advance
1o the contractor the sum of Rupees.
on the aforesaid security and has reserved 10 himself the option of making any further advance or
advances on security of aforesaid nature the quantities and other particulars of the materials on the
security of which the advance or advances are made being detailed in Pan II of the nmning account
bill for the said works signed at the time being by the contractor on. 3

NOW THIS INDENTURE WITNESSETH that in pursuance of the said agreement and in
consideration of the sum of Rupees
on or before the execution of these presents paid to the contractor by the Govemnor of Maharashtra
(the receipt whereof the contractor doth hereby acknowledge) and of such further advances (if any)
as may be made to him as aforesaid the contractor doth hereby convenant and agree with the
Govemnor of Maharashtra and declared as follows :--

(1) That the said sum of Rupees so advanced by the Governor
of Maharashtra to the contractor as aforesaid and all or any further sum or sums advanced as
aforesaid shall be employed by the contractor in or towards expediting the execution of the said
works and for no other purpose whatsoever.

(2) That the materials detailed in the said running account bill which have been offered to and
accepted by the Govemor of Maharashtra as security are absolutely the contractor’s own property
and free from encumbrances of any kind and the contractor will not make any application for or
receive a further advance on the security of materials which are not absolutely his own propenty
and free from encumbrances of any kind and the contractor indemnifies the Govemor of
Maharashtra against all claims to any materials in respect of which an advance has been made
to him as aforesaid. '
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(3) That the materials detsiled in the said running account bill and all other materials on
the security of which any further advance or advances may hereafter be made as aforesaid
(hereinafter called the said materiais) shall be used by the coniractor solely in the execution
of the said works in accordance with the directions of the Divisional Officer,

Division (hereinafter called the Divisional Officer) and in the terms of the said agreement.

(4) That the contractor shall make at his own cost all necessary and adequate arrangement for
the proper watch, safe custody and protection against all risks of the said materials and that until
used in construction as aforesaid, the said materials shall remain at the site of the said works in
the contractor’s custody and on his own responsibility and shall at all times be open 1o inspection
by the divisional officer or any officer authorized by him. In the event of the said materials or
any part thereof being stolen, destroyed or damaged the contractor will forthwith replace the same
with other materials of like quality or repair and make good the same as required by the divisional
officer.

(5) Thatthe said materials shall not on any account be removed from the site of the said works
except with the written permission of the divisional officer or 2n officer authorized by him on that
behalf.

(6) That the advances shall be repayable in full when or before the contractor receives payment
from the Govemor of Maharashtra of the price payable to him for the said works under the ierms
and the provisions of Uie said agreement provided that if any imermediate paymenis are made in
the contractor on account of work done then on the occasion of each such payment the Goveror
of Maharashtra will be at liberty to make a recovery from the contractor’s bill for such payment
by deducting therefrom the value of the said materials then actually used in the construction and
in respeat of which recovery was not been made previously the value for this purpose being
determined in respect of each description of materials st the rates at which the amounts of the
advances made under these presents were calculated.

(7) Thatif the contractor shall at any time made any default in the performance or observance
in #ny respect of any of the terms and provisions of the said agreement or of these presents the
total amount of the advance or advances that may still be owing to the Govenor of Maharashtra
shallimmediately on the happening of such default be repayable by the contractor to the Govemor
of Maharashtra together with interest thereon at twelve per cent per annum from the date or
respective dates of such advance to the date of repayment and with all costs, charges, damages
and expenses incurred by the Governor of Maharashtra in or for the recovery thereof or the
enforcement of this security or otherwise by reason of the default of the contractor and the
contractor hereby covenants and agrees with the Govemor of Maharashtra to repay and pay the

same respectively to him accordingly.

(8) That the contractor hereby charges all the said matcrials with the repayment to the
Govemor of Maharashtra of the said sum of Rs. and any further sum or
sums advanced as aforesaid and all costs, charges, damages and expenses payable under
these presents PROVIDED ALWAYS and it is hereby agreed and declared that notwithstanding
anyihing in te said agreement and without prejudice to the powers contained therein if and
whenever the covenant for payment and repayment hereinbefore contained shall become
enforcable and the money owing shall not be paid in accordance therewith the Govemor of
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Maharashtra may at any time thereafier adopl all or any of the following courses as he may
deem best :--

(a) Seize and utilize the said materials or any part thereof in the completion of the said
works on behalf of the contractor in accordance with the provisions in that behalf contained |
in the said agreement debiting the contractor with the actual cost of effecting such completion
and the amount due in respect of advances under these presents and crediting the contractor
with the value of work done as if he had carried it out in accordance with the said agreement
and at the rates thereby provided. If the balance is against the contractor he is to pay same
1o the Govemor of Maharashtra on demand.

(b) Retmove and sell by public auction the seized materials or any part thereof and out of
the moneys arising from the sale retain all the sums aforesaid repayable or payable to the
Govemor of Maharashtra under these presents and pay over the surplus (if any) to the

(c) Deduct allor any part of the money owing out of the security deposits or any sum due
to the contractor under the said agreement.

(9) That except in the event of such default on the part of the contractor as aforesaid interest
on the said advance shall not be payable.

. (10) That in the event of any conflict between the provisions of these presents and the said
agreement the provisions of these presents shall prevail and in the event of any dispute or
difference arising over the construction or effect of these presents the settlement of which has not
been hereinbefore expressly provided for the same shall be referred to the Superintending
Engineer, Circle, whose decision shall be final and the provisions of
theindian Arbitration Act for the time being in force shall apply to any such reference.

IN WITNESS WHEREOF thesaid. .................. A o e e s by the

order and under the direction of the Govemnor of Maharashtra have heteunw set their respective

hands the day and year first above writien.

Signed, sealed and delivered by
the said contractor in the presence of

Signature--
Witness Name--
Address--
Signed by
the order and direction of the Govemnor of
Maharashtra in the presence of

Signature--

Witness Name--

: Address--
A—88-21-A
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FORM $0-A
DEED OF PLEDGE
[Referred to in note 1 below paragraph 10.2.21 (c) ]

mwrporpled under the Indian Compames Act, 1913 (VII of 1913)
Companies Act,
———————— and having its registered office at. .. ..............cciiiiin hereinafter
1956 (I of 1956)

referred to as “the Contractor” (Which expression shall where the context does not so admit include
its sucessors) of the one pat AND THE GOVERNOR OF MAHARASHTRA exercising the
executive power of the Govemment of the State of Maharashtra hereinafter referred to as “the
Govemnment” (which expression shall where the context does not so admit, include his successors

and assigns) of the other par.
WHEREAS by an Agreement datedthe...........oviivinonn.n. dayof.........ovvun
19. 0o v nns expressed to be made between the Contractor of the one part and the Govemment of

the other part (hereinafter referred to as “the said Agreement”) the Contractor has undertaken to
execute and carry oul certain work as mentioned therein (hereinafter referred to as “the said work™);

AND WHEREAS the Contractor applied to the Govemment in accordance with the terms of the
said Agreement for a loan, i. e. advance 1o the Contractor of the sum of Rs. ........ e s
on the security of plant, engines, machinery, tools, spare parts and implements helonging to him/
them/it and brought by the Contractor W the site of the said work for the purpose of executing the

said work ;
AND WHEREAS the Govemment has accordingly agreed to lend and advance to the Contractor
thesumofRs. .................. on the security of pledge of the plant, engine, machinery, tools,

spare parts and equipment belonging to the Contractor and brought by the Contractor to the site of
the said work short particular whereof are set forth in the schedule hereunder written (hereinafter
referred to as “the said Anicles”).

NOW THIS AGREEMENT WITNESSETH as follows :

1. Inconsiderationof theloanof Rs. .............. advanced by the Govemment to the
Contractor prior to the execution of these presents (the receipt whereof the Contractor doth hereby
admit and acknowledge) the Contractor doth hereby covenant with the Government that the
Contractor will repay to the Government the said loan* with interest thereon at the rate of ... . ... .
......... per annum till payment at the time and in the manner and within the period stipulated
in the said Agreement.

2. Notwithstanding what is hereinsbove st=tad the whole of the said sum of Rs. ..........
(RUPEEE! v v wacscivis wiimsiacs o it S e s SR 08 .} with interest at the rate aforesaid
shall forthwith become due snd payable by the Cmmclor 1o the Govemment immediately on the
happening of any one of the following events that is to say--

(a) ifinthe opinionofthe.......coovvviiiinnieiienniienenanss fwhose decision thereon
will be final and binding on the Contractor, the Contractor has failed to maintain satisfactory
progress in execution of the said work last accepted by the Executive Engineer ;

* Note.--Delete provision for interest if the loan is interest-free.

" Designation of officer.
A—88-21-B

B I
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(&) if the Contractor fails to bring on the site of the said work and put into operation the
machinery agreed to be brought on the site the Contractor ;

(c) if and when the said Agreemem' is determined by either party for any reasons
whatsoever ;

(d) the whole of the said work and/or a submna.l part thereof is withdrawn by the
Govemment from Contractor ;

(e) if there is any stoppage of the said work by the Contractor for a continuous period
exceeding one month without the prior permission in writing of the Engineer-in-charge ;

(f) if any attachment levied on the assets or property of the Contractor is not raised within a
period of 21 days ;

(g) if the Contractor stop or discontinue their business ;

(k) ﬂapdmouforwmdmgupmcCommuorCmnpmy is pmmwdlomy Court or if the
Contractor Company passes any resolution for being wound up.

3. Forthe consideration aforesaid, the Contractor doth hereby deliver to the Govemment as
and by way of pledge as defined in section 172 of the Indian Contract Act, 1872,  All the said
Anticles short particulars whereof are specified in the Schedule hereunder written to be held by the
Govermnment as security for the due repayment by the Contractor to the Government of the aforesaid
loan and interest thereon ak . . . . . AL e at the time and in the manner provided in the said
Agreement.

4. Atthe request of the Contractor and in order to enable the Contractor to carry out and execute
the said work Government has after taking delivery from the Contractor of the said Articles as
aforesaid handed over possession thereof to the Contractor (receipt whereof the Contractor doth
hereby admit and acknowledge). The Contractor doth hereby agree that he shall hereafter use the
said Article as the Licensee of the Government and will not have any right, title or interest therein
save and except as a bare licensee of the Govemnment for the purpose of execution of the said work.

5. The Contractor hereby convenants that upon the Government permitting the Contractor to
use the said Articles for the purposes of executing the said works and not for any other purpose
whatsoever, the Contractor will so use the same and will at the Contractor's own costs and expense
maintain and keep the same in substantial order and repair and working condition (usual wear and
tear excepted) and will from time to time during the continuance of this security subject to the

_ mecessary import licences being granted by the Govemment of India either replace such of the said
Anticles as may from decay deterioration, destruction or any other cause whatsoever become
useless or unadaptable for the purposes for which they were intended with new substitutes or proper
or suitable articles respectively failing which in the altemative proporitionately repay such
advances in addition to the stipulated rate of deduction provided in the said Agreement, sothat the
said work undertaken by the Contractor continues to be carried on with the utmost efficiency
possible. The Contractor shall at all reasonable times keep the said Articles open to inspection by
the Engineer or his authorised representatives.

6. The Contractor shall at hisfits/their own costs make all necessary and adequate arrangements
for the proper watch, safe custody and protection against all risks of the said Articles and that the
said Articles shall remain at the site of the said works at his/their/its own risk and on his own
responsibility. '
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7. ThessidsumofRs. ............... s0 advanced by the Govemment to the Contractor
as aforesaid shall be employed by the Contractor in or towards payment of the costs of the said
Articles and for no other purpose whatsoever, and that the Contractor hereby firmly binds himself/
itself/themselves to repay the amount of the said advance to the Govemment at the option of the
Contractor cither by the cash payment in lump sum or by deduction from the sums due to the
Contractor from Government, in the manner detailed in the said Agreement.

8. The Contractor hereby declares that the said Articles which have been offered to and
accepted by the Govemnment as security are the absolute property of the Contractor and are free from
encumbrances of any kind whatsoever and the Contractor hereby agrees to indemnify and save
harmless the Government of from and against any action, proceeding, claim and demand in respect
of any of the said Articles and all costs, charges, expenses and damage sustained or incurred or
payable by the Government in respect thereof.

9. The said Anticles shall be used by the Contractor solely on the said works in aceordance with
thedirection of the .. ....ov it ee e as defined in the said
Agreement and the terms of the said Agreement and the Contractor shall not sell, pledge,
hypothecate, transfer or part with possession or in any way deal with or dispose of the said Articles
during the continuance of this security.

10.  The Contractor shall at all time during the continuance of this security at its/hisiheir own
costs insure and keep insured the said Articles for the full value thereof in the joint names of the
Contracior and the Government with an insurance company to be approved by the ... ........
........................ against risk of loss or damage from whatever cause arising other than
the Excepted Risks. During the continuance of this security the Contractor shall pay all premia
and sums of money necessary for keeping such insurance on foot and the insurance policy and
receipts for premia in original paid shall be deposited withthe . .........ooooiiiiiianns.
.............. vevieve-.. The Contractor shall assign all its/hisftheir right, title and interest
in such policy/ies to the Government.

11. The said Anticles shall not on any account be removed from the site of the said works except
with the previous written permission of the Engineer as stipulated in the said Agreement.

12.  The Contractor hereby further covenants with the Govemment thet in case of default in
payment or the whole sum becoming payable as provided in the said Agreement and in this
Agreement or in ihc payment of the principal money hereby secured on due date or in default of the
performance of any of the covenants by the Contractor hercinbefore contained in case the said
Agreement is terminated for any reasons whatsoever the Govemment may enforce all or any of the
remedies of pledge provided by Law provided that in the case of any sale of any of the pledged
properly or any pan thereof a previous notice of three months shall be given to the Contractor.

13.  Inthe eventof any conflict between the provisions of these presents and the said Agreement
the provisions of said Agreement shall prevail and in the event of any dispute or difference arising
over the construction or effect of these presents the settlement of which has not hereinbefore
provided for the same shall be referred 1o the arbitration of two persons one to be nominated by the
Government and the other by the Contractor and failing agreeinent between these two arbitrators
1 an urnpire appointed by them before entenng upon the reference whose decision thereon shall
be final and the provisions of the Arbitration Act, 1940 (X of 1940) or any modification for the time
being in farce shall apply to any such reference. .




IN WITNESS WHEREGFE (%) .. ..ottt e iteeeaie e eanee e enee e vnnieeananees
the Common Seal of the Contractor has been hereunto affized/(**)Shri. ...................
............................................................................ the
Contractor abovenamed has hereto sethis hand/(*®*) . . ......oovvriiiiiniiiiieiinnnranns
7 the
Contracter abovenamed have hereto set their respective handsand . ..........covvieeininnn

..............................................................................

has for and on behalf of the Govemor of Maharashtra hereto set his hand and affixed the seal of his -

office the day and year first hereinabove written.

THE SCHEDULE ABOVE REFERRED TO
(To be filled in by Department)
Common seal of the Contractor was

affixed in pursuance to a resolution of the
Board of Directors of the Contractor.
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FOR PROPRIETARY CONCERNS
SBI. ... . .00 i s e e sonof c..oiiiiiiiiia, esraseaanenn
resident of ... ... ..uiiiiiiiiiiias carryingonbusinessof .. . ......... ...
.................................. under the name and styleof .. .................
................................... Bl......cveviainaransenens.. ... hereinafter

called “the Contractor” (which expression shall where the context does not so admit include his

heirs, executors and administrators). !
FOR PARTNERSHIP CONCERNS

(LY S v smvsiaimmic s s eemaem v i s LS
......................................... resident of i oo ouvivisnsi eyt e vinnd
(2) Shri - .. . : veesoLosmdf L e e
..................................... regidentof . ..ovcenririiisinnnes v
carrying on business in partnership under the firm, name and styleof ............... .. .. ..
........................................... B e s B R R R A
.................... hereinafter collectively referred to as “the Contractor” (which expreslsion

shall where the context does not so admit include them the survivor/s of them the heirs, executors
and admiﬁisttalon of the 1ast Survivor the parters or partner for the time being of the said firm of

Sl R TR R O e L R R e )

(*) In case of Limited Company.
(**) In case of individual.
(***) In case of pannership firm,
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FORM 51 (P. W. 4027)
PAY BILL OF WORK-CHARGED ESTABLISHMENT
[Referred to in paragraph 10.2.23]

Division--
Sub-division--
Section--
Cash-book Vr. No. for
Bill for the month of
Dated Dated
Item | Name of | Desig- Amount | Amount | acknow- { initials
No. | incum- | nation | Period Rate due + paid ledg- | of officer
bent * ment of | making
payee | payment
Total
Total amount paid in words.

*Names should be grouped by works the name of the work and reference to orders smclioning
the establishment therefore being written in red ink across the page, above the entries relating to
each group.

T The total for each work should be entered in red ink.

1. Certified that all persons for whom wages have been drawn in this bill,
were on duty during periods shown against their names, each man being
employed on the work and on duties for which his appointment was sanctioned.

2. Certified also that the wages of every person actually employed during the
month have been claimed in this bill. pay Rs. ( )

Checked and entered. Dated signature
of Sub-divisional Officer.

Dated signature of Divisional Accountant.

(This space is reserved for remarks, if any, by the Executive Engineer.)
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FORM 52 (P. W. 544)
TRAVELLING ALLOWANCE JOURNAL
[Referred to in paragraph 10.2.26]

Rank Headquarters--

Month-- Rate of salary--
Number of
Kilo- days for
metres which
Date | Particulars of daim | ‘travelled daily Rate Amount | Remarks
each allowance ‘
day is claimed
1) @ €)) @ (&) ©) (M
J
Total
Deduct advance .
Net amount payable =

Certified that no other Government servant travelled with the person or
persons for whom travclling allowance is claimed in this journal, by road in the
same private, public but reserved conveyance except. *

Signature of the person preferring claim. Sub-divisional Officer

Examined and approved.
Executive Engineer.

*Here enter the names and designations of Governemnt servants concemned.
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(1) If the supply is not provided in schedule ‘A’ of contmct, the market raie and issue rate should be stated here.

(2) If the materials have been issued to a picce worker, reference to advance recovery (Receipt No. and dated, etc.)
should be quoted here.

(3) In case of change in stipulated place of delivery, indicate here the action taken to recover of pay to the cohtractor
transportation charges saved or incurred in excess by him.

¢

Thave accepted the above noted quantity and Dated dmo&ofﬁoérgxﬁplyins
the cost thereof may be recovered from my bill. . the materials. -
Dated signature of ommmor. 3 ] -
5 —
[For use in divisional office] Dated signature of Sub-divisional Officer. =]
(i) Checked and found correct.
(ii) Adjusted in accounts of. Dated signature of Executive Engineer.

(iif) Entered in contractors' legger,vide folio No.

Clerk Divisional Accountant.




UP-TO-DATE ACCOUNT OF MATERIALS CHARGEABLE TO THE CONTRACTORS

Description of materials _

Cement M. S. bars

1. Total «quantity stipulated in schedule * A’ of the.
tender.

2. Addfor extraitems

Total 10 be issmed (A)

Total issues ¥nade as per previous receipt
No. dated.

Add issues as on revemz: % e A e

Total up-lo-date issues (B)

Net balance availablz for future issues. (A--B)

Verified.
Signature of contractor, '
Sub-divisional Officer/Divisional Accountant/Executive
' Engineer.
CERTIFICATE

Centified that the total iissues of the maerial including the above are not in excess of actual requirements of the work and the material
issued as per this receipt i not in excess of immediate requirements of the work.

i Sub-divisional Officer or officer supplying the materials.

61t
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FORM 54

REGISTER OF MATERIAL--AT--SITE ACCOUNTS
[Referred to in paragraph 10.3.9]

Section-- Estimated requirement--
Name of work-- Issue rate--
Name of article--
Received
Serial Date of receipt/ from/ Receipts Issues Balance | Remarks
No. issue Issued to
@ ®) (6 Y]

(D 2 . 3)
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FORM 56 (P. W. 424)
WORKS ABSTRACT-A
[Referred to in paragraph 10.5.1]
Division--
Subdivision—-_
Fund--
Month--
Name of work--
Reference to measurements--

Register of works entry--Rs.

Details of wp-to-date progress |
i Reference to last
Source from which progress running account Sub-heads
is taken (quoting page and bill or other
No. of measurement book) voucher
No. Date

' J |

% Only quantities which have been actually measured and paid for on bills included in the
acoounts should be taken into this statement.




Authority--

325

From what source

posted

Brief particulars

Cash-

voucher

Sub-heads

transfer
entry

item No.

Estimate No. of

Expenditure 1o end of

Month's transactions

Total cash and adjusimenis

Stock

Total of the month

Total to end of the month

Progress up-o-date

Rate of cast

A—88-22-A
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: T
Suspense accounts

g '% Materials Contractors

§ g

g % Recei- | Issues | Ad- | Secu- | Other

é -g, pts vance| red ad- | transac-
a £ pay- | vances tions

Dr. Cr. | ments
A—88-22-B
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Details of contractor's closing balances.

Reference to last

nmnmgi;;cwm! Closing balance Explanstion
Name of for non-adjust-
contractor VYou- ] Advance | . Other ment within
cher Date pay- Secured | transac- 3 months
No. ments | advances tions
M) 2) ) @) () (6) M

Total

The closing balance under the suspense head “Labourers™ as arvived ai within hap besis compared
with the connected record of unpaid wages for this work and found correct.

The work is still in progress.*

Dated initials of the Sub-Divisional Officer.

Certificate of Divisional Accountant.
This abstract und the statement of progress have been checked under my supervision. I have
personally compared all the items in the “Details of Contractors’ closing balances™ with the
contractors’ ledger and found them correct.

Dated initials of the Divisional Accountant.

Remarks by the Executive Engineert

Dated initials of the Executive Engineer.

*If the work was completed during the month, the fact should be stated with en explanation of
the steps taken to close the accounts of the work,

+The Executive Engineer will note here whether he has examined the work, counted materials
or checked measurements and make any other remarks in respect of the execution of the work or
of the state of account as he may consider necessary.
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FORM 57 (P. W. 426)

WORKS ABSTRACT-B
(Referred to in paragraph 10.5.1)
Division-- Name of work--
Sub-division-~ Reference 10 measurements--
Fund-- Register of works entry--Rs.
Month--
Details of contractors’ closing balances.
Reference to last Closing balance
mmﬁm account Explanation
Name of for non-adjust-
contractor | Vou- Advance | Secured Other ment within
cher Daie | psyments ad- transac- 3 monihs
No. vences tions
()] ) A3) “ (5) _ ©) @
Total

The closing balance under the suspense head “Labourers” as arrived at within has been compared
with the comected record of unpaid wages for this work and found correct.

The work is still in progress.®
Dated initialz of the Sub-Divisional Qfficer.

Certificate of Divisional Accountant.

The abstract has been checked under my sipervisin. | have coiiperd all the items in the
*Deaaili of Tommcions” eiosing balaices”™ with the coatractors ledger and found them cormect.

Remarks by the Executive Engineert

Dated initials of the Executive Engineer.

*If the work was completed during the month, the fact should be stated with an explanation of
the steps taken to close the accounts of the work.

{The Executive Engineer will note here whether he hes examined the work, counted materials
or checked measurements and make any other remarks in respect of the execution of the work or
of the siate of account as he may consider necessary.




329

Authority—
From what source posted Suspense accounts
Cash Final Contractors
book | char- Toul
voucher ges r cost
Brief particul or trans- Ad- - | Other
n " fer entry vance| ed ad- | tran-
book pay- | vances | sac-
jtem No. ments tions | %
Estimate No. of
Expenditure to end of

Month's transactions

Total cash and adjustments

Stock

Total of the month

Total to end of the month




(8) Ww @ . (s ) (€ @ 4]

330

siuanied SOUEApE
WUBAPY paunoog S[ELOmy
98ed pue TON Wiy
unoure "ON jooq SUOTIOBY e gL
ssuadsng | ssain) TIWAUNSEIA] Jo sremnonad Toug 10 ON "A™D IuO
: 004 ~-9Jewms? 91 Juruonoues 10y AJuoyIny
w30 xad 1e sa3reyd oFeiusarag --feacadde aanensinuwipe 1oy Auoyny
uoniod suom
--9IeWMSY JO Junoury

~-jJIOM JO dureN
(1'9'01 ydwiBesed w 01 pauagay)

SHUOM HONIW O ;
ALTIEVIT ANV FANLIANIIXT 40 JNAOIOV

(059 °M. "d) 8§ WHO4




FORM 58 (P, 'W. 650)--cont.

Names of contractors with
number of contracts--

Full classification of the work--

Authority for allotment of funds--

Amount of allotment Rs. Date of commencement--

Rs. Date of completion--

Amount surrendered (if any)

“Dated

Accounts Total Liabilities initials —
—_ Total cost for expenditure to — of the
Other Labourers the month end of the: sub-divi-
month Incurred Liquidated Balance sional office

transactions

(13) (14) (15) (16)

(9) (10) (1) (12)

1




Name of work--

FORM 59 (P. W. 651)

ACCOUNT OF EXPENDITURE AND LIABILITIES
FOR MAJOR WORKS

(Referred to in paragraph 10.6.1)
Names of contractors with

Authority for administrative approval-- number of contracts--
Authority for sanctioning the estimate--
Full classification of the work-- Amount of estimate--
Authority for allotment of funds-- ' Work portion
Amount of allotment--Rs. Percentage charges at per cent
Amount surrendered (if any) Rs. Total -
: C. V. G Measure- Contingen- Work Gross
Month No. or Brief paniculars of ment Sub-heads _ ] cies charged | amount
T.E.B. transactions Yook No. Quan- | Amount | Quan- | Amount establish-
Item No. and page tity tity ment
() @ ) 4 &) ()] (M (8) €] (10) an
Suspense accounts Total Liabilities Dated initials
— Total expendi- of the
Materials | Secured | Advance {| Other | Labour- cost for the tre to Incurred | Liqui- | Balance sub-divisional
advances | pay- transac- ers month end of the dated officer
ments tions month
(12) (13) (14) (15) (16) an (18) (19) (20) [P2)) (22)

cee
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FORM 60 (P. W, 422)
REGISTER OF WORKS : A.--FOR MAJOR WORKS
(Referred to in paragraph 16.7.1)
Name of work— Authority -

Sub-heads
Months, etc.

Quantity | Amount | Quantity Amount‘Qumiry Amount

Estimate No. of

Expenditure of pre-
vious year brought
forward (if any).

Total
Rate of cost ..

May

Total
Rate of cost ..

June

Total
Rate of cosi .

July

Total
Rate of cost ..

August

Total
Rateof cost ..

Total
Rateof cost ..
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FORM 60 (P. W, 422)--cont.

Estimated cost—

Appropriation for the year—
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FORM 60 (P. W. 422)--cont.

REGISTER OF WORKS : A.--FOR MAJOR WORKS

Sub-heads

Months, etc.

Quantity | Amount Qua.nuty Amount [ Quantity | Amount

October

Total
Rate of cost
November ..

Toul
Rate of cost
December ..

Total
Rate of cost

January

Total
Raeof cost ..
February

Total
Rate of cost
March

Total
Rate of cost

March Supplementary. :

Total
"Rate of cost




336

FORM 60 (P. W. 422)--cont.
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FORM 61 (P. W. 407)
REGISTER FOR WORKS : B.--FOR MINOR WORKS

‘ 337
I
| (Referred to in paragraph 10.7.1)

| ' Name of work

Authority

Estimated cost

Appropriation for the

year,
Suspense Accounts
Dated initials
; -] of divisional
Months, etc. ofm::k E B, 2 charges transactions
w
| done - Eagé §§ of the month
; ; |
Expenditure of previous
years brought forward
(any).
April -
Total
May i
Total
June i
Total
July i
Total
August i i
Total " |
September .. ..
Total .. |
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FORM 65 (P. W. 407)--cont.

REGISTER OF WORKS : B.--FOR MINOR WORKS

Name of work

Authority

Estimated cost

Appropriation for the
year.

Suspense Accounts

Dated initials
- of divisional
Total 5 5 5 Total officer to
Manths, etc. value 8 g v E § E chnrge; transactions
QI“"’"‘?EE"E“ ). of the month
done |2 4|3 2 2 E =
October
Total
November i
Total
December i
Total
January .. i
Total
February i
Total
March v
Total

March  Supplementary.
Total

Carried over to page

of next year's register.
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FORM 62 (P. W. 53)

WORK SLIP
(Referred to in paragraph 10.7.3)
Name of work--
Month--
As per estimate As executed
Sub-heads Unit
Actual
Quantity | Rate | Cost | Quamtity | Rate cost Lo
date
M @ () ) ) 6) M )
|
Total of estimate Total charges
against final
heads.
Add--Suspense accounts :--
* Matenials"
“ Contractors--Advance payments "
“ Contractors--Secured advances "
" Contractors—Onher transactions "
“ Labourers". -
Total booked outlay to date
Probable further expenditure as per entry A sbove.
Total
Deduct--Suspense accounts recoverable

Ultimate anticipated expenditure on the work . .

Work commenced in
Present state of progress in general terms.--

Divisional Accountant.
Date :
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FORM 62 (P. W. 53)--cont.

Probable cost of work remaining
to be done and value of work already
done but not brought to account
S - Explanations for deviations
excess, efc.
Approximate Rate Probable cost
quantity
® (10) an (1)
Probable further expenditure--
Lz
Renarks

Divisional Officer.
Date
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FORM 63 (P. W. 401)
DETAILED COMPLETION REPORT
[Referred to in paragraph 10.7.11]
[Obverse] ' ’
Division--
Name of work--
Amount of estimate
Expenditure
Excess
Percentage of excess
Date of commencment--
Date of completion--
Explanation for excesses
[Reverse]
Name of work--
Major head--
Minor head--

Detailed head of classification--
Reference to last schiedule docket submitted--

Authority--

; Refer-
Sub- As estimated As executed Differences* enoé
heads 10
of para-
esti- {Quan-| Rate | Amo- | Quan- | Rate | Amo- [ Quan-| Rate | Amo- graphs
mate | tity unt tity unt | tity unt aver-
leaf
ex-
plain-
ing
rexcess

Total L

*Excess to be entered in red ink ; savings in black ink.
Dated
A-—§R-23-A

Divisional Officer.
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Name of the contractor--

FORM 65 (P. W. 431-A)
CONTRACTORS LEDGER

(Referred to in paragraph 10.8.1)

Particulars of bills

Net transactions detailed

Name Gross transactions
or voucher by suspense head il . Total Remaiks
Date No. Serial | “Ad- “ Se- “ Other or account (in Debits Credits value of
number vance cured transac- red ink) and work or
if a pay- |advances"| tions"” patticulars of supplies
nmnping ments "' += += transaction
account + = +Debits Debits
bill Debits -- - -
=Credits | =Credits | =Credits
m @) (3) (4D*) (SE*) (6G*) @ (8H*) (9F*) (10A*) (11)

*These letters indicated in respect of each running account bill the corresponding entries in Forms 47, 67 or 68.

If there are several contracts in connection with a work or account, the transactions relating to each should be distinguished preferably by quoting
the number and date of agreement or work order.

Eve
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FORM 67 (P. W. 466)
RUNNING ACCOUNT BILL (INTERMEDIATE)
[Referred to in paragraph 11.2.2]

(To be used for “intermediate payments” to contraciors
on lump sum contracts).

Division-- ‘ Sub-division--
Cash-book Voucher No. , dated
Name of conu-z;;ctor--

Name of work--

Serial No, of this bill--

No. and date of previous bill for this work--
Reference of agreement--

Accepted by--

l;Jatc of written order to commence work—

Date of completion as sﬁpulﬁled in the contract--
Extension granted up to--

Contractors’ ledger folio--



e
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FORM 67-contd.

Part [--Account of work

1. Approximate value of work done up-to-date excluding the
measured up additions and alterations.

Q.
2. Value of measured up additions and alterations up-to-date.

3. Deduct amount to be withheld, *per cent on Rs.

4, Balance,' e, up-to-date intermediate payments (items
1+2-3) K. :

5. Dedoct intermediate payment already made as per entry K
of the last running account bill,

6. Intermcdiale payment now to be made (item 4--3) D

7. Amount of secured advances as per enrty E of part II

8. Total payments now to be made as detailed below : ¥

(a) By recovery of amounts Rs. | P. | |
creditable to this work., G

(b) By recovery of amounts
creditable 1o other works
or heads of account,

(c) By cheque.

|

*The percentage to be withheld should be decided in each case by taking the scale of percentages
adopted for the security deposits in paragraph 214 of the Maharashtra Public Works Manual as a

guide,

{The total figure against item 8 should be tested to see that it agrees with the total of items 6
and 7.
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Part I1.--Account of secured advances allowed on the
security of materials brought to site

p
8 -? i v} =
5 g g ; g .
bt =3 5 = g
3| & e % g $ %
el N = b= g
s | # 2 | § - : -
g | ¢ §2 |a 2 - 8
e | = 58 (3 81 | & 55
o E 5 v s > = 8 §
Z 3 g 5 5 | 3 S 4 €5
g @ =5 2] 3 s = e 8
- = E"‘ o 2 o = s £ g a B
o0 & £ 9 [~ S s 5 4 o
= =32 S g 3 g £ g 2% S E
2 S §@ 2 S E 8 T =
g g8 z 8 g E = B 5 g8
= = = w L] G
E ol g @ “ “5 ° 5 o0 an
E g2 °e @ | 2| 258 55
] ?r 2 o = 5 - ] & - T
e 2.2 =2 -] o E - g
.?-"‘ ; = g [N .§ é
| BE |52 (2|8 S| 2] BE | 8%
] - @ = 3 - a9
§| &% [&° |E|&|5|2|=| 8" | &
() (2 (€)) @l e ®|m| ® ©®) (10)
Total amount outstanding as per this account ©)
Deduct amount outstanding as per entry (C)
of previous bill,
Net amount since previous bill (E)
(in words)

*First enter the difference between the quantities in columas (1) and (2) in this column. Then
show below this entry the quantities, if any, brought to (U) against which a further advance has been
authorized, this entry being prefixed by the plus sign. Finally, strike the total of the two entries
which will represent the total quantity outstanding.

+Entries in column (8) show the money value of the total quantities outstanding asin mlumn ).
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Part Ill.--Certificates and signatures

I have sausﬁed myself by * that the value of
work done up-to-date excluding the measurcd up additions and alterations is not
less than Rs. conformably with the

contractor’s agreement and that with the exception of authorised additions and
alterations, the work has been done according to the prescribed specifications.

2. Thedetailed measurements of authorised additions and alterations up-to-
date are recorded at page of measurement book No.
by (Name and designation) on

3. Certified that the plus quantities of materials shown ir, ccumn (3) of part
1T above have actually been brought by the contractor to tha site of the work and
the contractor has not pteviously received any advance on their security, (2) that
those materials arc of an imperishable nature and are all regpired for use on the
work for which a lump sum payment for finished work has alrcady been agreed
upon and (3) that a formal agreement in form 50 signed and executed by the
contractor in accordance with paragraph 11.2.2 of the M. P. W, A, Code is

recorded in the divisional office. ‘
Signature of coritractor. Dated signature of officer
preparing the bill.
tPay Rs. ( )

Dated signature of the officer
authorising payment.

*Here specify the method employed for estimating the value of work.
tHere specify the net amount payable, vide item 8 (c) of part L
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Part IV-Acquittance

Received Rs. ( )
as an intermediate payment in connection with the contract referred io
above.

Dated Stamp
§V}r’imcss-- Full signature of contractor.
Paid by me cash/cheque No. dated
Dated initials of the person

actually making the payment

Part V--Remarks

(This space is reserved for any remarks which the disbursing officer or the
divisional officer may wish to record in respect of the execution of the work,
check of measurements or the state of contractor’s account.)

(For use in divisional office) (For use in Accountant General’s
.office).
Checked
Accounts clerk Divisional Audited Reviewed
Accountant

Auditor  Superin-  Gazetted
tendent  Officer

$The payee's acknowledgment should be for the gross amo;mt paid as per item B (a+b+¢) of
pant L

§Payment should be attested by some known person when the payee's acknowledgment is given
by mark, seal or thumb impression.
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FORM 68 (P. W. 467)
RUNNING ACCOUNT BILL (FINAL)
{Referred to in Paragraph 11.2.3]
(To be used for * final payments " to contractors on lump sum contracts)

Division-- Sub-division--
Cash book Voucher No. dated

Name of contractor--

Name of work--

Serial No. »f this bill--

Mo. and date of previous bill for this work--
Reference to agreement--

Accepted by--

Date of written order to commence work--

Date of completion as stipulated in the contract--
Extension granted up to--

Date of actual completion of work--

Contractor's ledger folio--
Part I--Account of work executed

Sub-work, sub-head Rate Unit Up-to-date Remarks

or item of work
Quantity  Amount

(Y @ (&) @) ®) (©)

Lump sum
for each

Total brought forward
Additional work

Deduct--Omissions

Total value of work
done 1o date.

Part [[--Certificates and signatures

I certify that the work has been completed in accordance with the prescribed specifications and
after taking into account all the authorised additions and alterations the value of work done up-to-
date, conformably with the terms of the contractor's agreement, is Rs.

2. The detailed measurements of the authorised additions and altrations mentioned above are

recorded by (namne and designation) on at page of measurement book No.

and I am satisfied that they are correct.

Signawre of contractor, Dated signature of the cenifying
Engineer*

*This certificate must be signed by the Executive Engineer or any Officer empowered by
Government to sign it.
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Part Ill.--Memorandum of paymenis

-

Rs.| P.

1. Total value of work done up-to-date
as per entry F of part I of this bill,

2. Deduct--

(@) Up-to-date intermediate payment
already made as per entry K D
of part I of last bill No.
dated.

ing as per entry C/of part of last

|

(i) Total sccured advances outstand- |
|

bili No. dated .J

3. Payments now to be made.--

(a) By recovery of amounts creditable A | B

to this work.

(b) By recovery of amounts creditable to
other works or heads of account.

(c) By cheque

*Pay Rs. ( )

Dated signature and rank of officer
authorising payment.

*Here specify the net amount payable, vide item 3 (¢) of part IIL
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Part [V--Acgm}me

*Received Rs. ( » )
in full statement of all demands on mmmfmeemmctmfemdwabove

Stamp
Witness—- Signature of contractor.
Paid by me cashfcheque No.
Dated initials of person
actually making payment.

Part V--Remarks

(This space is reserved for any remarks which the dxs!m:mg officer or the divisional officer may
wuhmmmmdmeummdmewoﬁ,dmkofmummmuorl.hemteof
contractor’s account.)

(For use in divisional office) (For use in Accountant General’s office)

Checked. Andited Revicwed

Accounts clerk Divisional Auditor - Superintendent
Accountant :

Gazeiied Officer.

*The payee's acknowledgment should be for the gross amount as per item 3 (a+b+c) of part IIL

~ {Payment should be attested by some known person when the payee's acknowledgment is given
by a mark, seal or thumb impression.




FORM 69

OMNIBUS TRANSFER ENTRY ORDER

(See paragraph 1222)

Rs. Debit sundries, To purchases Cr. Rs.
Serial M. B. No. Name Panticulars of Debit Payment during | Autho-
No. No. and and of supply (Name of the month rity
page - date of | supplier articles, quantities for
indent and rates) 8. D. Namie | Amount | Voucher | Amount | purchase
No. of work No. where
(with necessary
classifi-
cation)
0] 2 3) “ (%) (6) @) @) 9) (10) (1)
Executive Engineer,

Division.

(1943
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FORM 72

OUTTURN STATEMENT OF MANUFACTURE
(Referred o in paragraph 13.3.2)

; Name of manufacture-- Site-- Season--
Authority-- Month--
Acmal outtum
(quantities and values)
*Estimated
Names of anticles | outtum *To end of *During *Total Remarks
manufactured (quantities | previous the

and values) month month

Total values

*The values should be entered in red ink just below the quantities.

Date

Sub-Divisional Officer.
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FORM 73 (P. W. 549)
SCHEDULE OF DEPOSITS
(Referred to in paragraph 15.5.3)
Month-- Division--

Part [ :--Abstract account of receipls, adjustments and balances of deposits.

Credits Debits Closing
Classes of deposits Opening during Total during balance
balance ihe (2+3) the (4--5)
month month
1 @ (&) @) (%) ®)

L--Cash  Deposits  of
subordinates as
security.

IL.-Cash  deposits of
contractors as|
security.

IIL--Deposits for work
to be done.

IV.--Sums  due to
contractors on closed
accounts.

V.--Miscellaneous
depozils.

Total




FORM 73--contd.
Part Il --Dietailed extract from deposi: revister, form 70

Ttem No.

as per
register

@

Month
from
which
trangaction
*dates

@

Reference
to month
in which
item was
last
effected

&)

Panticulars
of items
(to be
grouped by
classes of
deposits)
with name
of work in
the case of
contractor

“)

Opening

balance

)

Credits
during
the
month

({SJ

Total
{5+6)

)]

Debits

during
the
rmonth

(8)

Closing
balance

-8

©)

adjusted

a0t

Remarks
(In respect
of each credit
during the
months, here
enter refer-
ence to sche-
dule docket
in which the
corresponding
debit, appecars
orifitisa
cash receipt,
say so)

an-

Certified that, with the exceptions noted below, all the interest bearing secwrities as per items

or

their acknowledgments by the authorised custodians, have been received and lodged im a chest in the custody of the divisional officer.
Exceptions (with reasons).

“Divisional Accountant.

* To be indicated thus.--“New" for items appearing for the first time, “12/38" fur December 1938, and so on.

t Column 10.-“A" Repaid in cash, “B" Adjusted by transfer entry, “C" Convertzd into an interest-bearing security and entered in the register
of securities. Theletters A, B, C, etc., should be entered in this column. If necessary, additionalletters D, E. etc., should be entered with explanation

at foot.

9¢:
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FORM 75 (P. W. 520)
ACCOUNT OF INTEREST BEARING SECURITIES

(Referred to in paragraph 15.6.1)
Division--
Year
2 |2 32 |2 |6
2 2 3 |3 8 %
e MR gs 13 |3 g
Name of depositor | 8 B o ' "
Sﬁ E‘ﬁ!h figeme. of Work £ 3 ol :g‘g E —E Eg ; mli:ks
5 & in the case of = E. 3 5 ¢ sy adl
zZ 8 CONITacions) ; 5 E ; o E 5
i 1 E
# ) . g E 5 g ;- ;.:: £ET R
(1) (2) 3 | @ Q! (8) )]

®) ()

Divisional Accountant.
Certified that, with the exceptions noted below, all the securities shown
in column 7 of this account, or their acknowledgments by the authorized
custodians are in my possession.

Exceptions (with reasons),

Divisional Officer.

*liems should be grouped separately for each of the classes of securities enumerated in
paragraph 15.2.2.
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FORM 76--contd.

PART lI-AOCCIUNT OF DEPOSIT WORKS NOT AFFECTED DURING THE MONTH

Steps taken
to adjust
Expenditure Month in . (1) unexpended
Total Total debited 10 which balances of
Serial Name of wioek, with name of deposits expenditure Miscellaneous work was completed works,
No. depositor up-io-date up-to-date P.W. completed and (2) expenditure
Advances debited to
up-to-date Miscellaneous P. W.
Advances
(¢)] 12) 3) ) &) ©) Q)]
Total tramsferred to partI ..
Divisional Accouniant.
FORM 77
SCHEDULE OF TAKAVI WORKS
Meonth--
(Referred to in paragraph 16.3.2)
Divisicn-- Part 1.--Account of works affected by the month's transactions
Expenditure Realisation Realisation
Serial *Name of wurk, with the Schedule :
No. name and widress of the docket Total Total To end of + Total (If the work is
cultivaton inzsponsible No. charges of | up-to-date previous | During the | up-to-date completed,
Poait the month month month say s0)
4))] ) 3 (5) () ™ 3) )]

L9¢€
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FORM 78 (P. W. 456)
[Referred 1o in paragraph 19.3.1 (b)]

Division Detailed bill of contingent charges of Month
Head of service _ No. of
Vouchers
Numbers of Description of charge, and No. and date of
sub-vouchers authority (where special sanction Amount
is neeessary) Rs.
0 @) 3)
(In words) , Total
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1. Icenify that the expenditure charged in this bill could not with due regard to the interests of
the public service be avoided. I centify that 1o the best of my knowledge and belief the payments
entered in this bill have been duly made to the parties entitled to receive them. Vonchers for all
sums above Rs. 250 in amount are attached to the bill.  Ihave as far as possible, obtaineg vouchers
or other sums, and [ am responsible that they have been destroyed or so defaced or mutilated that
they cannot be used again.

2. Cenified that [ have personally checked the progressive total in the bill with that in the
contingent register and found it to agree.

3. Centified that this bill dose not include charge on account of municipal, sanitary and water
taxes for hired residential quarters which are recoverable from the occupants.

4. 1 cenify that the materials and stores billed for above have heen brought on the respective
‘inventories and that all materials and stores are being duly accounted for and verified in the manner
laid down in sections XXXV in pant Il of the Maharashtra Contingent Expenditure Rules, 1965.

5. 1cenify that the purchases billed for have been received in good order, that their quantities
are correct and their quality is good, that the rates paid are not in excess of the accepted and the
market rates and that suitable notes or payment have been recorded against the original indents and
invoices concerned to prevent double payments.

6. Cenified that sub-head No. 2 dose not include any charges for the articles of stationery
procurable from the Stationery Department or the material supplied by Jail Department.

7. Cenified that the service labels purchased were required for bona fide purposesviz., “India
Government Service only”.

8. Cenified that the expenditure incurred does not include expenditure on carriage of tents.
or

Certified that the expenditre incurred as per sub-head No. 4 includes Rs. on
account of carriage of tents for bona fide purposes to which sanction of the Superintending
Engineer has been obtained.

9. Centified that the work of dusting office and supplying drinking water is really necessary and
that it is outside the duties of menials on permanent or temporary establishment. Supply. of
drinking water is not within easy reach of the office and the expendilure incurred thereon 1s
necessary. Grant of extra allowance which does not exceed Rs. 2 per month to 2 menial, is
distincily more economical than the employment of fresh agency.

10. Centified that sub-head No. 11 does not include any charges for printing.
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Sub-
head Sub-head Amount
No. Rs.
P.

Office rent

Country stationery and other petty bazaar|
purchases.

Postal, telegraph and money order commis-

sion charges.

Carriage of parcels, treasure and other
Government property.

Waorking punkhas and tatties--

Amount of estimate
Previous expenditure.
Expenditure during the

month.

Total expenditure

Supplying drinking water and dusting
office.

Law charges

Donation for passing examination in
native languages.

Medicine and hospital charges
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Rs. P.
Alloiment for
Expenditure tc end of last month
Expenditure during the month'
Total expenditure
Balance available

A—388-25-A
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Sub-
head Sub-head Amount
No.

10 | Books and Periodicals--

Amount of estimate

Previous expenditure

Expenditure during the
month.
Total expenditure . .

11 | Printing, binding and advertising

12| Office furniture (rection and  uecounis
only). *

13 | Other Charges not included in above

Total

(For use in the Accountant-General's Office)

Total amount of hill s .. Rs.
Admitted 34 85 .. Rs.
Objected to . . .. Rs.

Auditor. : Examiner.

Reviewing Officer.
A—88-25.B



FORM 79 (P. W. 622)
REGISTER OF CONTINGENT CHARGES
[Referred to in paragraph 19.3.1 ()]

Date

M

c.Vv.

No.

2)

Postal, | Camage Supply-
Country tele- of Working ing
station- graph paroels, punkhas | drinking Law
Particulars of | Office ery and and treasure and water charges
charges rent other money- and khas and
petty order other tatties dusting
bazar com- Gowvern- Office
pur- mission ment

chases charges | propenty

@) 4) &) (6) T} (8) ® (10)

Dona-
tions for
passing

examina-
tion in
native
langua-
ges

(11)

Medicine

hospital
charges

(12)

Appropriation

GLE
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FORM 80 (P. W. 521)
INDENT FOR SERVICE POSTAGE STAMPS
[Referred 1o in note below paragraph 19.3.2]
No. Office of the
Division :
Dated

Te--The Treasury Officer,

Please supply this office with service postage stamps, etc., of the value of Rs. ( )
as detailed below :--
Number Description Value

Service post cards

Service postage stamps 1P
" " " 2 "
ALl " ” 3 ” L
" " " 5 "
" " LU 6 ”
" " ” 8 "
" " " ]0 "
" " " 1 3 ”
" " " ls "
" " " 20 "
" " " 25 1)
” " L1 50 "
" " " 75 "
" ” " 90 "
" " L Rs. I
w " " RS. 2
w oo Rs. 5§
& W Rs. 10
oo Rs. 15

Total
A receipt for the amount sent herewith by cheque No. dated

more is requested.

Divisional Accountant. Divisional Officer.

i
i ) i N - i
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FORM 81 (P. W. 573)
LIST OF MONTHLY SUB-DIVISIONAL ACCOUNTS

[Referred 1o in paragraph 21.1.6]

Sub-Division-- Division--
Month--
Serial | Form .- Name of document Number of Remarks
No. | No. documents
O] @ 3) ) )

1 | 32 | Survey reports

2 28 Sale accounts

3 82 Detailed list of works abstracts A with--
56 | Works ahstracts A for major works

54 Register of material at site accounts

72 Ounturn-statement of manufacture

14 | Transfer entry orders

4 82 Detailed list of works abstracts B with--
57 Works abstracts B for minor works

14 Transfer entry orders

5 | i4 | Other iransler eniry orders

If any document due is not ready, a suitable note of explanation for delay and the probable date
of its submission should be recorded against it in the column for remarks.

Sub-Divisional Officer.
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FORM 82 (P. W. 574)
A .--For major works.
DETAILED LIST OF WORKS ABSTRACTS

B.--For minor works.

[Referred 10 in paragraph 21.1.6)

Division-- Month-- Sub-division--
Accompanied by
Serial Full name of work as given .
No. in the estimate Register of Outtumn Transfer
materials statement of | entry orders
al site manufacture (Form 14)
account (Form 92)
(Form 54)
) @) 03 (4) &)

Sub-Divisional Qfficer.

R ——




FORM 83 (P. W. 510)
REGISTER OF SANCTIONS TO FIXED CHARGES
[Referred to in paragraph 22.2.4]

Amounts paid for each month

Reference 10
sanction Sanctioned scale* _
with peri od tApril tMay t+June And so
for which on
the sanction ; ————
has been Reference Reference Reference
accorded Name of Amount to Amount to Amount to Amount
appoint- | Rate | No. per voucher voucher : ‘voucher
ment mensem :
(1 @) LN IRCY ) (6) @ (8) 9 (10) (11) (12)

*Each entry of sanction should be initialled and dated by the divisional accountant.

+Name of the month forwhich wages have been eamed.

Note 1--Entries should be made briefly, e.g., Voucher 24 for July will be entered as 24-7.

Note 2--Amount paid should be entered in black ink ; and unpaid emounts or fines in red ink, the entries for fines being distinguished by the
lener F. Subsequent payments of unpaid amounts should be entered undemeath in black ink it being seen that they do niot exceed the amounts available
as entered in red ink. Claims for arrears not included in the original claims for the month concemed should ordinarily not be admitted without full

explanation of the circumstances under which they were omitted.
Note 3--Cme or more pages should be set apart for each work or account.

.

08¢



FORM 84 (P. W. 511)
REGISTER OF MISCELLANEQUS SANCTIONS
[Referred 10 in paragraph 22.2.4]

Item
Nc.

(1)

No., date and
authority

@

Sub-
stance
of order

Amount
of
sanction

4)

Dated
initials
of
divisional
account-
ant

%)

Note of expenditure in-
curred against each sanction
from iime 10 time

No. of
voucher

(6)

Month

Q)

Amouni

(8)

Dated
initials of
divisional

accountant

&)

Remarks

(10)

I8¢
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FORM 87 (P. W.-535)
CONSOLIDATED TREASURY RECEIPT
[Referred 10 in paragraph 22.3.2]

Treasury
Recervep from the officer-in-charge of
Divisicn, the sum of Rupees (in words and figures)
L&
as detailed below for credit o the
B.&C
Department, during 19 -
Date of remittance Name of By whom Number of Amount
into treasury or treasury or remitted each remitted
sub-treasury sub-treasury chalan with each
) chalan
) (@ G) @ (5)
|
]
Treasury Officer.




FORM 88 (P. W. 507)
SCHEDWLE OF MONTHLY STATEMENT WITH TREASURIES
(Referred te in paragraph 22.3.3)
PART I--Castt REMCTTED AND ACKNOWLEDGED

c8e

Treasury Treasury Treasury

1. Difference brought over as per line 5 of 1ast month’s

schedules.
2. Cash remitted during the month
3. Total
4. Amounts acknowledged by weasuries as per

consolidatéd receipts attached. R
5. Difference (line 3 minus 4) as explained below.

Analysis of the difference as per line 5

A.--Received by treasuries too late for incorporation in the
accounts of the month.

B.--Remitted after closing sub-divisional accounts of
the montia but received by treasuries in time for
incorporation in the accounss of the month.




PART II.--Cirques msuep AND Pamm

]

Total uncashed cheques.

Deduci--Total of cashed
cheques as per last
column.

Net difference

Treasury Treasury Treasury Total
1. Difference as per line 5 of previous month's
schedule.
2. Cheques issued during the month .
3. Total .
4. 'Cheques cashed as per pass books, vide treasury
officer’s certificates of issues (attached). =
5. Difference (detailed below) . .
* Details of difference
Particulars of Particulars of Particulars of
cheques Amount cheques Amount cheques Amount
No. Date No. Date No. Date
Uncashed ,J Cheques cashed during the month, bst
cheques. j i taken io account in sub-divisional cash
1

books of the following month.
I

Total

*The diffcrence relating to each treasury should be detailed in the manner indicated.

Divisional Accountant.

98¢
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FORM 89 (P. W. 615) _
TREASURY PASS BOOK

[Referred to in note 1 below paragraph 22.3.3]

Paniculars of the cheques
cashed

Month and Amount of
date of payment No. ~ Book cheques

] (2) (€)] )

Initials of
treasury officer

()]
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Notes to be printed on the fly-leaf of the abstract book, form 90 (P. W. 378)

1. The standard form is only a model. The number of vertical columns may be varied
according o requirements, the examples given being those suitable for sn ordinary division of the
B.and C. D.

2. The book should be posted from the several cash books in respect of cash transactions, from
the transfer entry book in respect of transfer entries and from the summary of stock receipts and
issues in respect of siock transactions.

3. The amount of each cheque entered in cash book should be shown on the charges side under
the head 1o which the payment relates, and the total amount on cheques drawn shouid be shown s
single entry on the receipts side in the column for “ Public Works Chegues ", or * III--Other
Remittances ", according as the treasuries on which the cheques are drawn are within or outside the
account circle in which the division itself is.

4. In posting the stock transactions from the summary of stock receipts and issues, debits (and
credits) to stock which represent credits (and debits) posted in ths summaries from the cash book
and the transfer entry book, and which are separately shown in the summaries, vide paragraph9.2.26
should be excluded, as these are posted in the abstract book direct from the cash books and the
transfer entry book. In the vertical columns, headed * Stock ", should be entered, on the receipt
side, the total of the stock issues (corrected as above) and on the charges side, the total of the stock
receipts (also corrected as above).

5. Asthe postings from each cash book or Slhier documents are completed it should be scen that
the 1otal postings on the receipts side agree with those on the charges side, and that, further, the totals
of the columns hesded * Cash from treasury ™, agree in respect of cash hook and those of the
columns, headed “ Transfers within division ", in respect of whole division, separately for cash and
stock unless any cash or stock be in transit, see paragraphs 22.4.12 and 12.3.5.

6. Refunds of revenue appear as charges in the initial accounts, and will therefore be posted on
the charges side of the abstract book.  As they are to be taken ultimately in reduction of revenue
receipts, the totals for the month should be transferred 10 the receipts side a5 minus  cntries in the
columns for the revenue heads concemed.

7. Similary, receipts which are to be taken in reduction of expenditure on individual works in
progress or on establishment and tools and plant, vide statement D of appendix, should be posted
85 receipts ir the first instance under appropriate headings, and ultimately transferred to the charges
side s minus entries in the colemns for the heads under which the charges o be reduced are
classified,

8. Finally, it should be seen that the totals of the vertical columns sgree with the totals of the
relevant schedules, registers, etc., or of the corresponding figures therein.  Differences should be
traced and set right.
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FORM 90 (P. W. 378)

ABSTRACT BOOK

[Referred to in paragraph 22.4.1)

Receipts. Month—
Suspense Accounts Establish- Tools Miscella- Public
Sub-division, XXXV, ment-- and neous Works
etc. Public Purchase Stock Miscella- | Workshop | “ Deduct * plant Heads of deposits
Works neous suspense | percent- | " Deduct™| Account
P.W. age re- reco-
Advances coveries veries
(1) (2) &) 4 (5) ©) ) ® ©) (10)
Cash (S8
Divisional Office %
Total
Sub-division '
Total
Sub-division
Total

Sub-division

Total




n

2

3)

@

)

(6)

M

®)

®

(10)

Transfer emiries
Total
Stock
Sub-division
Total

Sub-division

Total

Sub-division
Total

Total, cash, transfer
entries and stock.

Deduct.--Refunds ~ of
revenue lrmsfgmd
from charges side.

Net

Reference 1o schedule
register, etc.

19

70
(Pur-
chases.)

70

and

28

70

100

100

95

70

06¢
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FORM 90 (P. W, 378)
ABSTRACT BOOK
[Referred to in paragraph 22.4.1]

Charges Mornth—
50--Public Works
Sub-division, etc. | Original | Qriginal | Repairs | Establish- Tools Silspanse icconits
Works— | Works— ment con- and
Build- ‘Com- tingencies, plant o Miscella-
ings rauni- grant-in- Purchases Stock neous Workshop
cHions aid P. W. suspense
Advances
(1) @) (3) 4 ) ) O] (8) )] (10)
Cash
Divisional Office
Total
Sub-division:
Total
Sub-divisiom
Total
Sub-divizion

Total

S6t



396

501 pue | 66 pue
oL oL

oL

Lé

8L

8.__..

1 16

sauua oN

— e

-

=

oo ‘11513
ampayds ©1 DUAIY

i PN

-apis sdioal

wio1j pauIJsuen
spunfay--1mpad

“Ho018 pu® sauua
-Iajsue) ‘ysea [e0],

o Te10L
v uoIslalp-qng

- moy

" e UOISIAIP-qOS

[F101.
uo1s1AIp-qRg
yo018

oL

mRrLru2 43fsuvd ]

(oD

© (8)

(L)

©

9]

®)

—_

(€

)

(n




Charges—contd.

Adjusting account

between Central and Adjusting account P. W. Remittances
o . ) State Government with Railways
Sub-divisions, etc. Miscella- Public |
neous Works Govemn- Railway Remit- Other
Heads of Deposits ment of tances into Remit-
Account Treasuries tances
1) (11) (12) (13) (14) (15) (16) am (18) (19)
Cash

Divisional office
Total
Sub-division
Total
Sub-division
Total
Sub-division

Toual

L6
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FORM 91 (P. W. 375)
SCHEDULE DOCKET

[Referred 1o in paragraph 22.4.2)
No. :
Name of work* or schedule--
Classification of charge-- Month--

il g | ¢ 2| = | £ Particula : | £
55 g £ % .§ g £ articulars = £
s3 | E | 51 s8] 8|8 e | §
= < 2 | 27 < o . < |

Brought forward
Cash  charges for
which vouchers are
not required in
audit :--
Stock .. 3 i
I tTransfer Entry
debits--
' T.E.B.I. No.
Tow ..\ | |
Deduct "—-% p
refunds--
Cash receipts--|
| +Transfer entry ‘
| credits--
T.EB.IL No.
Total refunds
Total Net charges of the
l carried J month.
—.——'—IMEEF—?E;_H#:—:":J

Divisional Accountant
=Kl name of the work s given in the estimate should be entered here in the case of each work
included in a schedule of works expenditure, form 97 or in the schedule of deposit works, takavi
works or debits to stock, forms 76, 77 and 98. In all other cases, the name of the schedule should
be given.
1Only such particulars need be entered as are necessary 10 avoid errofs in the posting of charges
in schedule dockets.
#In the case of transfer entry debits the supporting vouchers, if exceeding Rs. 250 each should
' also be attached, their particulars being quoted below each entry, and the amount of the petty
vouchers, being specified in the column for remarks. In the case of transfer entry credits a reference

10 ]'Ihe schedule docket in which the corresponding debil is shown should be given in the same
column.
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FORM 92 (P. W.513)
SCHEDULE DOCKET FOR PERCENTAGE RECOVERIES
[Referred to in the note below paragraph 22.4.3]

Month-- : 4
Item | *Name of work | Works P .
No.| (e full | expendi- FROCIEASE RROONEIE
name as given in |  ture Establish- Tools Accounts Total .E
the estimate) ment and plant | and audit E
-]
(1) (2) (3) (4) (5) (6) M (8)
| I
Total ..
| |

* Non-Government works should be shown in two separate groups : (1) Deposit works and
(2) Takavi works. Government works should be grouped by Governments and departments, and
the name of the division of office should be prefixed to that of the work in red ink.

Divisional Accountant. Divisional Officer.
FORM 33

DEBLTS

SCHEDULE OF — —— TQ “ADJUSTING ACCOUNT BETWEEN
CREDITS

“CENTRAL AND STATE GOVERNMENT" / “ADJUSTING ACCOUNT

WITH RAILWAYS" / “ADJUSTING ACCOUNT WITH P. AND T."/
“ADJUSTING ACCOUNT WITH DEFENCE".

[Referred to in paragraph 22.4.4]

Division-- Month--
Item *Name of Parniculars Reference Amount 1Re-
No. Government/ of 10 authority marks
Railway/P. and T. or | debit/credit or No. and
Defence account date of
officer acceptance
of
transfer
: M (2) (3) (4) (3) (9]

Divisional Accountant.
*The entries should be grouped by each Government or Railway/P. and T. or Defence accounts
officer as the case may be.

#In the schedule of credits, items representing cash receipts should be so described in this f:oiumn
and against all other items should be given a reference to the schedule docket in which the
corresponding debit appears.




FORM 94 (P, ¥. 385)

t0y

DEBITS
SCHEDULE OF ————— TO REMITTANCES
CREDITS
[Referred to in paragmph 22.4.4]
Division-- Mot~
AUTHORITY Particulars of
5 4 responding items
5 8 Responding 1tems which have been
P = intimated by Other items o brought to
m g e & Accountant-General. m account
M =z m *Pamticulass IM 8 for adjustment m provisionally
= m b B~ No. Monnh No. and No. and =} Nature of
m = m § & and and ilem date of date of mu objection
= £E g F| dateof No. of authority adviceof | 2 quoting
) g e .ru.. 2 intima- settlemm or transfer .m reference
2 kG M 5 .m W tion or acceplance (if any) = 2 to the )
g E m 5 & exchange | of transfer 3 3 advice m
..m = =9 m " account (If any) .nmn m thereof sent | 2
separately
(1) @) 3) (4) (5) (6} () (8) @ | (0) (i1) (12)
Transfers between:
P. W. Officers
(+To be detajled)
Public Works
Remitiancer
I.--Remiuances into
treasuries.
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FORM 95 (P. W. 385)

DEBITS

SCHEDULEOF _______ TO MISCELLANEOUS HEADS OF ACCOUNT
CREDITS

V-LT-88—Y

[Referred to in paragraph 22.4.4]

Division--
Item No. Head of account Particulars Muthority Amount *Remarks
6 @ @) 0 ©) )
Total

divisional Accountani.

*In the schedule of credits, items representing cash receipts should be so described in this column ; and against aii other items should be given a
reference to the schedule docket wherein the corresponding debit appears.

cor
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FORM 97 (P. W. 389)
SCHEDULE OF WORKS-EXPENDITURE

[Referred to in paragraph 22.4.6]
Division—
Major head, remitance or other account— - 2 Month—
Mame of work (i.e., Totsl Remarks
Full name as given progressive regarding
in the estimate) expendi- action taken
No. Minor amd Schedule | M. B—Administra- Total 11, Total Allot- Sanc- to regularise
detailed docket | Iive approval and | charges of charges ment tioned the excess
heads af No. lizchnical sanction the month iin of the estimate If the work
classifiza- may be noted in month which year Excess is completed,
tion red ink when expendi- Excess indicate the
a work is wre [ast date of
entered for appeared completion
the first time
(1) @) 3) - 4 (5) @« 0 (8) ) (10)

Divisional Accountant.

Note.—(1) Nermally only those works should be included on which expenditire: has been incurred during the month. In the schedule accompanying
the monthly accounts for September and March (Supplementary), however, all the works (including those relating 1o works where there are no fresh
transactioms during the month) should Ibe included.

(2) In respect of minor works and repairs/maintenance works for which there is a lump allotment, column (8) may be filed c:nlyr in the comprehensive
schedules accompamying the monthly szcounts for September and March (Supplementary).

(3) In columns (B} and (9),the refererre to the communication intimating the amount of allotment/sanctioned estimate should also be quoted in the first
month in which the: expenditure appeam or a revised sanction is issued.

(4) The works melating to a particulariproject should be included at one place witt the name of the project as the heading, Highways and Central Road
Fund executed by the division, irrespestive of whether any expenditure has been incurred during the particular month or not.

(5) The Schedulies for the months of lune, September, December and March should include all works relating to National.

LOY
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FORM 98 (P. W.391)

SCHEDULE OF DEBITS TO STOCK
[Referred to in paragraph 22.4.8]
Month—
Remarks
if the work
ltem | Sche- | *Name of manufacture or Total Total is comple-
No. dule other item of expenditure transac- upto ted, say s0.
docket | (as given in the estimate) tions date (Amount of
N. B.—Sanctioned to be of the estimate to
noted in red ink when a month be filed in
work or item is entered for office copy
the first time . only)
1 2) 3) (4) (&) (6)
Manufacture
Land, kilns, eic.
Other sub-heads
Grand Total
Divisional Accountant.

*Only those works or items should be entered on which there has been any transaction during the
month, and the “ operation™ and “outtum” transactions of each manufacture should be shown in two
separate lines. In March, all items under the groups “Manufacture™ and “Land, Kilns, etc., the

accounts of which are still open, should invariably be shown.
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FORM 99 (P. W. 384)
STOCK ACCOUNT
[Referred to in paragraph 22.4.9]

Month—

Part I—classified account of receipts, issues and balance

Ttem Sub-heads

3ol

No. g | & | BE| 4
8 2 g I

2 |E &g |3 |d (=

(1) (2) (3) @ (5) © | M ® O™

1 Manufactures§

2 | Land, kilns, eic. .. |

3 Other sub-heads

Certified that entries in lines 1,2 and 4 of this account agree with the corresponding entries
in the suspense register of stock.

Divisional Accountant,




I —
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Part II—Detailed account of issues
23
] [°] [}
23 E (2B g 38 g i ] =
B % 2 ] 3 B "g 8 Particulars o 2 3
£ é g [£23 g & g 53 g
A < |d°| < | 47 | < ~ <
Line 1
—Manufacture,
Credits for
Quttum, Form 98
Line 2—land,
kilns, etc.
T.E. No. ..| S.D. No.
T.E. No. ..| S.D. No.
Total
Line 3—
Other sub-heads
Issues to works,
Previous
elc. column
onsoli-
dated
Issues to Con-| | contin-
tingencies. gentL
bill.
Cash credits to
stock.
Sale account .. Form 28
: T oL
Total . . Total ..
Issues Line 4—Total I
10 works, Issues.
| etc. J
Divisional Accountant.

*For deuails see schedule of debits to stock, form 98.

+1f the balance includes the value of the stores in transit within the division, the certificate should
be ampiified 1o state the value of such stores and the steps taken to adjust .

§1f the closing balance of “Manufacture” includes any items which are not chargeable against the
reserved limit, they should be detailed in the column for remarks.

T
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FORM 100 (P. W. 517 TO 519)

CLASSIFIED ABSTRACT OF EXPENDITURE

[Referred to in paragraph 22.4.11]
Month—
Reference to schedule, *Minor heads and primary units of Total
schedule docket appropriation (separately for each) charge of
or bill major head or distinct part thercof) the month
Mm @ 3
t43-A. Imigation  Works  (Commercial
(a) Productive Works—(i) Working
Expenses.
Form 97 Extension and improvements
Form 97 Maintenance and repairs

Consolidated <contingent
bill.
Form 92

Form 97

Establishmenm— Rs. P.

$Contingencies

Deduct—Percentage
recoveries.

Net establishment

Tools and plant

Deduct—Recoveries

Net tools and plant
Total final heads

*When a minor head of account is split up into two or more primary units, the figures of each of
these should be entered in the inner column, and the total for the minor head in the outer

column. ‘The minor head “Suspense” should be detailed as shown.

“Refunds of revenue™ will

not appear in this abstract, but “Receipts and recoveries on capital account” should be shown as

deductions.

4These are only specimen entries.

$Charges under the minor head “Grants-in-aid” in the case of “50—Public Works™ or “44
Irrigation etc. (non-Commercial)” are also supported by the consolidated contingent bill.
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FORM 100—comnzd.

Reference to schedule, *Minor heads and primary units of Total charges
schedule docket appropriation (separately for each of
or bill major head or distinct part thereof) the month
1 2 3
Rs.
Suspense—
Debits to—
Form 99 Stock
Form 103 Purchases
Form i05 Miscellaneous P, W.
Advances -
Workshop suspense sche- | Workshop suspense
dule.
Total debits
Credits—
Form 99 Stock
Form 103 Purchases
Form 105 Miscellaneous P, W.
Advances
Workshops suspense sche-]| Workshop suspense
dule.
Total credits
Net debit to suspense y
Total charges
1
|
Divisional Accountant.
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FORM 101 (P. W. 383)
MONTHLY ACCOUNT
[Referred 10 in paragraph 22.4.12)

Month—

——

Tiem
No.

)

Name of major heads, etc.

@

Schedule

3

Receipts
@)

Disburse-
ments

®)

10
1

12

13

REVENUE
106—Minor Irrigation
Irrigation Works—
Productive = Works—Direct  receipts
Unproductive ~ Works—Direct  receipts
106—Minor Irrigation,  Navigation,
Embankment and Drainage Works—
Productive =~ Works—Direct receipts
Unproductive =~ Works—Direct  receipts
106—Minor Irigation—Irigation
Works—Durect receipts.
106—Minor Irrigation, Navigation, Em-
bankment and Drainage Works—Direct
receipts.
059 Public Works
EXPENDITURE

333—Imigation, Navigation, Drainage and
Flood Control Projects.
A. Irrigation Works—
Productive Works—Working expenses
Unproductive Works—Working expenses
333-—Imigation, Navigation, Drainage and
Flood Control Projects.
B. Navigation, Embankment snd Drainagej
Works.
Productive Works—Working expenses
Unproductive Works—Working expenses

305—Minor Imigation and other Minor]
Imigation Works.

A—lrrigation Works—Miscellaneous expen-
diture.

B—Navigation, embankment and Drinage
Works—Miscellaneous expenditure.

Form19 ..

¥ #F¥¥% ¥

5

Form 100. .
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Ttem
No.

1

Name of major heads etc.

@

Schedule

3

Receipts

O]

Disburse-
ment

)

14

17
18

19

21
2

23

25

306—Minor Irrigation Capital outlay on Irriga-
tion, Navigation, Embankment and Drainage
Works.
Irrigatipn Works—

Navigation, Embankment and Drainage
Works.

259—Public Works, 283-Housing and 337-
Roads and Bridges.

50—Public Works—

533—Capital outlay on Irrigation, Navigation,
Drainage and Flood Control Projects.
99—Capital outlay on Irrigation, Navigation,
Embankment aid Drminage Works (Cam-
mereial).
A—Irmigation Works—
Productive Works.

Unproductive Works.

B—Navigation, Embankment and Drainagg
Works—
Productive Works

Unproductive Works

506—Capital outlay on Minor Imgauon, Sod

Conservation and Area Development.

100—Capital outlay on Irrigation, Navigation,
Embankment and Drainage Works (Non-
commercial).

A—Irrigation Works.

B—Navigation, Embankment and Drainagej
Works.

459—Capital outlay on Public Works and other
Functional Capital Heads of Accounts,

103—Capital outlay on Public Works
Miscellaneous Heads of Accounts

T—Deposits—
Cash Seutlement Suspense Account

Form 100 . |

¥ g

Form 95 ..
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Item Name of major heads etc. Schedule | Receipts | Disburse-
No. ment
1) @ (€) @ ()
|
26 T—Deposits and Advances—
Civil Deposits—Public Works Deposits| Form 73 ..
27 Departmental Advances—Advances of the
Public Works— .
Takavi works advances Form 77
U—Remittances—
28 Adjusting account between Central and State| Form 93 ..
Govemments.
29 Adjusting Account with Railways/P. and Form 93 .
T/Defenee. .
30 Remitiances—Cash remittances and adjust{ Form
ments between officers rendering accu\m;.H
to the same Accountant-General.
Rs. | P
*Cash balance
diminished
increased, Previous
Opening balance Month’s
1Closing balance account.
Total

*If the closing balance is less than the opening balance, the difference will appear in the receipts
column; but if the balance has increased during the month, the difference will fall in the
disbursements colurnn.

1The total of the columns for receipts and disbursement must agree and if there is any difference
dye to cash being in transit between two disbursing officer its amount should be included in the

closing balance and the certificate of cash balance should be amplified 50 as 1o state the amount and
the steps taken to adjust it
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Memo of miscellaneous cash recelpts paid into treasuries

Rs.| P.

Balance fmuln last account
Receipts during the month
Total

Paid into treasuries— o . - ..| Rs.| P
. .Treasury, vide Form 88 e v i
. .Treasury, vide Form 88
. .Treasury,vide Form 88

Balance remaining to be paid as explained below
*Centificate of cash balance.

Centified (i) that the closing balance in the account agrees with the total of the balance recorded
i the several cash halanee reportt in form 11, (i) that no single officer holds an imprest af more
than Rs. 1,000, (iii) that &ll imprest holders who have to furnish security under the rules have either
fumnished the security or have been exempted by competent authority, and (iv) that with the
exceptions noted below, all temporary advances outstanding in cash accounts of the second
preceding month have since been cleared.

J Date on which Remarks
Name Paticulars of | Amount the advance was | explaining
advances first made the delay in
clearance
1 2 3) ) (5)

*See foot-note overleap prefixed by a*.

Divisional Accountant. Divisional Officer.
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FORM 104 (P. W. 546)
LIST OF ACCOUNTS SUBMITTED TO ACCOUNTANT-GENERAL

[Referred 1o in paragraph 22.4.15]

Month—
Form Name of document No.of | Remarks
No. documents
)] 2) 3) 4) -

101 | Monthly account.

102 | Schedule of revenue realised
E.f_lmds of revenue

receipts and recoveries on capital account.
100 | Classified abstract of expenditure,

97 | Schedule of works expenditure.

78 | Consolidated contingemt bill (with necessary
vouchers).

91 | Schedule dockets (with necessary vouchersy transfer
entry orders, survey reports and sale account atiached|
to each).

92 | Schedule docket of percentage recoveries.

99 | Stock account (with sale accounts in support of the cash
credits to stock).

98 | Schedule of debits to Stock.

103 | Abstract account of credits, debits and balances of
purchase account (supported by a list of credits to
suspense head “Purchases™ showing references to
transfer entry orders aggregating to the figure shown i
the classified abstract of expenditure).

105 | Schedule of Miscellaneous P. W, Advances.
Local | Schedule of Workshops suspense.

95 | Schedule of credits 1o Miscellaneous Heads of Account,
95 | Schedule of debits to Miscellaneous Heads of Account
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LIST OF ACCOUNTS SUBMITTED TO ACCOUNTANT-GENERAL~—contd.

Form Name of document No.of | Remarks
No. documents
(1) @ @) @

96 | Schedules of transactions adjusicd under the heady
“Cash Settlement Suspense Account”.

93 | Schedules of credits to Adjusting Account betw
Central and S1ate Governments.

93 | Schedule of debits to Adjusiing Account bet
Central and State Governments.

93 | Schedule of credits to Adjusting Account
Railways,

93 | Schedule of debits to Adjusting Account with
Railways,

93 | Schedule of crediis to Adjusting Account with Posty
and Telegraphs.

93 | Schedule of debits to Adjusting Account with Postg
and Telegraphs.

93 | Schedule of credits to Adjusting Account with Defence.

93 | Schedule of debits to Adjusting Account with Defence.

94 | Schedule of credits to Remittances.

94 | Schedule of debits to Remittances.

88 | Schedule of monthly serlement with treasunics (with
supporting consolidated treasury receipts and
cenificates of issues, signed by reasury officers).

73 | Schedule of Deposits.

76 | Schedule of deposit works.

77 | Schedule of takavi works.

33 &34 | Copies of statement of tools and plant receipts and|

indents for tools and plant in respect of special tools
and plant (with supporting survey report of stores, sal¢

accounts and acknowledgments of officers concern
in the case of stores transferred to the public wo
divisions including the divisions of othe
Governments),
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The vouchers enumerated below do not accompany for the reasons stated against each —

Reference to schedule Reasons for Probable date
docket or contin- Voucher Amount non-submission | of submission
gent bill No.
(4] 2 3) 1G] &)
Divisional Accountant.
Forwarded to the Accountant-General.
Dated. Divisional Officer.

A—88-28-A



FORM 105 (P. W. 536)

>
gg SCHEDULE OF MISCELLANEOUS PUBLIC WORKS ADVANCES
53 (Referred to in paragraph 22.4.15)
¥ Division— E-—Part | —extract from the suspense register, form 70
Month—
Item No. Month from Authority Reference 1o
as per which the trans- month in which Particulars of items to be grouped Opening
register action dates the item was by classes of Misc. P. W. Advances balance
; last affected
(1) ) 3) “) ) ©)
Debits Total Credits - Closing Remarks with explanation as to steps taken
during the [Columns during the balance How 1o effect adjustment of outstanding items.
month (6)+(7)] ronth |Colummns adjusted (In respect of credits during the month,
B8)y—9) _ here enter reference to schedule docket in

@

which the corresponding debit appears
or it was a cash receipt, say so).

) . ©® (10) (1 (12)

oy
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FORM 106 (P. W. 547)

DIVISIONAL OFFICER’S REPORT OF SCRUTINY
OF ACCOUNTS

{Referred 1o in parsgraph 22.4.18]
* Month—
After due examination of the office copies of the monthly account, and supporting documents,
for the month of , which were despatched under the signature of

the divisional accountant during iy absence from headquarters, I accept responsibility for the
same. ;

2. Thaveinitialled the office copies of the monthly account and the list of accounts (form 104),
and a duplicate copy of the monthly account signed by me attached to this report.

3. Ihave issued instructions for the adjustment in the next month’s account of the errors and
omissions detailed below, which my scrutiny of the accounts has disclosed :—

Enclosure : Monthly account. Divisional Officer.
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FORM 107 (P. W. 255)
ANNUAL CERTIFICATES OF BALANCES

(Referred to in paragraph 22.4.28)
For the year ended 31st March

CerTIRCATE No. 1-——ST10CK

A. Manyfacture—Certified (1) that the closing balance of rupees
in the account of the head “Manufacture™ for March
................... ,consisied, with the exceptions notéd below, only of the
unadjusted charges upon operations in progress, (2) that all outturn from the
operations has been duly brought toaccount, and (3) that the closing balance does
not rclate te any operations the accounts of which, under the rule in paragraph
13.1.4 should have been closed and adjusted during the previous twelve months.

B. Land, kilns, etc—Certified (1) that the closing balance of rupees
................ in the accounts of the head “Land, kilns, etc.” for March
............... , consists of the items enumerated below, (2) that all charges
recoverable from other heads of account under rule or order (vide paragraph
13.2.2) have been duly credited to this head during the year, and (3) that the
balance in respect of each item represents in my opinion, a fair residue which the
operations of the coming seasons may be reasonably expected to bear at the
prescribed rates of recovery :—

---------------

I Ll e vl O

R I R

‘5 gé-g g % g g%
s g shy|sd MR 5.0 Bl 5. it
R L EE _5% E

*In nearest rupees only.
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C. Other sub-heads—Certified (1) that the closing balance of rupees
................. under the head “Other sub-heads™ in the stock account for
March........... , represents the value of stock materials, detailed quantity
accounts whereof have been maintained in accordance with the prescribed pro-
cedure, and (2) that, with the exceptions noted below, none of the materials
stockedaremexcesstfmepmhablemquuememsfmmemksofmed:mon
for the subsequent *twelve months :—

Ttem Particulars Value Remarks
No. _
m [0)) (©) @)
t
1 | Unservicesble stock .. . . (State ‘the steps teken
(No details required), to oblain the neces-
sary sanction to write
off the loss).

2 | Serviceable stock in excess t:t‘thelveqnireJ
mmnflhcm‘lwdvemmh.wlﬂdam
is necessary to keep in reserve. (No

3 | Surplus stock, ie.., servicesble materials whi (Smlhanwuku?m
are available for sale or transfer. (No i of the materials,
required). or to obtain the neces-

sary order for their dis-
posal).
Total

*Or any other period that Govemment tay have prescribed.
In nearest rupees only.

Cm'm{:ms No, 2—WORKSHOP SUSPENSE

Certified (1) that the closing balance of rupegs. ............ . in the accounts
of the head “Workshop Suspense” for March.............. consists of the
unadjusted charges for labour and materials on the undermentioned jobs in
progress, which, for the reasons noted against ach, it was not possible to adjust
inthe accounts for March.......... ..., asrequired by paragraph 14.2.4 and
) ﬂzatacumhasbwnmkmtometheuclwmmmthempplemeum

account.
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CeRTIFCATE NO. 3.—OTHER SUSPENSE ACCOUNTS
AND DEPOSITS

Cextified (1) that the closing balances of the accounts named in the margin

(as specified against each) for March........ ,
Purchases—Credit balance of | have been reviewed in detail, (2) that no items
TOpees........ Miscellaneous are included therein which under the rules do
P. W. Advances—Debit balance not pertain to the account concerned, (3) that,
Of IUPELS ...\ evsrenannen, with the exceptions noted below, none of the
Deposits—Credit items, in view of the period it has been out-
mm“ standing or of any other circumstances which

may diminish the chance of its recovery, calls

 for any special action, to effect clearance, and
(4) that, in respect of the exceptions specified, necessary action is being taken
under my orders,

CERTIFICATE No, 4—WORKS ACCOUNTS

A. General—Certified (1) that the accounts of all works, the actual con-
struction of which is completed, have been closed as far as possible, and (2) that
in cases in which the accounts of such works have still to be kept open,
arrangements have been made to ensure that no further charges will be incurred
without my permission as required by paragraph 10.7.4.

B. Materials—Certified that in respect of each work in progress in the
accounts of which the suspense head “Materials” is being operated upon, the
balances as per the register of material—at—site accounts as on 31st March
............... have been verified and the repoft of verification reviewed by
me, and (2) that necessary action to clear the suspense head “Materials” has been
taken in the case of all works completad during the year,

C. Contractorsandlabourers —Certified (1) that the closing balancesof the
accounts of “Contractors” and “Labourers” as maintained in registers of works
in respect of works the accounts of which were open on the 31st March.
were as detailed below, (2) that the total of the contractors’ balances as shown
in certificate I, has been reconciled by the divisional accountant with the total of
the balances in the contractors’ ledger, (3) that the labourers balances have been
similarly reconciled by the sub-divisional officers concemed with the relevant
records of unpaid wages [vide paragraph 10.2.3 (¢)], (4) that there has been no
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abnormal delay in closing or adjusting the accounts of contracts which are no
longer in operation, (5) thatall “secured advances” are covered by duly executed
indentures in form 50, which [ have seen are in existence in the divisional office,
and (6) finally, that none of the other outstanding debit balances represent any
~ overpayments, or have become or are likely 1o be irrecoverable : —

DETAILS OF BALANCES
. Contractors
Serial Full name of work Labourers | Remarks
No. Other
Advance | Securcd :c':'l";s
payments | advances :
(Debits) | (Debiis) | DEPits
Credits
1) 2) (3) @ (5) ©) U]
- - L 3 L
Total ..

*In nearest rupees only.
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CERTIFICATE NO. 5.—ARREARS OF REVENUE

Certified (1) that the register of rents of buildings and lands and other records
of assessment and realisation of revenue (vide paragraph 8.1.4), for the year
ending31stMarch........ ,have beenreviewed in detail and that allimmoveable
properties belonging to the division which are available for letting out and other
important sources of revenue, arc entered in the relevant registers with full
particulars, (2) that adequate action is being taken under my orders in respect of
revenue which remains unrealised for more than one month by reason of delay
on the part of tenant or other person concemned, and (3) that there are no arrears
which have become, or are likely to be irrecoverable.

CERTIFICATE NO. 6—CASH SETTLEMENT SUSPENSE ACCOUNTS

Certified that the closing balance of rupees.............. in the accounts of
the head “Cash settlement suspense account” consists with the exceptions
noted below, only of oulstanding transactions pertaining to the month of March
............ , for which the intimations of ¢laim were duly despatched to the
divisions concerned within the prescnibed period, (2) that no wward claims arc
outstanding for more than ten davs, 2nd (3) that action has been taken to ensure
the clearance of the outstanding amount,

Divisional Accountant, Divisional Officer.
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FORM 108
ANNUAL CONFIDENTIAL REPORT ON THE DIVISIONAL
ACCOUNTANT
[Referred to in paragraph 265 of appendix 2]
Period—
. Full name—

(Capital letters)

Father’s name—

Date of birth—

Educational qualifications including
professional <*and  technical
qualifications—

Departmental examination passed—

Date of appointment in-—

(i) Government service.
(if) I A.and A. Deptt.
(iif) The present grade.

Date of confirmation—

Divisions in which posted during the
period of report—

1. (@) Knowledge of the work on
which engaged. '
(b) Knowledge of codes, rules, etc.
(¢) Ability in drafting leuers and
presenting cases. '
(d) Knowledge of the work of the
division as a whole.
2. (@) Regularity and punctuality in
attendance.
(b) Industry and application.
(Q Ability to manage the division
“ competently.
(d) Ability to arrange for prompt
disposal of work.
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FORM 108—contd.

3. (a) Amenability to discipline and
official decorum.

(&) Capacity to control those
working under him and get the
best out of them.

(c) Interest in training those work-
ing under him in their duties.

4. (a) Whether he has been able to
reduce arrears, outstanding
items, etc., during the period
under report.

{b) Whether he has beea respon-
sible for any outstanding or
noteable work. .

[If the answer to (a) and/or (b) is
yes, a detailed statement of the
reduced/noteable work done,
should be given in a separate
sheet to be attached to this
confidential report.]

5. Aptitude displayed for any special
type of work.

6. (@) Tact in dealing with those
working under him as well as
his superiors and other coming
into official contact.

(b) Any special comments on his
traits of character, his general
conduct and behaviour.

7. Integrity.
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FORM 108—contd.

8. Fitness for further advancement.

9. General assessment.

Signature of the reporting officer

Name (in block letters)
Designation
Date

Remarks of the Reviewing Officer

(The Reviewing Officer should carefully consider and state' whether he
accepts the assessment of the reporting officer in all respects specially with
reference to the assessment/statement against items 4 and 9, and also fill the
following column.)

10. Is the accountant of the type that

" may or should be considered for

. promotion to higher grade out of

tum? If so, what are the

special positive qualities, attain-

ment and/or activities which

would justify his out of tumn
promotion ?

Signature of the Reviewing Officer

Name (in block letters)
Designation
Date
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'Remarks by the next Superior Officer
(The next Superior Officer should record his opinion of the accountant with

reference to column 10 above if there is a recommendation therein for out of tum
promation.)

Signatre of the next Superior Officer

Name (in block letters)
Designation
Date
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FORM 109

DIVISIONWISE REGISTER OF TRANSACTIONS ADJUSTED UNDER
THE HEAD “CASH SETTLEMENT SUSPENSE ACCOUNT”

[Referred 10 in rule I (1) of appendix 6]
Part —Details

Name of Division— Month—

Ref. to stock Value of stores Remarks (including
Serial | acoount, voucher | Panticulars of | issved or services | . indication of the
No. | or mansfer entry transaction rendered vochers sent in
order support of the

(1) @) (3) 4) )

Balance B.F.

Totsl

{Less credits during the month ..

No. date

Copyalongwith.........cooovuenninn vouchers forwarded to the Executive
ENgINGsr. ....cvvvvennnnncnnns . Division, A sum of Rs. (as detailed above)
is due from him on account of stores issued or services rendered o his
division duringandtoendof.........coiiiiiiiiiiiiiiiiiennn, Heis
requested to send within ten days of the receipt of this claim, a cheque/bank for
the total amount drawn in favour of the undersigned.

Executive Engineer,
Encl i— Division.

{Here give reference to the No. and date of cheque/draft received.
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FORM 109—contd.

Part I—Abstract account of debits, credits and balances under the
head “Cash Settiement Suspense Account”

; And soon

Aprl forthe | Remarks
Serial | Nameof | Opening : : || My
No. division balance Debits | Credits | Closing | months of
balance | the year

ol o 3 @l oo | o @®)
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FORM 110
REGISTER OF CLAIMS RECEIVED
[Referred to in rule I (2) of appendix 6]
Division ... ........ ' Month............
No. and date of Amount of Number and Initials of Remarks
letter with which claim dute of cheque/ | divisional
the claim was bank draft accountant
received issued
m @) @) ) )
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FORM 111

DIVISIONWISE REGISTER OF CASH RECOVERIES, ETC., MADE
ON BEHALF OF OTHER DIVISIONS

[ Referred 1o in rule II (1) of appendix 6 |

Name of Division—
Serial |  Paniculars of iransaction Amount Authority Remarks
No.
(1) () () (4) 5)

Copy forwarded to the Executive ERGineer .. ........coiueeuinsenerses
Division wiih ihe romarks ihata sum of Rs. . ...,.......
as per deils given above 1s due to him on account of cash recoveries, etc.,
made in this division on his behalf. A cheque/bank draftNo..............
A <o s v 08 RE (s smmsnomissases ) is sent herewith in settlement
of this account, !

The receipt of the cheque/bank draft may please be acknowledged.

Executive Engineer,

Encl.—One cheque/bank draft. Division.
A—88-29-A _

_—————



- INDEX

This index has been compiled solely for the purpose of asslsting references. No
expression used in it should be considered as in any way interpreting the rules.

_ Paragraph Appendix
A
Abstract book—
Fomanduse.. .. .. .. .. .. 224l
Abstract sccount of credits, deblts and balances of
the purchase sccount—
Form and submission to Accountant-General .. 2415,
Accountant-General—
Expression—defined .. . se e 201D
Accountant-General’s inspection—
Discussion with the head of the office .. 430
Disposal of gports - ., .. .. .. 431 453
Rezords of divisiona! accountant’s scruiny of 22211,
accounis to be available for—
Review of register of divisional accountant's 4.2.3.
objections.
Accounts—

All transactions relating to cash, stores, property 3.2.2.
or concessions, etc., having money values tobe

brought to account.
Amalgamation of—of two or more divisional 22.5.1.
offices.
Armears in— : i3 e & .. 412
Closing of—for a momh - e i ..o 2113, 22.1.1,
212
Closing of—of the year .. e .. 22422,
Fictitious adjustment m—-yrohibnad it o912
Initial—records - 10.1.1.

Responsibilities of dlsbnnmg ofﬁners in tegard to— 322

Should be kept in accordance ‘with the rules of 3.1.4,
this Code,

Exceptions .. 1.1.2.

Should be so kept as to uuxfy the :udn dq:anmcm 322
and a court of law,

Submission of—0 Accountant-General .. .. 41l
System of— . ; i .. 321
Transactions 0 be mcordui al once e ..o 322

A—=88-29-B
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A—cont.

Accounts of petty contractors—
Form and preparation
Acquittance roll

Administrative accounts—
Of irrigation works, etc.

Administrative approval—
Expression—defined

Advance payment—

Posting in works abstracts
Procedure for—

Advances—
To contractors on approximate measurements of
matarials,
When allowed 1o contmctors . .. .

Annual certificates of balances—
" Form preparation and suhmsslm to Accountant-
General.

Appropriation—

Check against specific—made by divisional officer
left 1o divisional accountant.

Expression—defined . .

For English expenditre o

For suspense provides for gross dr.blts of 'Ihr:. whole
year.

For works chargeable to other divisions, depart-
ments, etc.

Primary units of— ..

Procedure for watching lmml expcudlmre agsmsr.—-

Procedure for—of funds ;

Secondary units of —

Assets and liabilities—
Description of classes of liabilities ..
Effect of—on appropriations, and watchmg of
actuals.
Expression “Assets” defined
Expression “Liabilities” defined

Paragraph Appendix

10.2.13.

18.4.1.
22.429.
2.1.1(2).

211 03).
10.2.11.
10.5.14.
10.2.18,

10.2.22, Note.

10.2.21,10.2.22.

22:4.20.

4.25.

2.1.1 (4).
53.1,533.
522.

5.1.1 (b).

5.2.1.
54.1.
523
5.2.1.

5.4.2 (c) Note.
542.

2.1.15).
2.1.1 (29).



A—cont.

Assets and liabllities—cont.

Incorporation of lisbilities in accounts of work not
permissible exceptions.

Incurring of Liabilities on behalf of contractors

Registration of—adjustable by transfer and watching
of their adjustment.

Responsibilities of divisional accountant for settle-
ment of—

Settlement of—on completion of works

Audit note—
See also Result of audits

Bank—

Application of rules to treasuries in account with—
Bank dmsfts .. .. A
Expression—defined

Bills—

Form of— ..

General instructions regardmg the form of bd]s and
their preparation.

Preparation, exsmination and payment of—

Bin Cards—
Form and maintenance
Register of —

Book transfer—
Expression—defined

c

Carriage and incidental charges—
See classification of transactions.

C.m—
Disposa.l of surplus—in hand
In the hands of cashiers 1o be ooumed
Modes of obtaining—from treasuries

Appendix

10.5.21.

10.2.20, 10.5.22.
54.3.

22421

10.7.4—10.7.8,

45.1.

615,
64.2,17.2.1, i8.3.1.

2.1.1 (6).

10.2.9, 10.2.13.
6.4.5.
9.2.17, 10.2.14.

9.2.13,9.2.16.
92.14.

21.1().

6.2.8.
6.1.1.

621—-627
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C—cont.
Cash—cont.

Money obtzined on bills drawn at treasuries should
not be mixed with general—

Obtaining of —from sub-ireasuries .. .

Obtaining of-—from treasuries of other Smm

Private—should not be mixed up with public—

Rules regarding custody of—

Verification of—in chest with cash book halances

Cash balarce report—
Form and preparation

Submission of—for March to Aoewmam-{}mn.l.
Submission of—to divisional office

Cash book—

Altemative— .
Date of elosing of —

Detailed instructions for writing up—are given on
the form.

Form of— .. v

Rectification of errors in—

Verification of— ..

Certificate of count of ush

Defferences found on actual count

Monthly verification

Of total of cash books

Cheques—

Accounts classificarion of—drawn on treasurics
Cancellation ofe—

Completion of counterfoils uf——

Currency expires after 3 months

Delivery through subordinates

Drawn on sub-treasuries

Drawn on treasunes of other Sm.es

Lapsing of—

Marking of— .
Payments should gmemily bc made by—
Renewal of—

Rules for guidance in drawing—
Settlement of account with treasuries

Paragraph

6.2.4,184.2,

6.2.2.
6.2.5,6.2.6.
6.1.3.
6.8.1.
6.6.6, 6.6.7.

6.6.6.
22.4.19 (a).
21.14.

21.1.5 Note 2.
6.6.6,21.13,

2L.1.1.
6.6.2.

6.6.1.
6.6.4.

6.6.6.
6.6.7.
6.6.5.
6.6.5.

17.19.
6.2.14.
6.2.12.
6.2.13.

6.4.3.
622,62.11.
6.2.5.
6.2.13.
6.2.10,

6.2.6, Note, 6.4.1.

6.2.13.
6.29,6.2.13.
22.3.1,2234.

Appendix
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C—cont.
Chagues—cont.

Should not be drawn until intended to be paid away.
Statement of—drawn during March i

Cheque books and receipt books—
Count of receipt
Custody of —
Form of—
How obtained ;
Intimation of uumber of cheque I:ocks to ueasury
before bringing it into use.
Register of—
Retum of cmmlerfmls of uud-—--to dmnoml oﬂ'ree

and watching the same.
Statement of —

Classification of transactions—

Additional charges for materials
contractors/direct 10 works.

Camp equipage, drawing materials, motor cars,
office furniture, scientific instraments of direction
and special officers.

Carriage and incidental charges

issued o

Cash recoveries and payments on behalf of other
divisions, departments, 2tc

Charges for examination of uod -

Charges for land and quarries for road meul diggmg

Charges for land for manufacture npenmm

Charges for prison labour ..

Charges of which the allazation is nut known

Cheques drawn on treasuries

Civil works expenditure

Classes of transactions adjusted finally in divisional
accounts.

Classes of transactions passed on to other offices for
adjustment.

Classification heads prescribed for works of other
depanuments are intimated by Accountant-General

Construction, repairs and renewals of kilns and
special plant

Contributions and grants-in-aid

Paragraph Appendix

6.4.3.
22.4.19 (b).

6.7.2
6.7.3.
6.7.1.
6.7.1.

6.2.11.

-6.7.5, 6.7.7.

6.7.4.

6.7.6.

103.5.

203.7.

9.2.28, 9.3.13,
10.10.1.
17.1.9.

10.10.2.
9.4.4,12.23.
13.2.2.
17.L.5.
12.4.5.
17.1.9.
3.1.2,17.1.1,

Note 1.
313

313
3.1.8, Note 3.

1322

" 10.10.6, Note 1.
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C—cont.
Classification of transactions—cont.

Contributions and recoveries towards pensions and
other retirement benefits.

Cost of land acquired and establishmeat charges, etc.,
in connection therewith,

Deposits 5

Deposit works

English expenditure on stores, etc.

Expenditure on inauguration ceremonies

Expenditure on works met from subvention from
Central Road Fund,

Indian charges on English stores

Loss or gain on manufacture

Losses, retrenchments, errors, etc. .

Manufacture accounts

Ordinary tools and plant

Payments isito Lreasuries

Purchase of materials

Rates and taxes on buildings ;

Receipts and charges on account of stock mmmh

Receipts and expenditure of workshops

Recoveries for audit and accounts establishment

Recoveries of expenditure

Recoveries of income-tax

Recoveries of pensionary charges

Rent of hired buildings and lands .. .

Revmuemcc;pumdtbelrrefmdsmdmmm: ;

Sales on credit W%
Services rendered or ll'tlcll:l mppl.ted o other

divisions.
Special incidental charges on manufacture
Special wools and plant
Storage charges i
Stores obtained from Englmd
Stores purchased for general use or stock
Stores purchased for works

Surcharge on stores obtained through L S. D.,
London transferred to State Govemnment, etc.

D e ——

Paragraph Appendix

244 (e), 161.2,16.1.3.

10.1.5, Note 2.
17.1.2, 17.1.3.

15.1.1, 15.3.1,

1243, 16.2.1,
16.2.2.

532,533,

10.10.3.

2244 (e).

App. 4

. App. 4

13.4.3.

12.4.4.

13.4.1.

931,

17.1.9.

12.2.1.

10.104.

1233

14.2.1, 14.2.3.

22.4.4 (e).

8.13.

22.4.4 (e).

22.4.4 (e).

17.1.4.

811,813,
B.4.2.

1242

17.1.7.

13.22

9.3.1.

2.1.1 (51).

e App. 4

9.13.

9.13,103.5,

10.3.9.

App. 4




C—cont.’
Classification of transactions—cont.

Suspense Accounts (Purchases, stock, miscellaneous
P. W. advances and workshop suspense).

Supervision charges on stock sold ..

Takavi works i

Toohmdpluuofduu:umand qmcmlofﬁces

Transactions are grouped under cerain heads of
account.

Transfer of lands and buildings ..

Travelling expenses to labourers bmught from a
distance.

Watercourses

Workshop jobs

Classified abstract of expenditure--

Form and preparation .
Submission 10 Awoumarn-Gmcnl

Commercial departments--

Expression--defined
Property transferred to a- -should be charged l'or

Commercial undertaking--
System of acoounts is prescribed locally
Competent authority--
Expression—defined
Completion and completed--
Expreasion.-defined
Completion report
Completion statement of works and repairs

_ Consolidated treasury receipt--

Form and submission o treasury
Submission to Accountant-General
Contingencies (Works)--

Charges to--on account of expenditure on parts of
works rebuilt.
Expicision-=defined

Paragraph Appendix

12.1.1
92125

16.3.2, 16.3.5.
20.3.7.
3.16,3.1.9.

17.1.6.
10.2.7.

16.3.6.
12.5.1, 125.4,

22.4.11.
22.4.15.

2.1.109)
17.16.

14.1.3.

2.1.1(10)

2L (1Y
10.7.11.
10.7.11.

2232
224.15.

10.59.
211 (12).
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C--cont.

Contingent charges--

Bills should be signed by divisional officer =

Cash drawn on bills not to be mixed up with general
cash.

Contingent bills include also grants-in-aid

Countersignature of bills :

Expression--defined

Form of bill--

Special and direction-offices

General rules

Modes of obtaining cash

Payment from imprest s

Procedure for obtaining cash by d:eqnu
Service stamps : Payment for--

Special and direction offices -
Submission of bills of—to Ammm—Genenl

Contract and contractor--
Expressions—defined

Contract--

Separate working estimates of repsir works, etc.,
may be covered by a single—

Contractors--
Additional charges for materials issued to—

Adjustment of closed accounts 5
Advances to—-how posted in words absmcts
Adva.nces to--when penmsnble .
Financial aid to-- %

1ssue of materials u»-accmm:s pmoedm
Issue of materials to—general conditions

Liabilities incurred on behalf of — ”
Omission of fractions of a rupee in bills of—
Procedure for charges recoverable from—
Recovery for materials issued t0

Retm of surplus materials

Tools and plant lent for use

Watch over balances of accounts

Paragraph Appendix

224.18.
6.24,184.2.

19.24.
19.2.3.
19.2.2.

203.6.

19.2.1—19.2.4,
20.3.6—20.3.8.

19.1.1.

193.2.

193.1.

19.3.2, Note.

203.6—203.8.

22415,

2.1.1, (13).

10.2.17 (d).

1035, 1059,
10.7.7. .

105.19. 15.3.2.

10.5.15, 10.5.17.

10221, 10.2.22.

10.2.20.

10.2.20, 10.5.22,

1034,

103.1, 1032,
10.33.

10.2.20, 10.5.22,

10.2.15, Note 2.

10.1.2, Note.

10.3.6.

10.38.

93.3.

10.5.20.
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C--cont.
Contractors—cont.

Balancing and reconciliations

Debits based on transactions recorded in nccamu

Form and use .

Liabilities not liquidated, lobeexcluded 5

Maintenance of--in sub-divisional office is uot
necessary,

Posting of —

Responsibilities of dmsmnll mtml

Review of unsettled accounts

Scrutiny by contractors =
Vﬂueofwmtdomtobecwdnndmpaymentof
bills.

Corrections In account—

Cash accounts i

Corrections advised hy Ammmu-Gemnl
Divisional accoumts .
Stores accounts

Works accounts
D

Date of closing accounts—
Cash and stock accounts of divisional office
Cash and stock accounts of sub-divisional office
Transfer entry book 3 =3 i
Department-—
Expression—defined
Departmental head—
Expression—defined
Departmental labour—

Payments made on muster rolls
Record of unpaid items

Deposits—

Classes of—
Classification of—

Paragraph Appendix

10.8.6—10.8.8.
10.8.4.
10.8.1,10.8.2.
10.8.4,

10.8.3

10.8.3—10.8.5.
10.8.7, 10.8.8.
22.4.20.

10.8.9.

10.8.4.

6.6.4, 6.6.7.
22.4.26.
22,425, 22.4.26.
9.2.38, 9.2.41,

9.3.19,9.4.2.
10.7.12.

2.1.L
21.13.
2.1.2.

2.1.1(14).
3.1.7 Note 1.

10.1.1,, 10.2.3.
10.2.3 (e) and (f).

15.1.1
15.1.1, 15.3.1.,
15.2.5.
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D—cont.
Deposits—cont.

Contractors’ closed accounts
Conversion of cash deposits into mt.eres!beanng
securities.
For works i v
Interest-bearing securities—
Accounts e
Recognized forms . ; P
Lapsed and conﬁsca!sd deposns—
Repayment of . o
Time-limit for lapsing ..
Miscellaneous deposits defined

Security deposits—
Bond to cover
Repayment

Deposit register

Deposit-at-czll receipts of scheduled banks—
To be treated as cash
Deposit works—

Accounts classification of deposit and expenditure.
Awmmu classification of expenditure in excess of

Accounts prooedute - wi
Adjustment of percentage charges

Expression—defined

Procedure for recovery for— .

Progress report of expenditure on-v-snbmumm m
Accountant-General.

Refund of unexpended balance

Detalled completion report

Detalled (heads)—

Changes in the standard list are made by Accountant-
General, :

Expression—defined .

Sub-divided into service hesds md depamumul
heads.

Paragraph

15.3.2.
15.24.

153.1.

15.6.1.
22.4.19 (d).
15.2.2,15.23.

154.2,154.3.
154.1.
153.3.

15.2.1.
15.2.6, 15.5.2,

15.5.1, 15.1.1.,
22.44.

6.1.1.

3.13,153.1,
16.2.1.
1243, 16.2.1.

16.2.2—16.24.

16.2.3, 16.2.4.,
224.3.,224.6
Note 2.

2.1.1 (15).

16.2.1.

22.4.15.

10.7.9, 16.2.2.
10.7.11.

3.18.

2.1.1(16),3.1.7.
3.7,

Appendix
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D—cont.

Direct charges—

Expression—defined
Pertaining to manufacture accounts
Pextaining to workshop accounts

Direction and special office {s)—

Classification of office furnitare, etc.
Contingencies &

Expression “Direction ofﬁee" deﬁned
Expression “Direction officer” defined

Head of—not concerned with execution of works or

disbursements.
Mode of obtaining cash from treasuries
Pay and allowances

Receipts realised by—should be mmmed into uesaury

Rules for accounting of tools and plant

Direct recelpts—
Expression—defined
Dismantled materials—

Account of—

Divisional Accountant—
Attestion of corrections in accounts
Check of works abstracts
Duties as an intemal checker

Employment of clerks as accountant in a divisional
office.
Enfacing of vouchers checked

Functions of—
Handling of cash by—not pemuued
Inspection of sub-divisions
Position analogous to that of a sub-dmsmal ofﬁcer
Posted to each divisional office
Precautions against second claim
Prompt settlement of remittance transactions
Responsibility for

Paragraph

2.1.1 (17).
13.2.1.
142.1, 1423,

20.3.8.

20.3.6, 203.7.
2.1.1 (18).
2.1.1 (19).
20.1.2

20.3.1,20.1.2.
20.3.3—20.3.5.
20.2.1.

20.3.8.

2.1.1 (20).
109.1.
22.4.26.
10.5.24.

4.2.2 (a) (ii),
4.23—4.2.6,

22.2.1, 22.2.11,

22.4.8 Note,

22.431, Notes.

4.2.1, Note 2.

22.2.10.

4.2.2 (a).
425 (c).
426,

422 (c).
42.1.

22.23.
224.21.
22.4.26, Note.

Appendix
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D—cont.

Divisional accountant—cont.

Accuracy of scheduled dockets ¥ =

Bringing corrections advised by Accountant-
General to divisional officer’s notice.

Bringing irregular transactions to notice of the
divisional officer.

Checking of expenditure against specific appro-
priations made by divisional officer.

Recording orders and sanctions in suitable
registers.

Unvouched and stock charges

Watching recoveries ordered .. .

Responsibility for intimating to divisional ol’ﬁmrs
concerned, changes of emoluments of Govem-
ment servants transferred to other divisions.

Responsibility in regard to assessment and
revision of rents of residences.

Contractors' ledger e

Responsibility regarding mamhomed expmdaur:
against savings and recoveries,

Responsible for seeing that all siatements of rents
pertaining to a pariicular treasury have been
received from the Accountant-General for
verification.

Review of all registers and accounts

Review of measurement books .

Rules regarding the establishment of—

Scrutiny of—

Bills drawn at treasuries and of acoounts of the
disposal of money obtained.

Divisional office transactions

Personal claims

Sanctions, tenders, orders and l.mnumms

Service books, leave accounts, etc. -

Sub-divisional accounts, subordinates accounts on
behalf of divisional officer.

Vouchers and accounts

Works expenditure ; 3 ;
Settlement of remittance transacuons ST
Should be conversant with all sanctions, orders il
proceedings affecting estimates and accounts.
Signing of monthly accounts .

Paragraph

454, Note 2.
425,
2224,22.2.8.

17.28.

2242, Note 2.
22.28.

8.3.4, Note 8.

22.4.31, Notes.

10.8.7.
22.2.9.

8.3.5, Notes.

224.32.
10.2.8.
4.2.1.

22.1.3, Note 1.

2222,

22.1.3, Note 2.
423,425
22.1.3,Note 2.
42.5.

422,423,
42.5, 426,

22.13,22211,

22.431.
2227.
22421
422 (c).

22.4.18.

‘——

Appendix

App. 2.
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D—cont.
Divisional officer—

Closing the accounts of works responsibility of—
~ regarding.

Counting of cash in the hands of cashiers

Disbursing officer of the division

Examination of works abstracts

Expression—defined i e s ‘e

Investigation of charges under “Additional charges
for materials issued to contractors/direct to works™.

May allow travelling expenses to labourers brought
from a distance.

May relax the rule regarding advance recovery ui
cost of work done in a workshop.

May seek advice of the Accountant-General

Passing of excess expenditure on works

" Relations with divisional accountant

Responsible for—
Acquisition, custody and disposal of stores
Financial regularity of transactions
Maintenance of accounts of the division

Making accounts available for accoumtant
General's inspection.
Submission of accounts to Accountant General
Responsibility for—
Disposal and clearance of audit objections
Recovery of dpbis due to Government
Verification of cash and cash book
Watching progress of expenditure
Responsibility in regard to—
Arrears in accounts
Communication of sanctions
Accountant-General.
Responsibility in respect of custody of keys of
cash chest. _
Responsibility in respect of proper d.sbursement
of money.
Responsibility in respect of transfer entries
Responsibility regarding irrigation revenue
Review of all registers and accounts

and orders 0

Review of—
Register of works
Vouchers

Paragraph Appendix

10.7.3, Note 2,
1074

6.8.2.

3.2.1,6.1.2,62.1,

10.1.6.

10.5.25.

2.1.1 (22).

10.7.7.

10.2.7.
14.1.5.

4.27.
4.5.4, 10.7.10.
4.2.1—4.2.7.

9.1.1.
4.1.1.
3.2.1,4.11,

4.12,4.13.
43.1.

4.1.1.

451—4.53.
8.1.4.
6.6.5—6.6.7.
54.1.

4.1.2
441,454

6.8.1.
6.8.1.
7.1.4.

8.2.1.
22.4.32.

10.7.3.
22.4.18, Note.



D—cont.

Divisional officer-—cont.

Signing of contingent bills

Signing of monthly account

Watching of suspense accounts—
“Contractors™ and “Labourers”

Divisional officer’s report of scrutiny of accounts.

Division and divisional office—
Expression—defined

E

English expenditure—

Includes cost of Englifh stores and other charges

paid in England.
Procedure for accounting
Requires separate provision of lunds

Execution of works by—
Local bodics ¥ - o
(her departments

Expenditure—
Charged—expression defined
English—how accounted for
Expression—defined

451

General conditions for incurring expenduure

Scrutiny of—by divisional accountant

Watching of—against grants and appropniations

Extent of application ..

Final payment—
Expression—defined .
Form of bill printed on yellow paper

Procedure for obtaining acknowledgment

Financial sanctions—
Communication to audit

Financial year—
Closes on 31st March

Paragraph

22.4.18.
22.4.18,

10.5.20.

22.4.18.

2.1.1(21).

53.L

532534
53.1.

10.10.6.
10.10.5.

2.1.1 (8).
532—53.4.
3.1.10.
3.189,5.1.1.
22.2.1—22.29.
54.1.

3 s O L e

2.1.1(23).

10.2.17 (b) and
Note 2.

10.2.17.

4.4.1, Note 2.

224.22.

Appendix

App. 2



Grant—
Expression—defined . . -
For English expenditure
Preparation of demands for—

Separate provision is made for Indian and Engllsh

expenditure.
Sub-divided into units of appropriation
Watching of actuals against—

Grant-in-aid—
Classification in public works accounts

Form of bill for— W%
Inclusion in contingent bill

Government—
Expression—defined

Government securities— wii
H

Hand receipts—
Form and use of—

Handling charges—
How fixed s
Included in the issue rate

Imprest cash account—
Expression “Imprest” defined
Form of account
Maximum amount of an lmprest
Posting in cash book

Responsibility of imprest hoider for :.al'e c:u:r,tod}r of

imprest.
Scrutiny by recouping officer

Inauguration ceremonies—
Classification of expenditure on—

Inclusive rate of cost—
Expression—defined -
How to strike in accounts of works

452

Paragraph Appendix

2.1.1(25),5.2.1.
53.1—-534.
523

53.L

5.2:1.
5.4.1,5.4.2.

-

10.10.6, Note.
16.1.3.

19.2.4.

19.2.4.

2.1.1 (24).

15.2.2,

10.2.9, 10.2.12,
10.2.25.

9.2.24.
2.1.1 (27).

6.6.8.
6.6.9.
6.6.8.
6.6.10.
6.6.11.

6.6.10.
10.10.3.

2.1.1 (42).
10.5.7, 10.5.8,
10.7.6.
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I—cont.

Indent for stores—
Form and preparanon
Valuation i

Register of—
Indent of tools and plant

Indenture for secured advances—
Form

India Stores Department London—
Rules for the adjustment of the transactions
connected with stores obtained through—

Indirect charges—
Expression—defined
Pertaining to manufaciure accounts
Pentaining to workshop accounts

Indirect receipt—
Expression—defined

Inevitable payments

Interest-bearing securities—
See deposits.

Intermediate payment—
Expression—defined
Forms of bills

Inter-divisional transactions—
Settlement of —procedure regarding

Issue rates—
Expression-—dcﬁned -
Fixing and revision of—-
Precautions, when the issue rates are ]css lhan the.
markel rates.

L

Labour—
Depantmental—accounted for on muster rolls

Divisions in works abstracts
Expression—defined

Labourers employed through contractors
Travelling expenses Lo—brought from a distance

A—88-30

Paragraph Appendix

9.29-9.2.11.
9.2.27.

9.2.10.
935.

10.2.19. .

App. 4.

2.1.1 (17).

13.22 (c) and (d).

14.2.1, 1425,
143.1.

2.1.1 (20).

5.1.1 (b} Note,
10.5.21.

2.1.1 (26).
10.2.11.

9.2.18,17.1.8. App. 6.

2.1.1 27).
9.220,9.2.21.
9222,

10.1.1,10.2.2,
10.23.

10.5.8.

2.1.1 (28).

10.2.6.

10.2.7.
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L—cont.

Labour report—
Discrepancies between—and muster rolls
How prepared
Submission of—

Land—

Adjustment of cost .

Adjustment of charges for csmbilshmmt and
contingencies connected with acquisition.

Charges for—for quarries

Full market value of—to be mcovcred when mms-
ferred to or from commercial department.

Rent of—payble by department occupying it

List of accounts submitted te Accountant-General—

Form of—and submission to Accountant-general.
Loss or gain by exchange

Lump sum contracts—
Accounts procedurc

M

Major estimate—
Expression—defined
Form of register of works
Form of works abstracts
Materials accounts for—
Sub-head of —in works abstract

Major head—

Expression—defined
List of —

Manufacture Account—

Accounts classification

Accounts of expendire mamumed as for worlcs
exceptions.

Accounts of road metal digging not treate as—

Closing of accounts

Each manufacture requires a sepame account

Expenditure chargeable to the account of the
operations.

Paragraph

1022
10.1.1.
10.2.3 (d).

17.1.2.

10.1.5, Note 2.
17.1.3.

9.44.

17.1.6.

17.1.4.

224.15,22.4.18.

5.3.2—534.

Chap. 11.

2.1.1 (30).
10.7.1.

10.5.1, 10.5.2.
10.3.10.

10.53—10.5.11,

10.5.13.

2.1.1 31),3.1.7.

12.4.1.
13.1.2, 13.1.3.

13.2.3.
13.1.4,13.4.3.
13.1.1
1321, 13.2.2,

Appendix

App. 1
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M—cont.

Manufacture Account—cont.

For jobs executed in small shops

Procedure for adjustment of loss or gain

Procedure for recording manufacture tnnsacums in
stock accounts.

Rules for special incidental charges on land, kilns,
special plant, etc.

Valuation of outtum

Market rate—

Expression—defined .
Issue rates should be within— o
When stock can be issued 10 contractors atﬂ

Materials—

Account of—charged to works
Delay in supply of—to be notified to the ennlrmrs

Issue of—
Direct to works oo -
To contractors .. =,
Statement of—to be aruched to ﬁnal lela
Surplus

Materials account—

Closing of—on completion of work .
Detailed accounts of materials issued direct to works
Disposal of surplus materials

For repair works .. 35 i

Fonns—

Detailed statement of materials

Register of clearance of materials account

Reports of verification of unused materials
Opening of—in works abstract Vi i i
Review of— s
Sources of receipt of mm.anals
Verification of unused balances

Measurement book—

Form and use
Measurements of materials moewcd
Measurements of road metal received

Paragraph Appendix

14.1.2.
13.4.3.
13.4.2.

13.22

13.3.1, 13.3.3.

2.1.1 32).

9.221.

9.2.22,103.2,
10.33.

9.5.1.
Note 4 below para
10.3.2 (b).

10.3.1, 10.3.10 (c).
10.3.2, 10.3.4.
10.3.7.

10.3.8 and Note 2.

10.7.6.
10.3.9.
10.3.11.
10.3.18.

10.3.10. -
10.3.16.

10.3.12.

10.5.7.

22.4.20.

10.3.9.
10.3.12—10.3.17.

10.1.1, 10.2.8.
9.25.
94.1.
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M—cont.

Measurement book——cont.

Measurements of works done by departmental labour.

Measurements of work done

Minor estimate—

Expression—defined .
Form of register of works for—
Form of works abstract for—

Materials account for—

Minor head—

Expression—defined o
List of—

Miscellaneous P, W. advances (Suspense)
See suspense accounts.

Miscellaneous returns o oo i

Monthly accounts—

Absrract book : form and use of —
Compilation of classified abstract of cxp:ndlmr:
Compilation of registers and schedules
Compilation of schedule dockets

Date of submission to Accountant-General
Documents. submitted 1o Accountant-General
In-mrpomlion of sub-divisional accounts in—
List of documents

March accounts : special pomts U
Preparation of— i

Signing of— 3

Special points for March accounts

Vouchers sent with— o5

Municipal rates and taxes

Muster roll—
Form and preparation

How payment made in the case of loss—
Loss of paid—

Must be written-up daily

Record of progress of work done

Paragraph

10.2.3 (h).
10.23.

2.1.1 (33).

10.7.1.

10.5.1, 10.5.2,
10.5.12.

10.3.10.

21.1(34),3.17.

22.4.24,

22.4.1.

22.4.11.
22.44—224.9.
22.42,224.3.
22.4.15.

22.4.15—22.4.19.

22.1.3;
22.4.15.
22.4.19.

22.4.12-224.14.

22.4.18.

"+ 22.4.19.

22.4.17.

10.10.4.

10.1.1, 10.2.2,
10.23.

10.2.4.

10.2.5.

10.3.3 (d).

10.2.3 (h).

Appendix

App. 1.
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M—cont.

Muster Roll—cont.
Record of unpaid items

Rules relating to account of—
N

Non-Government works—

Accounts classification of contributions from central
revenues to locsl funds.

Include deposit works, takavi works .

Percentage charges for establishment, lmls md
plant, etc.

Teansfer of works five of charge io loca] bodies does
not pecesiilale adjusiment in acoounts.
Watercourses -

o

On account payment—
Expression—defined
Forms of bills

Omnibus transfer entry order—
Form and use of—

Operation—
Amoumo{upmdmkepufonwa:k e
Expression—defined vi . g
Operation charges

Outturn—
Account of—from manufacture

Expression—defined
Valuation of—

Outtura statement of manufacture—
Form and use
A—8§8-30

Paragraph

10.23 (e), (f) and
(g), 10.5.20.
and 10.5.24,

App. 3.

16.12,16.13.

16.1.1.

10.1.5, 10.5.1,
Note 2, 16.2.3,
16.2.4, 16.3.3,
43,2246,
Note 2.

1614,

16.3.6.

2.1.1 (35).
10.2.9, 10.2.11.

1222.

13.1.2.

2.1.1 (36).
13.2.1, 1322,

1423, 1424,

13.1.2,133.1,
1333,

2.1.1 (37).

13.3.1, 1333,

1332
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P

Pass books (for cheques)—
Form and upkeep

Pay and Allowances—

Armangements to prevent delays in payment .

Cash drawn on bills not to be mixed up with general
cash.

Communication of sanctions to Accountant General.

Distribution of— .

Scrutiny of claims by chmmtl mmunt

Waich over undisbursed amounts

Pay bills—
Classification of—
Encashment of—
Form of—
Preparation of—

Recoveries from—of establishment
Register of— e
Special arrangements to avmd dehy in p.ymem

Payment—

Delivery of cheques through subordinates

Manner of— -

Madeonmmomyofpayordu

Qutside the accounts circle in which :hedmswml
headquarters are situated.

On production of railway receipts vo:

Petty sums should be paid in cash

Precaution against double—

Prompt record in cash book -

Should be made monthly for work domormpplm
made on a running &coount.

To contractors and suppliers

To labourers :

Toumk-chargadembhd'lmmt

Payment on account—

Expression—defined
Forms of bills .

Appendix

233.

185.1, 18.5.2.
6.2.4, 18.4.2.

18.6.1, 18.6.3.
184.1, 184.2.
2.13.
18.4.2.

1823, 18.24.
18.3.1, 20.3.2.
18.1.1,2033.
18.2.1, 18.2.2,
203.3, 20.34.

18.4.4,20.3.5.
18.43.

185.1.

6.4.3.
6.4.1—6.4.4.
6.4.7.
6.2.6, Note 2.

10.2.14, Note 5.
6.2.8,

223.

6.1.3.

10.2.17.

102.8—10.2.22.
102.2—10.2.5.
10.2.23—10.2.26.

2.1.1 (35).
1029.
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P—cont.

Payments into treasuries—
Entry in the remiltance book .
Procedure for paymcm into the bank
Verification of — . .

Percentage recoveries—
Accounts procedure

Primsry urit of appropriation—
Expression—defined

Pro-forma account—
Authorities competent to prescribe forms
Cases in which—necessary ;

Irrigation works, etc :

Receipts and dmgas are ﬂbmned fl'om gcnenl
ag{ount,

Residence . i

Responsibility for eunpshucn of—

Workshop, manufactories and similar

commercial undertakings.

quasi-

Profit and loss on stock—
Adjustment of—

Progress—
Exhibition of—in work abstracts
Expression—defined -
Posting of-—in registers of works
Purchast (Suspense)—

See suspense acoounts.

Q
Quantity—
Expression—defined
R

Rate—
Expression—dcfined i e

Rates and taxes—
On buildings

Paragraph Appendix

6.5.1.
65.1.
6.6.5 Note.

2243,
2.1.1(38),52.1.

22.427, Note 1.
32.1(d), 13.22,
Note 1(d),
143.1, 22.427.
32,1 (d), 22.429.
32.1(d), 22428

321 (d), 22.431.

22.4.27, Note 2,
22429-22431.

32.1(d), 52.1,
143.1, 22.430.

9.2.35.

\

10.5.6, 10.5.23,
2.1.1 (39).
112

2.1.1 (40).

2.1.1 (41).

10.10.4,

e



R—cont.

Raote of cost—
Expression—defined

Re-appropriztion—
Expression—defined
Procedure regarding—

Recelpts—
Amupwedmcfumdmmy .
Appropriation of departmental—to upendmne

prohibited.
Disposal of—
Pmpreoordmmhbod:

Recoverable payment—
Expression—defined = i
lewhntohenowdonvoud:enmdlmm -

Recoveries of expenditure—
Aceounts proeedire g5
Rules for ¢lassification in accounts

Refund—

Sanction to—of revenue

Refund and remissions—
Accounts classification

Accounts procedure

Original orders of court of law to’ refunds should be
submitted 10 Accountant-General.
Precautions in payment 5 wE e
Register showing the clearance of suspense head
“Material”"—
Form and use

Register of divisional accountant’s objedions—-
Form and use

Register of expenditure and Habilities—
Form and use

Register of Interest-bearing securitles—
From and use i i

Register of materiats-nt-site account—
From and preparation of —

2.1.1 (42).

2.1.1 (43).
523.

63.1,633.

6.2.3.

6.3.4.
6.13,63.1,63.2.

2.1.1 (44).
9.2.10, 10.2.1,
10.5.22.

853,
8.1.3.

8.4.1.

8.4.2.

8.4.2,843,852,
2223,

22.4.15, Note.

842,2223.

10.3.16.
423,

106.1.

15.6.1,22.4.19 (d).

1039, 10.5.7.

Appendix
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R—cont.

Register of manufacture—
Form of— -

Register of miscellaneous recoveries—
Form and use

Register of miscellaneous sanctions—
Form and use

Register of permanent sources of revenue—
Form and use . ;

Register of rents of buildings and lands—
Form and up-keep

Paragraph Appendix

13:1.3.

2228.

22.2.9.

858.

835,836,855,
8.5.7.

Register of revenue realised refunds of revenue/receipt

and recoveries on capital account—
Form and up-keep .. v v

Register of sanctions to fixed charges-—-
Form and use

Register of transfer awaited—
Form and use :

Register of unpald wages—
Form and maintenance

l' Register of works—
Closing entries and review of expenditure ..
Closing of annual maintenance works
Closing the aceaunis of coniractors and labourers.

i Closing the accounts of materials .
Closing the accounts on oomplcuon of work
Excesses over estimates
Excesses passed by divisional officer
Examination by divisional officer
Forms and preparation

Further charges prohibited on complmou of wurks .

Posting of ;
Review of unsettled sccoun:s

Settlement of liabilities on completion of wozks
Work slips i vie

__ |

8.5.1-8.5.4,
22.44.

2224,

54.3.

1023 ().
10.2.25.

10.7.9.

10.7.8,

10.5.18, 10.5.20,
10.7.5.

10.7.6.

10.7.4—10.7.11.

10.7.10, 10.7.11

10.7.10.

10.73. .

10.7.1, 10.7.2.

10.74.

10.7.2, 10.7.3.

22.4.20.

10.7.5—10.7.8.

10.7.3.
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R—cont.

Remissions—
See refunds and remissions.

Remittance transaction—

Accounts procedure

Adjustmert in accounts G5 o

Adjustment of establishment and contingent charges
connected with acquisition of land,

Cash recoveries and payments for other divisions,
departments, etc.

Charges for prison labour -

Cheques drawn on treasuries, classification

Cheques drawn on treasuries, setilement of account.

Cost of land acquired

Examination and adjustment of u'ansfm mltrnamd by
Accountant General.

General rules

Payments into trezsuries—-
Acoounts classification
Senlement of account

Procedure for transfer of charges for work done

Prompt settlement of —

Provisional acceytance of transfer -

Railway debits for warrants and credit-notes require
acceptance in full.

Rents of buildings and lands o W

Responding transfer adjusted on receipt of intimation
of original Gebit or credit, exceptions.

Responsibility of divisional accountant

Responsibilities of responding office

Schedule of works expenditure for—

Submission of accounts to Accountant General

Transfers advised should be accepted in full

Transfer advised should be supported by vouchers or
certificate of audit.

Transfer of lands and buildings

Transfer of works free of charge to local bodl,es does
not necessitate adjustment in accounts.

Transfers not pertaining to the division may be
rejected. '
Work done for other divisions and depariments—

Responsibility for excess over estimate ..

Paragraph

17.2.1—17.2.8.

17.2.1.

10.1.5, Note 2,
17.1.3.

17.1.9.

17.1.5.
17.1.3.

223.1-2234.

17.1.2, 17.1.3.
17.2.7.

17.1.1—17.1.8.

17.1.8.

2312234,

17.26.
22.4.21.
17.2.3, 17.2.8.
17.2.3 Note.

17.14.
17.2.2.

17.2.8.
17.2.3.
2246.
17.26.
17.2.3.
17.2.4.

16.1.4, 17.1.6.
16.14.

17.23.

17.2.6.

Appendix
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R—cont.

Remittance transaction—cont.
Responsibility for saving and excess over appropria-
tion.
Services rendered or articles supplied

Rents—
Amount due on account of hire of fumiture or value
" of fumiture lost or damaged.
Amount of—specified by divisional officer should be
recovered in full
Assessment-and revision of bills for—

Changes in emoluments of ienants
revision of rate of—recoverable.

Debits for—realised, raised in anticipation of credits.

Demand of—on vacation of quarters .

Of hired non-residential buildings and lands, payable
by departments concerned.

Of hired residences

Procedure for recovery of from Govemem sm&ntl
and pensioners.

Recoveries of-—from non-gazeted Government
servants whose pay is drawn by heads of offices
1o be made by the latter.

Recoveries of—by treasuries subordinate to the Civil
Accountant General, adjusted in the books of the
Accountant General who is responsible for the
audit of pay of the Govemment servants
concerned.

Recoveries of—relating 1o state Government which
are realised in another accounts circle, remitied
by bank drafts.

Recovery of—from pensioner ; :

Recovery of —made in advance from pnval.e persons

Refunds of—how accounted for

Representation against assessment of—

necessitate

Report of value and verification of unused materials—
Form and use of s ;

Residences—
Additions, alterations, provision of fumiture etc.,
necessitate revision of rent.
All—should be entered in the tegister of rents of
buildings and lands.

. Paragraph Appendix

17.2.6.

17.1.1,17.17,
3.1.5.

8.3.2, Note.

8.3.4, Note 5.

22.4.31, Notes
8.3.3, 8.34.

8.3.4, Note 7.

17.2.2.

8.3.3.

17.1.4.

17.1.4,
£3.2,83.10

8.34.

8.3.5.

B3.1.

8.3.8.
8.3.1,
8.5.7, Note.
8.3.10.

10.3.12—103.16.

22.4.31, Notes.

8.5.5,22.4.31.
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R—cont.

Rents—cont.

Proforma, or capital and tevenue accounts of
buildings.

Recovery of all dues for which a Government servant
may be liable in respect of—allotted to him.

Rent due from date of eccupation

Rents of hired—to whom chargeable

Results of audit—

Communicated in the form of audit-notes inspection
reponts, letters er memoranda.

Disposal of— v

Objections raised by d\\-'lswna.'l accountant

Replies should be based on divisional officer's own
knowledge.

Responsibility for clearing objections

Results of divisional accountanl’s scrutiny of sub-
divisional accounts and vouchers.

Suggestion to obviate the issue of unnecessary audit
chjections.

Revenue receipts—
Accounts classification

Accounts classification of refunds and remissions ..

Cases in which—should be recorded by works

Credited in accounts on realisation, exceptions

Procedure for demand and recoveries of rents of
butldings and lands.

Frocedure for irrigation revenue collected through

district and revenue anthorities.

Procedure for refunds and remissions

Recovery of debts due should receive spu:ial
attention,

Responsibilities of departmental officers for—

Rules for assessment, realisation and accounis
procedure prescribed locally.

Review—

Of contractors’ ledger

Of deposit register . -

Of expenditure against appropriations

Of registers, books and accounts of divisional and
sub-divisional offices.

Paragraph Appendix

32.1 (), 22.431.
8.3.2 Note.

22.4.31 Noe 3.
17.1.4.

45.1.

45.1,45.2.
423,
45.1.

4.53.
22211

454,

8.1.1,8.1.3,
8.4.1.

§4.1.

32.1(d), 8.5.1.

8.1.4.

§3.1,83.10.

8.2.1.

83.2.
8.14,

8.1.2—8.2.1.
8.1.1,8.1.2

10.8.8, 22.4.20.
22.4.20.

54.2.

22432,
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R—cont.

Review—cont.
Of registers of works

Of rent registers

Of suspense accounts

Of tools and plant accounts
Of unsettled accounts

Of works abstracts ;
Of workshop annual accounts
Of vouchers

Road metal—
Accounts classification
Accounts classification of charges fw quarries
Accounts of — s s
Adjustment of cost of—collected during scarcity
Corrections in accounts
Payment for supplies
Prompt record of transactions

' Verification of—

Running account—
Expression—defined
Forms of bills
Forms and use

Sale account—

For stock sold
For tools and plant sold

Sanctions and orders—

Carriage, handling, etc., charges for stock Communi-

cation to Accountant-General.
Compliance with orders in force

Divisional officer’s sanctions to excess expendlmre

Divisional officer's sanctions

Necesstty of sanction before incurring expmdnurc

‘A—88.31- A

Paragraph Appendix

10.7.3,10.7.9,
22.4.20.
22.4.20.

22.4.20.

9.33.

20.4.20, 22.4.21.
10.5.25, 22.4.20.
143.2.

22.4.18.

9.13.
9.4.4,
9.4.1.
943,
9.4.2.
94.1.
9.1.2
9.4.2.

2.1.1 (45).

10.2.11.

10.2.11, 10.2.14,
10.2.19.

9.2.25 (d).
9.3.14 Note.

22.4.8 Note.

423,
454,
44.1 Note 1.
5.1.1,
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S—cont.

Sanctions and orders—cont.

Procedure is settled locally .

Procedure in respect of—affecting two or more
disbursing officers.

Sanctions affecting gazetted Government servants.

Sanctions  affecting non-gazetted Government
servants.

Sanctions to creation or abolition posts

Sanctions to scales i

Scrutiny of—by divisional accountant

Should be recorded in svitable registers

Transfers of divisional, sub-divisional or ol.her
executive charges.

Schedule docket—
Attaching of vouchers

Check by divisional accountant
For percentage recoveries

Form of—

Preparation of— ..
Submission 10 Accomtam-Generx.l
Transactions for which necessary
When-—may be disposed with

" Schedule of debits or credits to  “Adjusting account
between Central and State Government”,
“Adjusting account with Railways”, “Adjusting
account with Posts and Telegraphs”, “Adjusting
account with Defence”—

Form and use of— ..

Submission to Accmmtam{}encral

Schedule of debits or credits to miscellaneous heads
of account—
Form and use of—

Submission to Accoumam-Geneml

Schedule of debits or cedits to remittances—
Form and use of— s i
Submission to Acmmmm-Gmeml

Schedule of debits to stock—
Form and use of —

Submission to Accountant- General
A—3§8-31-B

Paragraph

44.1.
22.2.5.

18.6.1.
18.6.1.

18.6.2.
18.6.2.
4.2.3.

2224
18.6.3.

224.15 (5),
224.17.
22.4.2, Note 2.
243,
2.42,2243.
2.42,2243.
2.4.15.
2.42.
22.42, Note 1.

22.44,224.5.

22.4.15,22.4.19 (c).

224.4,2245.
224.15. '

22.4.4,2245.
224.15.

242,048,
22.4.15.

Appendix’
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S—cont.

Schedule of deposits—
For March should be accompanied by an account of
interest bearing securities.
Form and use of— i
Submission to Accountant- Ge.ne.ml

Schedule of deposit works—
Form and use of—

Submission to Accountant-General

Schedule of miscellaneous P. W. Advances—
Form and use of— s

Schedule of monthly settlement with treasuries—
Form and use of—

Schedule of revenue realised/refunds of revenue/
receipts and recoveries on Capital account—
Form and submission to the Accountani-General

Schedule of transactions adjusted under the head
“Cash settlement suspense account”—
Form and submission to Accountant-General

Schedule of takavi works—
Form and use of— on
Submission to Accountant- Gcncral

Schedule of works expenditure—
Form and use of—
Submission to Accountant- Generﬂ.l

Secondary unit of appropriation—
Expression—defined

Sectional officer—
Expression—defined
May be authorised to record m]locu\rely once
a month the issues of petty stores.
May issue stores without indents

Secured advance—
Against materials, etc.

Expression—defined

Paragraph Appendix

22.4.19 (d). .
15.5.3.
22.4.15-22.4.16.

16.2.2, 16.2.4,
22.4.4,224.6,
22.4.7.

22.4.15.

224.15, 22.4.16,

22133

22.4.15.

22.4.4, 22.4.10,
22.4.15.

16.3.2, 16.3.4.
22.4.15.

22.42,224.6.
22.4.6, 22.4.15.

2.1.1 (46), 5.2.1.

2.1.1 (47).
9.2.12.

9.29.

Notes 1 to 3 below
para. 10.2.20 (¢).
2.1.1 (46).
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Paragraph Appendix
S—cont.
Secured advance—con!.
For materials used for centering .. i ... Note 3 below para.
10.2.2 (a).
For sand, asphalt, etc. . . .. .. Notes 1 and 2 below
3 para. 10.2.21 (a).
Form of bill s - .. 10.29,10.2.11.
Indenture to be obtnmed for-— ‘s s .. Note 2 below para.
10.2.19.
Not admissible to piece-worker .. .. .. 10.2.21 (a), Note 4.
Posting in works abstract % PP .. 105.16.
Procedure i i 2= .. 10219,
When mybegmmed - s - .. 10221
Security deposit—
See deposits.
Service head— "
Expression—defined - .. . .. 3.1.7,Note1l.
Speclal office—
Expression—defined A P i L. 211 ¢49).
Speclal officer—
Expression—defined .. .. .. .. 2.1.1(50).
Statement of receipts, issues and balances of road
material—
Form and use of— Er g o . 941,211,

Statement of renls recoverable In cash or by
deduction from pay bills—
Form and use of— 834,
Inclusion of all dues for whlch a Go\remmcnl 8.3.4, Note 3.
servant is liable in respect of his residence.
Verification on receipt- of audited copies of —from  8.3.5, Note.

the Acoountant-General, 8.3.6 Note.
Statement of stock receipts— i
Form and maintenance— i ..o 925-927.
Payment 1o be made on the basis of— .o 928
Register of— - , . . os 28,
Valuation of — 5% 7 53 & .. 9226
- Statement of tools and plant recelpl.s - .. 934
Register of . - .. 934,Noe 2.
Stock (suspense)}—

See suspense accounts.
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S—cont.

Stock accounts—

Abstract of transactions in—

Accounts kept by obpcts of cxpcndltuw
Auxhority for receipt of stock .
Carriage and Incidental charges

Cases in which purchases of materials are chargeable
to stock.

Corrections in accounts v - -

Date of closing

Description of arrangements for l:eepmg stodc

Forms

Fictitious ld]ust‘meﬂl! m—prol'nblled

Form, preparation and examination

Issues-— .
rcqutrcd-—l:xccpum

Maintenance of—in sub-divisional and divisional
offices.

Mode of recovery

Promps record of transactions Excepuons

Purposes explained :

Receipts—
Procedure on taking delivery
Payment for supplies win a
Shmﬂdbemtu‘vdmthebmcards .
Should be recorded in statemant of stock rccelpl
Sources described : s
Suppliers to be g;wen acknowlﬁlgmmu

Recovery of supervision charges

Responsibility for recovery of value and clearance of
outstandings.

Responsibility for maintaining correct accounts

Resonsibility of divisional officer

Sale account &

Schedule of debits to slodc

Separate account for stock undcr the charge of
divisional officer.

Stock-taking procedure

Storage rate

Suppliers’ bills—
Examination and preparation

Valuation

Paragraph Appendix

6.231.
9.2.29,22.48.
9.2.4. .
9.2.28,10.9.1,

22.4.8 Note.
9.13.

9.2.38—9.241.

YRR

9.2.1
2249.

T 912

9.29—92.1L
9.29.
9.2.2.

9.2.25.
9.2.12,9.2.12.
9.29.

9.0.5.
9.:.17,9.2.19.
9.25.

825.

9.2.4.

9.2.5.

92125,

9225,

9.1.2
9.11
9.2.25.
2248,
9.2.2.

9.2.36,9.2.37.
9.2.23.

9.2.17, 10.2.14,
10.2.19.

9.2.26,9.2.27.
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S—cont.

Stock ledger—
Closing of .
Form and maintenance
Posting of

Stock taking—

Materials charged to werhs
Road metal

Stock materials

Tools and plant

Storage charges—

Expression—dcfined
Recovery of—

Stores—

Cawegoties of - EP o
Initial acouunt 8f—= |, ’

Purchased through India Stores Depat!mem

To be supplied free of cost ..

Sub-divisional accounts—

Closing of cash and store accounts
Incorporation of —

In monthly accounts of the division
miscellaneous accounts returns
Review of —by divisional officer
Scrutiny of—by divisional accountant

Submission of copies of cash booktodmsmna.l

office.

Submission of month's accounts to divisional office.

Up-keep of initial accounts ..

Sub-divisional officer—
Expression—defined

Sub-heads—

Expression—defined 5
Determination of—in accounts of works

Sub-work (5)—

Expression—defined
Works abstract for—

Paragraph Appendix

9.2.34,
9.2.32.
9.2.33.

10.3.12—10.3.15.
9.4.2.

9.2.36, 9.2.37.
9.3.18.

2.1.1 (51).
9.2.23.

914
9.1.5.
12.2.1. App. 4.
Note 3 below para.
10.3.2 (b).

21.1.3.

22.13.

2117,

22432. .
2221-22211L
21.15.

21.15, 2L.1.6.
21.1.1,21.1.2.

2.1.1(52).

2.1.1 (53).
10.5.3, 10.5.13.

2.1.1 (52).
10.5.2, 105.5.
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S—cont.

Summary of stock receipts—
Form and posting

Summary of indents—
Form and posting

Supervision charges—
Expression—defined
Recovery of—

Supplementary accounts—
Date of submission .
Definition and preparation of—

Survey report of stores—
Form and use of

Suspense accounts—
Accounts classification .
Appropriations intended for gross expendlmrr.
Expression—defined i =

Miscellaneous P. W. Advances—
Classes defined
Clearance
Form of account

Purchases—
Credits
Debits
Form of accounts
Unclaimed balances
Valuation

Stock—
Account, when necessary
Debits and credits
Form of general account
Limit of reserve
Sub-heads

Subsidiary accounts

Subordinate to accounts of works—
“Contractors” account—

Adjustment of balances due to or by contractors.

Paragraph

9.2.30.

9.2.30.

2.1.1 (55).
9.2.25 (¢c).

224.23.
224.22.

9.2.39,9.3.19,
94.1,94.2.

12.1.1.
522
2.1.1 (56).

12.4.1, 12.4.5.

12.46.
12.4.7.

12.2.1.
12.24.
12.2.6.
12.25.
12.2.3.

1231
12.3.3.
12.35.
12.3.2.
12.3.4.
Chap. 9.

10.5.19.

Appendix
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S—cont.

Subordinate to accounts of works—cont.

Advances on security of materials
Advance payments
Other transactions
“Labourers™ account

“Matenals™ account v
Unpaid balances due 1o contractors and ]ahourers .o
Watch over balances of contractors and labourers . .

Workshop Suspense—
Credits
Debits
Form of account

Suspense register—

Takavl works—
Accounts classification

Accounts procedure

Closing of accounts .. -

Cost may be recovered in advance or inarrears

Expression—defined

Procedure for recovery l.Imugh revenue a.nd dlsu-u-.l
authonities.

Provision of funds

Technical Sanction— . .
Expression—defined

Temporary advance—

Temporary establishment charged to works—

Leave salary, travelling allowances, etc., to be
regulated by the rules applicable to temporary
establishment.

Tenders—

Check by divisional accountant
Cost of tender forms to be credited to revenue—

Paragraph Appendix

13.5.16.

10.5.15.

10.5.16, 10.5.17.
10.5.17, 10.5.18.
10.5.14.
10.5.17—10.5.20.
10.5.20.

12,52, 12.5.3.
12.5.1.
1254,

12.2.6, 12.3.5,
1247, 2.44.

16.3.2, 16.3.5.

16.3.3, 163.5,
224.4,224.15.

16.3.4.

16.3.1.

2.1.1 (57).

16.3.5.

16.3.1, 22.4.7.

22.4.15.
2.1.1 (58).

6.6.12.

10.2.24.

424,

Note 3 below para.
8.1.4 (a).
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T—cont.

Tents—
Carriage of—

Tools and plant—
Accounts classification of transactions
Adjustment 1 account of famine—transferred to thc
stock of ordinary—
Corrections in accounts of

Issues— .
Procedure and posting in indents for tools and plant.

 Ledger of— ..
Form and posting

Lent er sent out for repairs—
Acknowledgments .
Posting in tools and plant regls!.er-—
Numerical account kept both for ordinary a.nd spema.l
tools and plant.
Ordinary—defined
Payment for supplies
Prompl record of transactions in accounts

Receipts— .
Acknowledgements to suppliers
Examination and count, posting in the statement of
tools and plant receipts.

Recoveries and adjustmenls—-
Hire, etc.
Carriage charges of tents
Sales and transfers .
Use on works
Special—defined
Special—sanctions to
Verification

Transaction with treasuries—
Marking of forms used for central—

Transfer entry—
How registered o
Respensibility of divisional ofﬁccr

Should be supported by an order of divisional or
sub-divisional officer.

Paragraph Appendix

9.3.13.

9.13,93.1, 10.1.5.
9.3.17. '

9.3.19.

9.3.5,9.3.6,
9.3.9.

939.

937,938

93.5.
938.
9.3.2, Note.

10.1.5.
9.3.1.
9.3.10.
9.1.2.

9.3.4.
934,

9.3.12.
9.3.13.
9.3.14,9.3.16.
9.3.11.

93.1.

93.1.

9.3.18.

6.1.4.

7.1.6, 7.1.7.

7.14.

7.12,7.14,
7.1.7.
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Paragraph Appendix
T—cont.

Transfer entry—cont.
Should set forth explanation for cormrection or 7.LS.

adjustment.
Submission to Accountant General - .. R416.
When necessary .. .. .. ... 664,711,
22.4.25.
Transfer entry book—

Date of closing W o i e oo 212

Form and up-keep .. i e - .. 116,717,
Transfer entry orders—

Form and use . s - .. 942912

Posting into schedule dockets & i .. 242

Posting into registers and schedules a .. 1244

~
Transfer of charge—

Divisional, sub-divisional or other exerwtive charges.  18.6.3.
Treasury pass-book .. i & i oo 2233,
Treasury remittance books .. 5 v .. 651
Treasury rules ce e e ce e 211 (59).

U
Unit of appropriation—
Expression—defined i - i .. 21.1(60),52.1.
A4
Vocabulary of stores—
Maintenance of - ie i - ..o 923
" Voted—

Expression—defined Vs s - . 21.1(61),3.1.9.
Youchers—

Acceptance of valur. payable -covers (with invoice  6.4.8 Note 2.

and bill) as—

Acknowledgements on ee e e .. 648,426,

Check by divisional accountant .. .. .. 22212223,

22.2.10.

Comparison with cash book . .. 665 Note.

For liabilities incurred on behalf of wntmors .. 10522
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Paragraph Appendix
V—cont.
Vouchers—cont.
General rules for preparation and completion 6.4.6—6.4.8,
10.2.1—10.2.3.
Particulars of classification .. 6.4.6,10.1.2.
Pay order on— i 64.7.
Payments should be suppoﬂed by— .. .. 6486
Posting into a schedule dockets .. - o 22A2
Posting into registers and schedules 9 .. 2244,
Review of—by divisional officers .. - .. 22418
Submission t Accountant-General . oo 22407,
Review of—by divisional officer .. i .. 22418
Submission to Accountant-General 22.4.17.
Works—form, preparation, examination md plymcm. 10.2.9—10.2.19.
Watching of actuals—
Procedure : 5.1.1.—543.
Water courses—
Account rules. . i a5 «v .. 1638 App. §.
Expression—defined 2.1.1 (62).
Work-charged establishment—
Pay bills - o v - .. 102.23,10.2.24.
Travelling expemc: i i i .. 10226,
Unpaid wages s s . i .. 10225,
Work done for other departments, etc.—
See remittance transactions.
Works—
Expression —defincd 2.1.1 (63).
Works abstract—
Additional charges for materials issued to contractors\  10.5.10
direct to works.
Check and completion in divisional office .. 10524,
Classification and record of final dmges——
Major estimates . .. 1053—105.11.
Minor estimates .. .. .. = .o 10512
Closing of contractors’ accounts ., - .. 105.19.
Examination by divisional officers - .. 10525
Form for major estimates .. .. .. .. 1051
Form for minor estimates .. 10.5.1.
Kept for each working estimate and sub- work or 1052, 10.5.5.
portions thereof,

e —
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W—cont.

Works abstract—cont.

Liabilities not incorporated Em:pnms

Materials account

Pants of works palled down or rebuilt

Percentage charges for estabilishment, etc. are not

~ included in—

Preparation, completion and disposal

Receipts and recoveries of expmdmlm

Record of progress -

Sub-heads, how determined .

Sub-heads may be assigned numbers

Suspense accounts ..

Unpaid wages of labourers on oumplenon of wori:s
Watch over contractors’ and labourers' balances

Works accounts—

Accounts retumns of sub-divisional officers
Adjustments

Classes of works executed

Closing the accounts of completion ofworka
Completed works include sbandoned works
Corrections of errors after closing accounts

Cost of works executed in divisional work shops for

private bodies to be recovered in advances.
Disposal of surplus materials
Forms of bills and veuchers
Genenal principles regaiding
Include the cost of land

Object of keeping accounts by sub-heads
Payments to contractors and suppliers
Payments to labourers i i
Payment to charged establishment
Re-opening of account

Review of unsetiled accounts

Schedules of deposit warks mdmkm WOIU
Schedule of works expenditure—

Form and preparation ..
Submission to Accomunl-ﬁmeral

Paragraph Appendix

10521, 105.22.

10.5.7, 10.5.8,
10.5.14.

10.5.9.

10.5.1 Note 2.

10.5.24, 10.5.25.
10.5.11.

10.5.6, 10.5.23.
10.5.3—105.12.
10.5.3 Note.
10.5.13—10.5.20.
10.5.18.

10.5.20.

21.1.4-21.1.7.
10.4.1.

10.2.1.

3.LL
10.7.4—10.7.11.
2.11.1(11).
10.7.12.

14.1.5.

10.3.8, 10.3.11

10.28—-10.2.19.

10.1.1=-10.1.6.

10.1.5 Note 2,
17.1.2, 17.13,

10.1.4.

10.2.22.

10.2.2—10.2.7.

10.2.26.

10.7.12.

22.4.20.

247.

224.6.
22.4.15.
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Paragraph Appendix
W—cont.
Works accounts—cont. X
Suspense account .. s o i .. 105.13—105.20,
© 10.7.5—10.7.8.

Transactions adjusted finally in the accounts of 3.1.3.
divisional officer : Exceptions.

Transfer of works free of costtolocal bodies does  16.1.4.
oot necessitate adjustment in accounts.

‘Unauthorised lisbility 10 be reported to higher  5.1.1 (2) Note.

Works expenditure and works outlay—
Expressions—defined T A B (7)Y
Workshop accounts—
Annual proforma gccounts
Preparation and review .. o i .o 1431,1432,
22.4.30.
Applicable to larger shops - o .o 1413,
Classification of transactions i i ..o 421—-1423,
Depend on the size of the shop . . .. 1411
Direct and indirect charges s % .. 1421—-1426
Direct charges on jobs wh 1423.

Estimated cost of work executed fcr mmmpahm 14.1.5.
or private parties to be recovered in advance.

Form of accounts is prescribed locally 14.13.

Indirect charges are prescribed locally o . 1423,

Indirect charges, revision of— .. ... 1432
Estimates of cost . .. .. .o 1414,
Settlement of accounts .. 1425,

Jobs executed in small shops, ncemedfwuwom 14.1.2.
or manufacture,

Limit of the cost of job o & Vi ..o 1414,

Workshop (Suspense)—

See suspense accounis.

Work slip— .. i & G o .. 1073,
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Note of posting of correction siips
No. of slip Page on which pasted No. of slip Page on which pasted
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Note of posting of correction sllps—caonz.

No. of slip

1

Page on which pasted
2

No. of slip

m

Page on which pasted
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