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PREFACE 
\ 

I 

, Although with the introduction of provincial autonomy under the Government 1 

, of India Act, 1935, the State @vernment was entitled to its own Account Code 
I 

for public works in replacement of the Central Public Works Account Code, the 
latter was continued as applicable mutulis mufondis to public works under the 

, [ State Government. While the practice and procedure for accounting of trbs- . I 
actions regarding public works in this State have, during these years, followed 1 

/ closely along the lines of the Central Code, i t has been an increasingly inconven- 
)I' ient process to keep track of the changes and amendments made in the C e n v  

Public Works Account Code and then to adopt them to the context of relevant 
1x rules and orders issued by the State ~ovemmerit 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 Maharashna Public Works Account 

j i  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 

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

. \ Works Department ) whose basic structure and system of day-to-day working 
I are identical and come into'force from 1st April 1968 when the Central Public 

i, Works Account Code will naturally cease to apply. k s  the name given to the 
; Code implies, there is no rigidity about a particular department only being 

r - governed by rhesg rules. In fact, they can'be partially or fully made applicable 
to the working of other departments and also public works under Zilla Parishads, 
wherever the works are being carried out on the general public work's 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 
workhg. All the forms whether standardised or not are also reproduced at the 7 , 

end of the Code for facility of easy reference. c,/ 
3. The rules relating to the initialmd complied accounts containedin 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 
A ~ o u n t  Code, Volume 111. These rules can be amended or revised only by or 
with h e  approval of the Comptroller and Auditor-General of India. 

J A 



4. In preparation of this Code, the Accountant-General, Maharashtra; 
kindly 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, fie then 
Deputy Secretary (Inspection), and Superintending Engine&. 

5. Corrections to this code will be issued by the Buildings and Communi- , 
cations Department with the approval of the authority concemed in each case. : ' . 
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1 
MAHARASHTRA PUBLIC WORKS ACCOUNT CODE 

1.1.1. The ruIes in this Code describe primarily the financial methods and , 

phcedure 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 riles contained ifi the Maharashua Public Works Manual, 
the ~udget  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 embodied in the Account Code, Volume 111. Likewiseany 
provisions in'this Code rclat~ng to the requirements of audit are to be regarded 
as directions issued under the authority of the Comptroller and Allditor General. 

1.1.2 With regard to matters dealt with in this Code, the execution of public 
works entrusted to the agency of other ~ovemments will be regulated, subject 
to the directions contained in the Account Code, Valume 111, by rules made by 
the Government concerned except where district provisions have bkn made in 
these rules to the conaary. (I 



. 
, 

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 

1 .  of accounts who keeps the accounts of G.overnment and, when used in relation 

~' 

toapublic works division, 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 3n an original work initiated by, or connected with, 
the requirements of such administrative department. It is, 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 running account to a 
contractor for work done by h~m but not measured. 

1 (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 
placedat the disposal of a disbursing officer. The word is also technically used / 

1 in conndon with the provision made in respect of charged expenditcue. 

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

Examples : Recoveries of advances or recoverable payment and sale-proceeds 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 ~ e s e k e  Bank of India and includes 
any brinch of the State Bank of India, State Bank ?f 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 I1 of 1934). It also includes any branch 
of the State Bank of Saurashtra, as constituted by the Saurashtra State ~ a k s  
Ordinance, 1950, which has been entrusted with the conduct of Government 
business, 

(7) Book transfer :, This term is applied to the process whereby 

financial transactions which do not ' involve, the giving or receiving of 
cash or of stock materials are brought to account. Such transactions may 



either aff&t 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. Qey  usually represent 
liabilities and assets of Governmeilt brought to account either by way of 
settlement oi otherwise, but they may also represent corrections and amend- 
mentspade /in cash, stock, or book transfer transactions previously taken to 
account. 

(8) charged expekdifure means such expenditure as is not 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. 

t '  

(9)  Commercial department means a department maintained mainly for the 
purposes of rendering services or providing supplies of csrtain 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 determined through accounts maintained on commer- 
cial principles. 

(18) Csmpcrcnr a i i t h ~ ~ i l y  in rc!ntinn ts the exercise of any power, means 
Government or any authority LO which die ijiiwer !s d1Iizgiltcd by G ~ ~ e m m c m .  

(1 1) Completion and completed : The expression "compleUon of a work" 
should be understood to include "abandonment of work", and "completed work" 
to include " abandoned work. 

(12) Confingencies : When used in respect of the accounts of work, this term 
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 
Government servant, or by a synchcdtisr fmn, rot the construsGon, maintenance 
or repairs of one or more works, for the supply of material, or for the 
pertorrnance of any service in connectiqn with the execution of works or the 
supply of materials. The t e n  "contractor" means aperson, syndicate or firm that 
has made such an undertaking but ofien its use is regtricted 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 to indicate the Buildings and Communications Department or Irrigation and 
Power Department as' may be applicable. 

(15)  Deposit work : This term is applied to works of construction or repairs, 
x. 

the cost of which is met, not out of Government funds, but out of funds fromnon- 
Government sources, which may be deposited in cash with the divisional officer. 



t 

(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 thosecharges 
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: 

I 

(18) Direction ofice : 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 entpsted, at any time, with the receipt and disbursement 
of public money, he is treated as a divisional officer, even though some pin of 
his emolumeats may be treated as direction charges. 

(19) Direction ofltcer : The head of a direcuon office is known by this 
designation. 

Explanation : A Government servant holding the rank of a Superintending or even a Chief 
Englneeris not a direction officer, unless the d~rectlon of the business of one or more divisions is 
entrusted to hm. Thus a Supermtendmg Engineer employed on special duty is not a direction 
officer. I 

(20) Direct and indirect receipts : "Direct receipts" d e  those items of revenue 
receipts which arerealised in connection with a work or project, and are brought 
to account directly aspppertaining to the work or ~roject. "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 
regtila accounts o l  thc rcccipts of the department, 

r (21)  Divisron and divisional ofice : These terms are used to denote respec- 
tively the executive charge held by a divisional officer [clause (22) below] and 
the headofficeof such acharge. Thus $eofficeofan independent executive sub- 
division is a divisional office, as also that of theguperintendent of a workshop 
working independently of a divisional officer. 

(22) Divisional officer : This tern1 is applied to an executive officer of the 
department who is not subordinate to another executive or disbursing officer of 
[he department, even though the executive charge held by him may not be 
recognised as a division by Government. Thus, the officer incharge of an 

t independent sub-division is also treated as a divisional officer. See also 
clause (18). 



(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 rcpugnant in the subject or context 
as regards anything done or to be done after the commencement of the 
Constitution, shall mean the Governor of hiaharashtra. 

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

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

(27) Issue rate : This term denotcs the cost per unit fixed, in respect of an 
article borne on the stock account of the department, at a valuation, for the 
purpose of calculating the amount creditable lo the sub-head concerned (i. e., the 
sub-head under which the article is classified) of the stock account by charge to 1 
the account or service concerned, when any quantity of that article is issued from 1 
stock, Handling charges and stsrage charges wi!l be included in lhc issue rate 
by adding a suitable-percentage based on the carriage and other incidental 
charges of the previous year and storage charges as rev~ewed 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 ducct, and carriage and 'incidental charges in 
connection with the materials. 

(29) Liabilities : When used in respect of accounts of works, this term includes 
all anticipated charges which are adjustable as final charges, but have not been 
paid, regardless of whether o: not they havc 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 h e  works cxpcnditure exceeds Rs. 50,000. This term is 
also applied, for the sake of convenience. to the work itself. 

(3 1 )  Major head : A main unit of account for the purpose of recording and 
classifying the rec6ipts and expenditure. 

(32) Market rare : This term, whcn used in respect oT an articleborne on the 
stock account of a division, indicates the cosiper unit at which the article, or an 
article of similar description, can be procured, at a given time, from the public 
A-88-2-A 



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 t e r n  applied to h e  estimate for a work, when the 
sanctioned amount of the works expenditure does not exceed Rs. 50,000. This 
ten i  is also applied, for the sake of convenience, Lo the work itself. 

(34) Minor head : A head subordinate to 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 account on the completion of the contract for the work 
of supplies. 

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

(37) Outturn . 'l%is tern, when iisui ~n rcs-p%t 01 the account of manufacture 
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 upproprialion means a divisidn of accounts subordinate 
to 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 
thz total cost of a work or supply divided by its quantity. In t!!e accounts, it 
represents the recordedcostper unit, as arrivedat by dividing the up-to-date final 
charge on a sub-head, by the up-to-date progress thereof. "Inclusive 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 



-. \ 

(43) Reappropriation means the transfer of funds from one unit of appropria- 
tion under which savings are anticipated to another wit  of appropriation within 
the sane grant to meet the excess expenditure anticipates under the latter unit. 

(44) Recoveruble payment means a payment LO or on behalf of a conmctor 
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 to Government by an 
equivalent cash recovery or short payment of dues. 

(45) Running account is a term applied to the account with a contractor when 
payment for work or supplies is made to him at convenient intervals subject to 
final settlemsntof the account on theiompletionordetemination of his contract. 

(46) Secondary unit of uppropriation means a &vision 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) Securi.dadvance is aterm applicd specifically to an advance made on the 
s%un~ji of materials brought to site oiwork, to a cunridci~r wliose conuac~ 1s fur 
the completed items of work. 

(49) Special ofice : The office of a special officer, vide clause (50). 
(50) Special officer (or speciulisr officer) : This term is applied tosuch officials 

of the department as are neilher 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 estab1ishmente.m ploycdon handling and keeping initial 
accounts, thecustoay of stock and the maintenance of the sloregodown or yards, 
stc., and 31e added on a pcrccn~ge, basis to the issue rate, so as to form part of 
the issue rate'. see clause (27)'. - 

(52) Sub-divifionn! oflicer : This designation is applied primarily to 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 tke divisional officer himself, the latler is also treated as the sub-divisional 
officer in 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 oi the 
charge of the sub-division. 



(53) Sub-head: In the accounts of works and in working estimates, this term 
is used to describe the sub-division into which h e  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 teny "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 irrigation, 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 : This term 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 to cover such items of  he expenlture 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 are reserved for the temporary passageof such transactions as must at once 
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 
~anCtion is accorded by the authorities of his department to whom the power has 
been delegated by Government. See also clause (2). 



(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 
figm an irrigatior, 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 to 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 reduaion 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 OF SYSTEM OF 
ACCOUNTS 

3.1.1 I?.le 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 departwents 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 receipts connected with the 
service pertaining-to civil works of Government are adjus~cd finally in the 
accounts of divisional officers against the provision of funds therefor, placed 
at their disposal. Transactions connected with the services for olher 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 concerned. Outlay on non-Government works is charged 
against the deposits received therefor. 

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

Note 2.--When a division undertakes 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 
furally in thz accounts of the latter division. 

Note 3.--Opera!bnz undsmkn! $ !he mimufae~nik~ s!!d w*&;i;--is a i Jiiisivn sn behaii 61 
Zhsr Jiuisisn~. depiiix~cnis. Governments, l ~ca l  bodies or individu3s am treated as operalions of 
he d~vlsion m the first instance, b u ~  the entirc wst 1s ultimately recovered from the party concerned. 

3.1.4 In all cases, the primary accounts of these transactions should be kept 
in accordance with the rules of this Code, evcn though the ultimate cost of the 
transactions may not have to be brought to account finally in the books of the 
divisional officer. 

3.1.5 The perfomlance of these services and the subsidiary proceeding 
gives rise to a number of other transactions with other department, Government, 

etc, which have  SO to be brought to acccnnt, 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 fron other divisions or departments, 
etc., or from England. 



?.! .6   he hnsactions 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. 

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

111. Remittance heads--receipts as well as payments; for cash, stores or 
olher values received from, ,or paid to or on behalf of, other 
departments or ~overnments.'~' 

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 grou;! are treated either as heads subordinate to 
the expenditure heads or as independent heads of account, or a 
sub-heads in the accounts of works, as will be explained in later 
chapters. 

3. I. 7 . The transactions ur,der 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 I.--For departmental purposes, public works officers usually divide a detailed head into a 
number o i  service heads and the latter into a number of depamental heads but, for purpose of 
account, the single term "detailed hcad"'is used for all divisions subordinate to a 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 called sub-works and 
I ~ ? i h l l  ;U'G=&ig[+iig isf tiie latier nm esllcd dei*kjgd h a d i s  

3.1.8 The detailed classificatio~l of the account heads used in respect of 
public works accounts is given in appendix 1. 

Note 1.--To meet local requirements, the Accountant-General may, subject to the directions - contained in anicle 27 of the Account Ccde, Volume I, make necessary changes in the standard list 
of detailed heads. 

Note 2.--The dctailed classification of any public works major head that may be introduced for 
me reception of special expendi\ure requires the approval of the Comptroller and Auditor-General 
of India. 

Note 3.--In the case of works undertaken by this depanment as a standing arrangement for other 
deparmcnts, when Ihc cost is dcbitable to those departments, the ~rcscribed classification appli- 
cable to the connected transactions is intimated by the Accountant-General. 



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 Slate. 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 cmstituted by the State and not merely by an agreement of the parties and must be invested 
with the State's inherent jndicial 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 Commissionzr for India and 
eventually adjusted against the grant of the Department. 

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

I (a) The divisional officer is the 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 works and contingent charges. I3e 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 accounts of aU stores received 
by him and to make these accounts available for audit by the 
Accocntant-General. 

1 



(d) Under each major head of expenditure, the charges on each project, 

I 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 to all Government servants of the department are 

made on bills presented at civil treasuries in accordance with the 
general provisions of the Bombay Treasury Rules, and are, therefore, 
brought to account by the Accoiintant-General himself from thedata 
furnished to him direct by treasury officers. 

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

3.2.2 It is not sufficient that an 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, chat a voucher 
is a complete proof of the payment which it supports, and that an account is 
correct in allrespects. It is necessary that all accounts should be so kept and the 
details so fully recorded, as to afford the requisite means for satisfying any 
enquky that may be made into the particulars of any case, even though such 
enquiry may lx as to the economy or ilie bpnafides of ilie ~ransacGuiis. It is 
further essential that lhe records of payment, measurements and transactions in 
general must be so clear, explicit and self-contained as to be producible as 
sa6sfact~ry and convincing svidsnse sf fasts, if rsqukeaed in a comt of !aw? All 

'. ~ansaciions invoivlng he g~iiiiig bP miig d CXR, 5tbR,S, other prsper€ies, 
rights, privileges, and concessions which have money values should be brought 1 to account. Therecord of a transaction of receipt or expenditure should always 
k made at once under the final debt, deposit or remittance head to which it 

if that be known; but if theexact head cannot be ascertained at once, then 
the wansacti& should be classified temporarily under "P. W. Deposit", if a 
receipt, or under "Miscellaneous P. W. Advances", if a charge. 



CHAF'TER 4 : RELATIONS WITH ACCOUNTANT-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. 

;t 

He is fiirther 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 ~lanud. 

Note.--The a a u n t  returns which have ordinarily to be submitted for audit and compilation are 
enumerated in Chapter 22, but the Accountant-General is authorised to call for such additional 
accounts, registers, documents and subsidiary papen having relation thereto, as he may require for 
the elucidation thereof. 

4.1.2 The divisional officer is responsible that ihe accounts of his division 
are not allowed to fall into arrears; but if arreGs 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. 

4.1.3 The divisional officer has a right to seek the advice of the Accountant- 
General in all matters connected with the accounls~of his division or the 
application of financial rules and crders cvncerning which there may be any 
doubt. It will usually be desirable, however, that he shall ficst 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. 

4.2.1 To assist divisional officers in the discharge of their responsibilities 
referred to in paragraph 4.1.1 the Accountant-General will post a divisional 
accountant to each divisional office. 

Notz 1.-Certain important rules applicable to the cadre of divisional- accountants are given in 
appendix 2. 

'Note 2.-nop person who is not eligihle to be appointed to the cadre of divisional accountants may 
'k 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. 



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

(i) as accountant, i.e., as the compiler of the accounts of the division 
in accordance with the prescribed rules and tbm 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 
(iii) as financial assistant, i.e., as the general assistant and a d v i e  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 andorders, 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 
proksals for expenditure and keep a wat*, as for as possible, over aU the 
Liabilities against the grant of the division as they are mcwed. 

(c) The divisional 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 furcc W E  ob68ivcd if1 respect of all Lhe Eansactions sf $e division which come 
within his sphere of duties, If he considers that any transaclion 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 hisduty to bring this facc to the noticeof the divisional 
dficerwith a statement of his reaSons, and to obtain theordersof that officer. It 
will then be his duty to comply with theorders 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. 5 12) and lay the register before the divisioilal officer, so 
that the latter'rnay have an opportunity either of accepting the divisional 
accounurlt's advice on reconsideration and ordering action accordingly, or of 



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 reviewed by the Accountant- 
General, for whose inspection the register should be available at all times. 

Note.--If noaudit inspection takes placein a year and entries have beenmadein the register during 
the period since the last inspection, the register or if the entries are few, an extract therefran should 
be submitied to the Accountant-Gened in the month of April for review. 

4.2.4 (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. 

(ii) 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 conectly incorporates the 
totals as checked on the individual tenders. 

4.2.5 (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 o&r is allowed a lump sum apprcpriation for expenditure on a gmup 
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 shouldbe placedon record forthe 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 



orders of competent authority. All defalcations or losses of public money, 
stores or other property should be reported immediately to the Accountant- 
General and other authorities concerned In accordance with t'le rules for the 
exhibition of losses in Government accounts and in the appropriation accounts 
as h d  down in Bombay Financial Rules. 

4.2.7 When a divisional 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 xiccounts 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 fiom the staff or from contractors and others which should receive special 
attention should be mentioned. Any arrears or defects in the workilig 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 to 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 raking over 
charge and pro~nprl y forward it, wilh h ~ s  remarks, to tkc Accountant=Gcneral 
through the divisional officer, who will record such observations as he may 
consider necessary. 

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 draftsof their reports with the head of the office inspected 
before submitting them to the Accountimt*General, and for this purpose, it is 
desirable [hat the head of the office should be present at the inspection unless his 
presence is urgently required ekewhere. 

4.4--COMMUNICATION OF S ANCI?ONS TO THE ACCOUNTANT-GENERAL 

4.4.1 As a general rde, every smctioning authority is responsible that 
all sanctions and orders against which audit of receipts or disbursemenls is 



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 to 18..6.3 of this Codeand paragraph 3 11 of the MaharashIra Public Works 
Manual. 

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

4.5.1 The results of audit are communicated-to the divisional officer in the 
form of audit notes, inspection reports, letters or memora~da. 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 
own knowledge. It is not enough to pass of  he explanations of a subordinate; 
reports prepared in this manner may lull suspicion for the lime being but lead 
to greater irregularity afterwards. 

4.52 Part I of the audit note and inspecGcn reports should be returned 
through the Superintending Engineer after the divisional officer h a s  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 
a note of the action taken) on all other points, before returning the documents of 
the Accountant-General. 

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

4.5.3 Once a transaction has been entered in the audit note, or otherwise 
I 
I challenged in one of the other documents rcferred to in paragrap11 4.5.1, the 
I 

I responsibility for having the objection removed will devolve upon lhc divisional 
I 

I officer, and the Accoun~ant-General is required to report to the higher authorities 
I all important ilems and any serious delays in the adjustment of individual 

1 objections. 

Note.--An audit objection is usuaUy removed by obtaining h e  requisite sanction by making the 
necessarj recovery by correcting or completing the rclevant account or voucher. by furnishing the 
necessary docume~~ts or information, or by otherwise securing comp!iance with the provisions of 
a specified rule. In cases in which a protest is made, against an audit objeclion as being incorrect, 

the objections should be held to be in force unless a formal intimation of its with drawal is received 
from the ~ccoantanl-~endral .  , 



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, niay be within his own 
powers of sanction withcut prepkng a revised estimate, and he may have 
accorded the necessay formal approval to it; yer if the necessary intimation of 
sanction does not reach the Accountant-General when the dicsonal accounts in 
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 has been accorded. Divisional Officers will, therefore, find 
it advisable to send to the Accountant-General the earliest intimation of such of 
their sanctions and orders as are required to be communicated to him (vide 
paragraph4.4.1)and togive him, without waiting for the receipt of the audit note, 
all necessary 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 
respect of transactions brought to account in the monthly account, but, if it cannot 
precede~raccornpany the monthly account, it aholrld be sen1 to the Accountant- 
General within a week of the despatch of the account. 

Note I.---The object of this rule is to obviate the issue of unnecessary audit objections; but a 
reduction in the number of objections can be effeaed 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, 
as che case may be, such sanction or order as may be required in cases in which a deviation from 
rule has occurred. 

Note 2.--?he divisional accountant is responsible (i) for bringing prominently to the notice of the 
divisional officer at least once a month, all irregular transactions on which action h2s no: already 
been taken by the latter at the instance of the sub-divisional officers or of his own motion and (ii) 
for giving effect to the provisions of this parqgraph in accordance ?th h e  procedure which the di- 
visiqpal officers may have desired to be observed in t h i ~  connection. 



CHAPTER 5 : APPROPRIATIONS 

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

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

(ii) 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. 

Ncte.--When, under paragraph 235 of the Maharashtra Public Works Manual, an intimadon 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 to regularise its execulion. 

(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 finincial control, the grant allotted to each major 
heads or account is divided into prirnary units of appropriation, each of which 
may be divided and sub-divided, as may be ncessary,'into secondary units of 
appropriation. 

Examples.--The grant for public works is broadly divided into the following primary uni~s of 
appr0p1laIl@ll~: (1) Original works, (2) Repairs, (3) Petty construc~ion and repairs by civil 
departments, (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. ex. ,  



(a) Original works into major works, minor works, etc., @) 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 ormore detailed heads, e. g.,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 

I broken up into semndary units, e. 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 2nd plant acquired specially for any work, or of materials received 
from dismantled structures should be taken in reduction of expenditure, vide 
paragraph 22.2.9 and the demand should be for the net amount of expenditure. 

No~e.--The procedure regarding recoveries relating to works indicated in this paragraph is 
applicable only to the,esrimated ~ w e r i e s ,  which ate known at the tlme 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 
apprcpriation and reappropriation of funds, tcz. the dismbution of funds and to 
budget matters generally is l&d down in the Bombay Budget Manual. 

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

(a) leave salaries and deputation pay payable in England; 
(b) sterling overseas pay; 
(c) other charges such as passage money, advances of pay, etc., 

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 therein. The 

detailed procedure is prescribed in rules 1 to 3 of appendix 4. Accordingly, the 
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provision relating 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 estunates in respect of loss or gain by exchange 
on transadions in England, provision for the cost of stores to be obtained from England should be 
made at the par rateof exchange (fl=Rs. 13-ID). 

- 
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 (f l=Rs. 13-113). The difference beween this amount and the 
rupee equivalent at the average rate of exchange for the month ofadjustment 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). 

5.3.4 ("The charges other than on stores incurred in England are brought to 
account inpUie book of the Accountant-General under the appropriate heads of 
account, but outside the accounts of the divisional officer. ' 

5.4.1 It is 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. 

5.4.2 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 



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 thegrants 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. 

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

(i) those outstanding in the suspense accounts relating to contractors and labourers, 
in the accounts of works, 

(ii) those outstanding in my of the regular s u s p s e  accounts of the division, 
(iii) outstanding debts adjustable by book ttansfer, and 
(iv) matured claims of contractors, suppliers etc., awaiting settlement and all irnmatured 

claims, recurring, or non- recurring likely to fall due for settlement before the close 
of the year. 

Liabilities of class (ii) may affed not only the grants for the minor head "~us~ehse"  of the major 
head-under which the suspense account condemed is classed, but also the grants for works and 
services falling under the same and other major Beads. 

(d) Anticipated credits (ifany) 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. 

(e) 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, sse clause (b) (ii) 
above. Such a review is of special help in formulating proposals for 
re-appropriations. 

5.4.3 All liabilities 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. As they 
arecleared,anentry shouldbe made in columns 7 to9 of the register so that items 
awaiting adjustment may be known at b y  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 

b i  original debit or credit may also be entered to facilitate the watching of their clearance. 



CHAPTER 6 : CASH 

6.1.1 The term "cash " as used in this chapter includes legal 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. 
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Note.--Interest bearing securities accepted as security deposites under the provisions of para- 
graph 1 5 . l . l . a ~  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 aqd for the prompt recard ~f reciptii and 
paymenb in the pr~bcrikd accounts as well as ior 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. 

6.1.4 (a) In order that the transactions pertaining to the Central Govern- 
ment may be correctly recorded against the balance of that Government, forms 
of chalans, bills, cheques, vouchers, etc., prominently marked with the word 
"Central" should be used in respect of such transactions 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 i n  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 provisionsofPart 
VI of the Bombay Treasury Rules. 

6.2--MODES OF OBTAWING 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 



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 subdivisional officers to make disburse- 
ments on theu 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 

I 

I the later by drawing cheques or place them in funds by means of an imprest or 

1 by transfer of cash from the divisional cash chest. 
Nc)te 1.--The term "treasury" includes also a rnilitary treasure chest with w-hich 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 care 

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 

&me on the regular establishment of the department, are &o drawn by bas  on the treasury. 

6.2.2 Sub-treasuries are collecting depots and not disbursing treasuries, but 
to m e ~ t  the cmvenience of public works officers, it has been arrangd &at 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 
wnhry is evident from the context. 

I 6.2.3 The appropriation of departmental receipts to expenditure in the de- 
pamnent is strictly prohibited except in cases provided for in paragraph 
6.3.4. See sub-rule (2) (d) of rule 8 of the Bombay Treasury Rules. 

6.2.4 The procedure prescribed for accounting of cash obtained from treas- 
uries on bills for jay 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 &h 
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. 

6.2.5 Without making previous arrangements through the Accountant- 
General, .no officer is authorised 6 draw cheques on a treasury situated outside 

, the limits of the State,even though hisown jurisdiction may extend beyond those 
limits. 



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 atreasury 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 subdivisional 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 to contractors should, as far as conveniently practicable be made by cheques 
on the nearest treasury and a stipulation tothe effect that payment shall be somade should beinsened 
in the contract agreement, where necessary. 

Note 2.--The transactions, involving pyments to be made by the divisional 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 dl cases whgn thc molint t~ Is lian_dcd i~ iag, one or more 
g ~ a s  shuiiid Be sent to accompany the messenger. See also rule 54 of the 
Bombay Fmancial Rules and paragraphs 99 and 100 of the Maharashaa Public 
Works Manual. 

11. 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 the department) and value-payable postage, it is perrnis- 
sible to draw money from time to time from the treasury by cheque to replenish 
the cash chest. Whether there be a guard or not, disbursers must draw cheques 
for the minimum of cash actually required to meet current disbursements, and if 
it is 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 fdteen days, if the 
treasury is not situated at an inconvenient distance, the surplus shouldbe returned 
into the nearest treasury. 

6.2.9 In drawing cheques, drawing officer should be guided by the genes 
rules laid down in Section I of Chapter I in Part V of the Bombay Treasury 



, ~ules .  The special rules applicable to the department are set forth in para- 

I graphs 6.2.10 to 6.2.14. 
I Note.--The heads of depanmenu and heads of offices who are drawing officers may, at their 

I 
discretion, issue uncrossed cheques if  he operation of the existing 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 sha& however, be used sparingly and 
ordy in genuine cases keepng in view the genuine interesfof Government. 

-- -- 
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6.2:10 Beforga 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 letter from those 
&awn 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 sn the revcrge of the countedoil 
of each cheque, the amaunt of the ncxrchque drawn arid the total of the drawings 
during the month, and carry forward their total to the next counterfoil, 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 lieu of i t  The 
fact of the destruction and the number and datc of the new cheque should be , 

- recorded o-nlhecounterfoil af the old cheque, and the number and &te of Ihe old 
eheqmfiafis de~tro~edsho~lld be entered on thecountcrfoil of thenew 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 ~ l e  17 1 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 thedrawer's possession, should 
be destroyed. If the cheque is not in his possession, he shouldprompily request 
the treasury officerlbank 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 

~ 

. 



exhibiting the amount of the cheque as a 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. A cheque a" 

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. 

I. Accounts Procedure 

6.3.1 When money is received by a Government Officer on behalf of Gov- 
ernment, 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, areceipt should 
be granted only if specially desired by the payer, b d  the fact of the recovery 
having.been made by deduction &om 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 rules 100 and 101 of the Bombay Treasuty Rules), should not be given to the pyer  
until they have been cleared. 

Note 2.--Before an officer signs a receipt in form 5 (P. W. 643) ora cash memo in form 6 for cash 
aduauy received by him, he should see that the &p 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 ChequesBank Drafts received in settlement of inter divisional transaction which bear 
the endorsement, "Payment by book adjustment only". 

, 6.3.2 Cheques of privateindividuals, 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 resped of deposi t -a t4  receipts of scheduled 
banks. 



6.3.3 A receipt in form 5 (P. W. 643) or a cash memo, in form 6 can be issued 
only by divisional officers, subdivisional officers, or other Government officers 
specially authorised by Government, and'all 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 (F. W. 585). Whenever he receivcs money, he should eve 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 he is nearby. If he 
is faraway from the headquarters of such an officer, he shoulddeposit the money 
in the nearest treasury accompanied by achalan in duplicate (vide rule 112, etc., 
of the Bombay Treasury Rules) and send the treasury chalan with duplicate 
receipt to his superior officer. The officer will then bring the tri~saction to 
accounL in his cash-bmk and issue a receipt from his duplicate receipt book in 
the name of the Government official from whom thk cash or chalan is received 
and paste the triplicate receipiagainst his counterfoil. The Gollemmenc offi- 
cial, in turn, should paste the duplicate receipt against his counterfoil .n the 
triplicate receipt book. Therecordof the transaction will be in correspondence. 

Note 1 .--'he receipr book should beissued by nameand kept inthepersa~alcustody of the person 
to whon., it is issued. In the case of transfer, t!!e receipt book will be personally handed over to 
the relieving officer, who will, c e d y  in his charge papers that he has received the reccipt books, 
stating the number of blank foils which it contains. 

Note 2.--The diviional a d  subdivisionalofficers will examine the receipt bcoks issued to their 
subordinates at every convenient opportunity and at least on? a month and initial (and date) them 

,in toke% of their scrutiny. 
Note 3.--For issue of duplicate or copies of receipts, see rule 107 of the Bomhy T!e.sury Rules. 

11. Disposal of receipts 

6.3.4 Moneys realised by officers of the department should be paid, as soon 
as possible, into the nearest treasury, for credit as miscellaneous recqprs 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 \ 
do so instead of obtaining fresh cash by cheques; but before the end of the month, '\ 

he must send to the aeasury a cheque for the amount thus utilised, drawn in his 
own favour and endorsed by himself with the words "Received payment by 



transfer credit to the Buildings and Communications Departmentllmgation and 
Power Department". 

Note 1.--At places where the cash business of the treasury is conducted by the bank. moneys 
received by departmental officers ane paid at the bank direct without the intervention ofthe treasury 
officer. 

Note 2.--This 'rule does not apply to receipts realised by shm payment on bills or other vouchers. 

I. Manner-of payment 

6.4.1 All payments, which the officers auborised 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 It is 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 fo r  stores obtained by direct or& from 
private firms and individuels in the United Kingdom, see rule 367 of the Bombay Treasury Rules. 

6.4.3 As a rule, 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 
to 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.--It is 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 

6.4.4 Payments due to dontractors 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 out as being due to him by Government or his signature on the bill 
or other claim preferred against Government, before settlement of the account 
or claim by payment to the said bank. While the receipt given by such bank 



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. 

Ex*pt 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 
be made. 

III. Vouchers 

6.4.6 As. a general rule, every payment, including repayment of money 
previously lodged with Government for whatever purpose, must be supported by 
a voucher setting forth full and clear particulars of the claim and all information 
necessary for its proper classification and identification in he accounts. The 
full name of the work as given m the eshmate 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 
facie be expected 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, etc., a note should be recorded to indicate how the 



old mats.& removed or the tree cut, etc., have been disposed of and if sold 
when the sale-proceeds will be cruited 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 m manrlscript, signed by the disbursing officer and countersmg- 
ned, if n'ecessary, by his superior officer, together with a memorandum explaining the 
circumstances, should always be placed on record and submitted to the AccountantCeneral, where 
necessary. Fall1 7articulars of the claun, .amount paid, date of payment and name of work with 
head of awmm s~lould invariMy be set fc&, and where this iecessitate the use of a regular bill 
form, h e  celtifcate itself may be recorded thereon. 

I 6.4.7 ~ v e &  voucher must bear a pay order signed or initialled, and dated by 
I 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. v 

'. 
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 responsible disbursing offlcer 
recorded clearly on the biU or other voucher. 7 . , 

6.4.8 Except as provided in paragraph 6.4.4, every voucher shouldalso 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. Thisacknowledgment 
should be taken at the time of payment Whdn the payee signs in an Indian 
script, he should be required to note the'amount acknowledged ifi the script in 
his own handwriting. In transliterating his acknowledgment, the amount 
acknowledged, as well ns any remark made by him, should also be reproduced 
in English. 

Note 1.--If a disbursing offtier anticipates any difficulty in obtaining from the person to whom 
money is due, a receipt in the proper form, it i.. open to him to decline to hand him the cheque or 
w h ,  or to make a remittance to him, as the case may be, until the acknowledgment of payment, 
with allnecessary particulars, has been given by him. In all cases of payment by remittahce, anote 
of the+@teandmodeof remittance must bemade on the billor voucher at the time oftremittance. In - 
w e s  elremittance by postal mopey order, the purpose of the remittance shoad be briefly stated 
in the a,cknowledgment portion thereof, vide clause (xii)of rule 152 of the Bonbay Treasury Rules. 

Note 2.--In the case of articles received by value-payable post, the value-payable cover together 
with theinvoice or bdl showing the details of the items paid for may be accepted as a voucher. The 
disbursing officer'should endorsca 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 cornmisson. 

Note 3.--A certified copy (marked duplicate) of a receipted voucher may be ietained 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. 

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



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

Note.--Remimice made tothe bank or cheques paid in as public works re&ipts should be entered 
in the remittance book, but in the space for the treasury d p  should be entered "By bank cheques" 
and the book need not be sent with the mittance, provided that the cheques are always endorsed 
as prescribed in paragraph 6.3.4. 

I. Cash bopk 

(a) Upkeep 

6.6.1 An account of their cash tr,nsactions shouldbe maintained in thecash- 
book, form 10 (P. W. 488) by all Government officers authorised, as a regular 
arrangement, to receive money on behalf of Govzrnment. 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. Government officers entrusted with imprests or temporary advance$ 
should maintain and render accounts of their disbursements in imprest cash 
aaoont, form 12 (Fa W. 483). v ~ d e  pzagraph 6.6.9 alid 6.612. 

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

(b) Balancing 

6.6.3 The cash-book must be balanced on the date prescribed for closing the 
cash accounts of the month, but when the transactions are numerous, balancing 
may be done weekly or daily. It is advisable that thecash be counted whenever 
a balance is struck, or at convenient intervals, as this affords an independent 
check on the accuracy of the p~stings. The results of such intermediate count- 
ing should be recorded in h e  form of a note (specifying the actual cash and dso 
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. 

(cj Rec&ifica&ion of errors 

6.6.4 An entry once made in the cash-book should, in no circumstances,be 
erased. If a mistake is discoveredbcfore the copy of the cash-book is submitted 



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 corntion should be sent at once to the divisional 
office, accompanied by a proposed transfer entry, if necessary. Except as 
inbicated 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. 

Notc--The same principles should be observed in comcting errors noticed in the divisional cash- 
book. If the account of the month have been closed;.no corrections of errors in amount, 
classification, or name of work, should be made in that book but a 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. 

6.6.5 The disbursing officer should check all theenmes in his cash-book, 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 of the more important parts 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 certificate 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 deductirns creditable to the head of account 
or work to which the payment relates) are posted as receipts on the receipt side of the cash- 
w; 

(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 posiigs in the "bankor treasury" columnonthe payment side 

by reference to the memorandum recorded by himself on the reverse of the counter-foils of 
cheques. 



6.6.6 The actual balance of cash in each chest should be counted on the last 
working day of each month (i. e., 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 fmt 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 1 1 (P. W. 484) and a ceMicate 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. 

I Note.-should it not be possibleforthe disbursing officer,owing to fiis absence, to make the count 
on the dates prescribed in this paragraph, he should do so at the earliest opportunity, recording the 

il reason for the delay on the cash balance report. 

6.6.7 Whenever, on thecontents 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 achial 
counted balmce by m h n g  b e  secesary rxcipt or payment entry "To cash 
found surplus in chest" unde "Public Works Deposits" or "By cash found 
deficient m chast" under "Miscellaneous 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. 

11 Imprest 

6.6.8 (An imprest is a 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 The account 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 coun terfoil 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 to 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, 



in any cass, be rendered to the officer from whom the imprest is held, in time to 
enable him to incorporate the account in-& cash-book bei'ore it is 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 sup,mrting vouchers, ini3al (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 ~~otes  on forms 10 (P. W. 488) and 12 
(P. W: 485). 

Note.--If any item in the 'mprest 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 "Item awaiting adjustment in the imprest account of ..............." under 
Miscellaneous P. W. Advance to be watched under that head until either the objection is removed 
or the amount is made gaxi by the imprest holder. 

6.6.1 1 The imprest holder is responsible for the safe custody of imprest 
money and he must at all times be ready to produce the total amount of the imprest 
in vouchers or in cash. 

PII. Temporary advance 

6.6.12 When adisbursing officer makes aremitiance to a subordinateofficer 
to enable him to make a ni~mber &.specific petty payments on a ttiuster-roll or 
other voucher which has already been passed 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 &en out of the chest by the disbursing officer himself to 

make payments at a distance. 

6.7--CHEQUE BOOKS AND RECEIPr BOOKS 

6.7.1 Cheque books required by the divisional and sub-divisional officers 
authorised to draw on treasuries, sub-treasuries and the bwk arc obtained by 
them from the rltoerict Ireaery concerned, v~de rule 161 of the Bombay Treasury 
Rules. ~eceipt'books forms 5 (Gen. 113) and 8 (P. W. 585) are obtaind 
annually on indent by the divisional officer from the press. 

6.7.2 Cheque or receipt books should, on receipt, be carefully examined by . 
the divisional or the subdivisional officer concerned who should count the 
number of forms contained in each and record a certificate of count on the 
fly-leaf. 



6.7.3 Cheque or receipt books must be kept under lock and kzy in the 
personal custody of the divisional or sub-divisional officer concerned. 

6.7.4 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.--lhe account of cheque books intended for the settlement of interdivisional transactions 
should be kept separate f r m  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 pangraph 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 not indicate 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, with a statemen tof 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 [here 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 



. I  - I J  i 
6.8.1 Public money in the custody of the department shouldbe kept in storng i 

rreaiure chests secured by two locks of differeit All the keys of the i same lock must except where the procedure prkscribed in the note below this i 
paragraph is adopted, be kept in the same prso('s custody, and as a general rule ! 
the keys of one lock should be kept apm from $e keys of the other lock, andtin 
a different person's custody when practicable! The chest should never be 
opened unless both the custodians of the keyshe present. When there is a 
guard, he should usually be the custodian of one& 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 
the treasure chest will necessarily remain h his possession. I 

Note.--The duplicate keys of the chest may at the discretion of the 
divisiondsubdivisional-officer be placed, under hisseaqin the custody of the treasury or sub- 
treasury officer concerned. In the event of this practice $ingadopted, a duplicate key register 
sh~uld-k  maintained and one  a yeaiin Af*d thr h y r  ahqld b% i en~  for, a m i n d  and r~rilcd 
lifi&i f ~ s b  seal, a noie being made in the rebrter that they pave been fwnd ooract. 

L i 6.i.2 The divisional office shouldmunt theclash inth 
at lea? once a month; or in the case of out stations he or the sub-divisional officer 
shouldcount it whenever he may visit them. The result ofsuch counting should 
be r&orded in the form of a note in the cash-book showing the date of 
examTination and the amount (in words) found. 



CHAFTER 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 seyeral 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 enuy. 

(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) bfig ip @.jojiit c~t;lin c h s ~ ~  of m m t i a n s  which ria nQt pas?: 
through the cash or stock account, e.g.-- 

(i) for credit to " Purchases ", on account of materials received for works 
from sources other than stock, vide paragraphs 10.3.5 and 10.3.9 ; 

(i) for credit to " P. W. Deposits " on account of balances due. to 
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 ctedits te remittance heads based on 
transactions not appearing in cash or stock accounts, e.g., transfer of 
fools mi3 plani to ~ n o t h ~  dc~;itrtnent or G~avcinmcnt when fhe d u e  
is recoverable from them ; 

(v) foicredit to the heads concerned 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- 
Gendral or direct by the departfnent concemed, if the corresponding 
debit or credit to the remittance head has not already appeared in the 
accounts ; 
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(e) relieve the account of a work in progess of-- 

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

(ii) suspense charges which can no longer be kept within the 
accounts of the work (vide paragraph 10.5.13). Such transfer entries 
are necessary either 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 al l  the necessary particulars ; 
see also paragraph 22.4.3. 
Note 1.--In cases in which the transfer m y  order is not required to be submitted to the 

Accountant-General with the monthly aCCOUnK. vide paragraph 22.4.17, the necessary order. if not 
iniuated by a subdivis~ond officer, may be signified by the divisional officer's initials a g d  the 
enuy in the t=msfe entry bodc (paragraph 7.1.6). 

Note 2.--A single transfer entry may cover a number of adjustments and cometions, prwided 
that all the necessary particulars are set fonh in respect of each. 

7.1.3 A transfer entry order may be initialed by the subdivisional 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. 

7.1.4 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 chuses (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 emrs and misclassifications in the accounts of subordinate officers may not remain un- 
noticed. 

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

Note.--In cases of conections involving a redt~ction in the charges against the estimate of a work, . 
it is essential not only that full panicdars of the vouchers and accounts in which the emeous 
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 f o h  clearly. It is not sufficient to state 
that the charges were erroneously classified previously. . _ -  - -- 



I 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 0ffice.r. The order should be filed with the works 
abstract for themonth in which the transfer is effectedand it shouldnot be entered 
in the transfer entry book. 



CHAFTER 8 : REVENUE RECEIPTS 

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 paragr~ph 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 expenditure head concerned and are not subject to the rules of this 
chapter. See also statement D of Appendix 1. 

Note.--For appropnat~on of unclaimed balances lying in the deposit accounts see paragraph 

15.4.1. 

8.1.4 (a) It is not permissible to take credit for revenue to the head 
concerned until it is 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 d classes of revenue whether accruing from property of 
any kind, from leases of nghts 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 expenfiture" by debit to "Miscellaneous 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. 



(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 1 except under the orders of competent authority. 

 GATION ION REVENUE COLLECTOR THROUGH DISTRICT AND 

REVENUE AUlHORlTIES. 

8.2.1 When revenue from irrigation, navigation, embankment and drainage 
works under the administration of this department is realised through district and 

I revenue authorities, the procedure described below should be observed :-- 

(a) 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 a monthly statement 
of the amounts realised to enable him to watch the progress of 
rccovefy against demands or assessment 

(e) Tlie d~vlsional officer should subm~t to the Accountant-Genmla 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 pertaining 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 ~f 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 L N S  

(a) From private persons 

8,3.1 When a public 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. 



(6) From Government servants and pensioners 

8.3.2 The recovery of rent from Government servants occupying rentable 
buildings in charge 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 fumiture and on account of the value 
of articles of fumiture and other Govemment property lost or damaged by a Govemment servant 
as well as any other dues for which a Govemment servant may he liable to Government in r e s ~ c t  
of the residence allotced to him may also be recovered by deduction fnnn pay bills. 

8.3.3 Where'the rent is recoverable in cash, a bill in suitable form should be 
sent to the tenant on or before the last day of each month. 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, a demand in form 16 (P. W. 542), statement of rents 
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 return 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 Ivlanual. 

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

In case of non-gazeued establishment, the disbursing officer will attach two copies of the 
statement with the pay bill and return the third to the divisional officer duly certified to ihe effect 
that the recovery has heen made and the emoluments are coma .  
In the case of gazetted officers, all the three copies wiU be attached with the pay bill. When the 

pay bill is encashed at the treasury, the treasury officer will detach one copy and return it to the 
divisional officer with a certificate of recovery. 

Thus the pay bills of both gazetted and non-gazetted Government servant will go to their audit 
and accounts officers with the statanent 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 certified 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 
Govemment furniture, the value of articles of furniture and other Government property lost or 
damaged by a Govemment servant as well as any other dues for which a Govemment servant may 
be liable lo Govemment in resped of the residence allotted 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 
hvemment sewant and who draws his pay d u s \  from the trea!ury for non-gazetted Government 

there should be a single consolidated statement for each class of establishment whose Pay 

is drawn in a separate bd. 



Note 5.--In the Ease of gazetted Govemment servaqts, the statement will be fded up from the 
information containedin the pay slip received from the Accountant-General. When a tenint ggoes 
into m p a t i o n  of a residence, the divisional officer will intimate the fact tothe Accountant-General 
and call for a pay-slip. In the case of nongazetted Govemment servants, the statement will be 
prepared on the basis of the information to be obtained from drawing officers in fonb 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 itumedby him, the statement for thd next month -will be prepared 
from the information so furnished. Provision will also be made in the statement where necessarv 
for the recovery of additional m t  due either because the full amount has not been collector because 
arrears of emoluments have been paid to a Govemnent servant. 

Note 6.--Treasury officers and other disbursing officers are required to recover the arnount 
specY1ed by the divisional officer, without prior reference to the tenants and to note in the statement 
the pahculars of emoluments, and of changes therein in respect of Govemment servants whose rent 

I is limited to a percentage of such emoluments. 
Note 7.--If the rent recoverable from a Govemment sewant is limited to a ce~tain percentage of 

his emoluments, and such emoluments are changed retrospectively, the rate at which rent is 
recovered should also be changed retrospectively. 

Note 8 . 4  a divisional accountant becomes aware that h e  emoluments of a Government servant 
have been changed in respect of a period during which he occupied a Govemment residence at some 
other station or stations, he should see that the intimation of the change of emoluments is given to 
the divisional officers of the staticns concerned to enablc them to recover the arrears of rent 
wherecessary. 

8.3.5 Amounts recovered by deduction from pay bills of Government 
SeNantS under the audit control'of civi! Accountants-General, irrespectiveof the 
fact whether the bills are encashed at Central or State treasuries, wiil 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-dlowances of the 
Government servant concerned. In other cases, the recoveries will be passed 
on to the audit officer conqmxd through exchange accounts for adjustment to 
the final head& in thecentral section of his books. Thedivisional officer should. 
however, credit the accounts of the tenants in the register of rents of buildings 
and lmds, fom 20 (I?. W. 504). v~de paragraph 8.5.5, with the recoveries as 
certified by the txeasury, disbursing or drawing' officers concemed. 

Note 1.--The Accountant-General, responsible for the audit of pay and allowances of the 
Govemment servants co~cemed, will check the emoluments and classification of rent recoveries 
shown in form 16 (P. W. 542) attached to the pay bills selected fg gladit s_~d cee~d a i z i S i e s ~ ~  
t h e m  "Emoluments and c!a_nsifica_!i~~ sf s t ~ i  ~<Gke&a fhcckcd ". On form 16 (P. W. 542) 
aW&d tis 3 k . r  pay bills, he certificate, "Classification checked ", wiU be recorded. One copy 
each of Form 16 (P. U'. 542) with the above certificates recorded thereon will be forwardedmonthly 
by the Accountant-General concerned to the divisional officer, if he is  he audit officer for the public 
works division and to he Amant -Genera l  of the public works division. if he is not the audit 
officet. On receipt by the latter, Form 16 (P. W. 542) will be passed on by him to the divisional 
officer who will fumish a certificate in Form 18 to the Accountant-General along with themonthly 



account that all Forms 16 (P. W. 542) pertaining to 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 corresponding/ 
entries in the register of rents of buildings and lands, Form 20 (P. W. 504), see that no forms 16@. 
W. 542) have been omitted to be sent by the Accountant-General, and take steps to revidthe 
assessment of rents of Government servants whose rates of emoluments have been al kd. 

8.3.6 Recoveries made by the disbursing or accounts officer of 2 e Defence, 
Posts and Telegraphs and Railway accounts circles should,be"dredited 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 certiiled 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 &ived 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 
concerned 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 s State 
Government which are realised in another accounts circle, should be remitted by 
the Accountant-General in whose circle the recoveries are mgde 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 or other 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 treasury 
or disbursing officer with the first demand. 

8.3.9 In the case of vacation of quarters by a Government servant b k/ fore the " 
last day of a month, owing to his departure on transfer, leave otretirement, the 

' 

demand for the rent for the broken period should be made ricknce so that the ,' 
amount due may be recovered before his departure:' 

8.3.10 Pending orders on a representati6 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. 



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. 

8.4.3 Before aremission or refundof any kind,otherwise in order, is allowed 
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 erroneous claim impossible. A certificate of such a note having 
been made shouldbegiven in all vouchers for refunds. 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--Accow 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 or502) maintained in thedivisiondoffice; Therceeigtsrehting tsexIr 
project, for which a separate capital account is kept, should be registered 
separztely, and all other receipts pertaining to a major head should be booked 
collectively. 

8.5.2 In this register, acolumn is opened for each minor headof revenue(and 
detailed heads subordhnte to it} other than i i  Deduct--Refunds ", for which a 
single deduction is made from the total revenue of the month, the details of the 
amounts making up the figure to be deducted being recorded in aseparateregister 
of refunds of revenue which should also 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. 



8.5.3 All receipts 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. 

8.5.4 In respect d 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, it is not necessary to makeentries in detail in any of the registers in form 
19 (P. W. 501 to 502). The monthly totals only (excluding the wountsrealised 
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). 

II, Regbter of rents 

8.5.5 ~re~isterofrents of buildings and lqds 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 part, should be included in this register. 

Note 2.--Rent-free quarters for class N servants need not be entered in this register except when 
allotted to persons fm whom rent is 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 
to be booked under the minor head " Rents ". 

8.5.6 The entriesrelating to theassessment ofrent should be made month by 
month,.and for this purpose arrangements should be made to obtain timely 

intinlatian (with full particulars) of all changes of tenancy from the subordinates 
in charge of the properties. 



Note.--If any pmperty 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 7 112 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 Covemment servant is not entitled to but is actually allowed the benefit of the 10 per cent 
or 7 I n  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 each month should be abstracted at the foot of 
the register, so as to show separately--(l) 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 i d f a n d  in theabstract also therealisations on account of each of these 
services should be shown separately. 

Note.--ash refunds of rents reallsed should be shown separately as minus realisahons in the 
register of rents of buildings and lands, and thus distinguished fmm the gross realisation of rent. 

, ' Register of permanent sources of revenue 

8.5.8 A register should be maintained m 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 id 
the divisional office. Reconciliation between the registers of divisional 
sub-divisional offices should be effected every half year. 



CHAPTER 9 : STORES 

9.1.1 The general administration of all the stores of a division is vestedin 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 aver 
appropriation, etc. Any breach of this rule constitutes a serious irregularity, 
which will be brought prominently to the notice of the appropriate authority 
concerned by the Accountant-General. 

9.1.3 (a) The accounts 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 p.articular 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 a road is debited at once to the minor head " Repairs (communications) " under 
the major head concerned, against the estimate sanctioned for the collection of 
it and when road metal is acquired specially for use in the co~suuction of a road 
or other work, its cost is debited to the estimate for such ~~nstruction- 



(d) In the case of other materials when purchases are made for the reqke- 
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. 
(iii) Road metal. 
(iv) Materials charged to works. 

9.1.5 With certain exceptions [vide paragraphs 103.10 (b) and (c) and 
10.3.181 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 balanms efficiently until h c  s m s  arc d1sp9sed ~f finally either by 
consumption on works or otherwise. This quantity account has further to be 
recon~iIed'~eriodicall~ with the value accounts 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, 
as also the returns of sub-divisions should take account of quantities only, and 
that the value accounts should be maintained in the divisional office. 

I. General 

9.2.1 The stock of a division is someumes kepi in a s~ngle god~wii 6f y s d  
in charge of a storekeeper or other officer, or each sub-divisional officer may 
have a separate stock in his charge, either at his headqdarters or scatter4 over 
the subdivision in the direct custody of subordinates or other sectional 
officers. Again, the stock, although scattered over the entire division, may be 
id 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 



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. 

n. Vocabulary of stores 

9.2.3 In order to ensure accuracy of posting of all transactions and facilitate 
the preparation andvaluation 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 classificatioil 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 

9.2.4 Materials may be received on stock fhom 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 Iocal orders, by the sub-divisional officer. 

9.2.5 AU 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 thereafter. Such acknowledgment as 
may have to be given to a supplier for materials received from him can be signed 
only by an officer of a rank not lower than sub-divisional officer. The materials 
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 .................................. and duly recorded in the bin card, see 
sfament of stock receipts No ...................................... 
Date Signature 



9.2.6 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 Mandis  to the entries to be recorded 
in Ihe statement of stock receipts. 

9.2.7 A separate statement of stock receipts should be prepared in respect of 
materials purchased from each supplier. To facilitated the preparation of the I 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 thg: statements as far 
as possible, In Elling up bhe statetsenrs, the dc&ription and code numbers of 1 materials as given in the vocabulary of stores (paragraph 9.2.3) should be strictly 
adhered to. ' , 

i Note.--In order to comply with the requirements of the above paragraph, it should be seen that 
s-rate 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 

1 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 divis i~nd office shswing diadale 
uf &mei ~ i a l  number of each booklet, the name of the sub-division to which 
issued, and the date of return of the used booklets with office copies, so that its 
eventual return to the divisional office may be watched. 

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 p m p t l y  even though not completely written up. 

(b) Issues 

9.2.9 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 



(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 dqring 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 woks 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 woks made by officers of lower rank without due cause. 

Note 2.--The tern "work" includes manufacture operations, vide note below paragraph 9.2.3 1. 

9.2.10 Indents should be prapared in quintuplicate by carbon process, the 
description of stores, etc. beiig filledin with reference tothe 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 smres, form 25. nefif th mpy 
of Be indent ahodd k stained as 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 
upon it. In the column " Head of avount ", 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 af 
work/jab ", etc., rhsrrld k fill& id! aiify when tiie stores are required fgr words 
w h n  the dmsion, md in such d b e S  the full name of the works as given in the 
estirnak, 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 preparak of the summary of indents for stores (paragraph 

I 

E 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, the issuing officer should 

I examine the indent in form No, 24 carefully with reference to any orders or 
rules for the issue of stores and sign it in the space provided for the purpose, 

I after entering the quantity issued in all the copies. An entry of the stores 
A-88-5-B 



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 h p y  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. 'Ilrird and the fourth 
copies of the indent should be sent to the divisional office for fwther action. 

Note 1 . 4  should be seen that the acknowledgement of materials is signed either by the penon 
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 conmctors 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 As an 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. 

(c)  Bin cards 

9.2.13 Achronological recordof thereceipts, issues and the running balance 
of each article of stock will be kept in the bin card, fonn 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 
9.2.1 1. 

9.2.14 As bin cards constitute the basisquantityrecordof 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. The divisional 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 retumed 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 concerned for further action. The bin cards should then 
be recorded in the divisional office. 



IV. Value accounts 

(a) Payment for stock received 

9.2.17. The provisions contained in paragraphs 10.2.1 and 10.2.9 to 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 /subdivisional 
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 I. 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 ttie m e  way as tho* of silppliers. In other cases, the ngcessary adjustment 
of the cost, through the icmiwce or; oUler head coricemd, should be ma& 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. 

(6) Recoveries for stock issued 

(i) Issue rates 

9.2.20 An issue rate is assigned to each new article as it is brought on 
stock. This rate is fured 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 
caniage, etc., for the storage charges as defined in paragraph 2.1.1 (51). 
Note 1.--It is not necessary chat the issue rate for an item should be the same in all subdivisions, 

but a unifonn rate should ordinarily be prescribed for all localities in a subdivision. 
Note 2.--?he issue rate should be worked wt 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 fmed 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, 



variations in costs should be watched and if there is any material variation in 

I the purchase rates, the issue rate can be revised earlier, if necessary, at the 
discstion 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  vised 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. 

(ii) Storage charges 

9.2.23 A storage rate is fixed annually for each division or sub-division on 
the principle that the total esdiiiated a nnual expenditure [see paragraph 2.1. l 
(51) 1 is, as far as possible, recovered from the issues likzly to be made during 

c4 

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 

I 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 micles 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-divisioqd 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. 55 1)  should be prepared in support of every such sale. 

(b) All adjustments of the value of stock issuedexcept 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. 



-. Notc--When materials are issued to piece-workers for use on Government woks, the cost of the 
materials so supplied should be recovered in a s h  in advance before handing over the m a t d ,  
unless any sum then due to the piece-worker under the ag rmen t  is suflicient to cover the cost of 
the materials so supplied to than in which case, the cost may, at the discretion of the divisional 
officer, be deducted f m  such sum then due. 

Whenever the value of materials is n@ recovered in cash frorn 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 furnished by the divisional officer on unstamped k p t s  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 in 
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 adopled for bringing the liabilities in the purchase account (padgraph 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 9.2.1 I), the issues should be valued at the issue rates 
fixed for the purpose, vide paragraphs 9.2.20 to 9.2.22. 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 sent in 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 classify and collect by objects of expenditure, thecharges debited 
to stock from time to time, the same procedure should be observed as is adopted 
i n r s ~ e c t o f e x ~ e n d i t ~  on works, that is, works abstracts anaegiskt of woks 
should be maintained. See also paragraph 22.4.8. 



(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 stockreceipts, 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 aaomted for in the summaries under the suspense heads " Purchases " and 
" Mis&eous P. W. Advances ", respuively. Accordingly those receipts and issues of the 
m d  which represent transactions, the value of which is brought to account in h e  same month 
through the cash bock or tlansfer enuies 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. It is not sufficient to enter 
the name of the major head affected, but the minor and detailed heads should also 
bestated. 

Note.--Alhargh 'Manufacture" is a sub-head of the stock account issues of stock tomanufacture 
operations and reaipts of outturn from a manufacture should be accounted for in the name way as 
issues to a f m  any &r distinct head of accountant, and each manufacture operation should be 
treated as a separate w o k  See also paragraph 21.1(63). 

V. Stock ledger 

9.2.32. An accouht shall be maintained in.the accounts branch of the divi- 
sional office to record day by day the msactions relating to a h  item of 
stack. This acmunt should be maintained in form 3 1, stwk 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 All items of receipts and issues will be entered in the ledger ftorn the 
copies of statements of stock receipts and the indents for stores which are 
receiveddaily h m  the sub-divisions, vide paragraphs 9.2.6 and9.2.11. At the 
end of day's postings, the balance under each article should be worked out in 
respect of quanties as well as values. 

6 



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. The monthly totalof receipts, issues andbalances should then be worked 
out for each subhead and a consolidated abstract prepared for all the sub-heads, 
which should agree with the summary of stockreceiptsand the summary of stock 
issues, vide paragraph 9.2.30. 

(; 

M. Adjustment of profit and loos,on stock 
r- 

9.2.35 At the ehd of each year, the amount of-annual excess or shortfall 
representing the differences in values due to revision of rates, etc., 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 fuation of issue rates fgr the next year. 

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-- 

(i) 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 (ii) by 
preparing transfer entries in other cases. 

9.2.39 0 ther corrections in stock account may be necessary in the following 
cases :-- 

(i) When quantities are found surplus or short, either 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. 
jiii) 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 sorrecaions should be effected in the following rnarlner I-- 
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 
and 9.2.37. 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). 
9.2.41 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 
amount until transferred elsewhere or otherwise disposed of in the ordinary 
course. 

 TOOLS AND PLANT 

I. 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. 



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. g., typewriters, furniture 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. 

11. Numerical accounts 

(a) Receipts 

9.3.4. All articles 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 onecopy forpostingthe tools andplant 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 to be given to the person horn 
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 fran others by a'suitable remaxk with a reference to the 
original entries in the statement of tools and plant receipts. 

Note 2.--A register showing the receipt, issue and rerum of the booklets ccmin'mg suemen& 
bf \\sols and p h t  -pts should be maintained in the divisional and the subdivisional offias 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, unstarnped but 
dated acknowledgement must be obtained in support of 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 subdivisional officer (See 
also note 1 below paragraph 9.2.1 1). 

Note.--Entries of articles refemd LO in paragraph 9.3.3 should be distingunished from others by 
a suitable remark in fom 34. 

9,3.6 The indent shouldbe 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 1 the divisional office, retaining the other for posting the tools and plant ledger. 

I (c) Toolx and plant ledger. 

9.3.7 A consolidatedaccount ofthe receipts,issuesandbalances of tools and 
plant should be maintained in the sub-divisional ofice in form 35 (P. W. 53 I), 
egister of tools and plant. It should be kept in three parts-- 

Part I--For articles in hand. 
Part &For articles temporarily lent or sent out, vide paragraph 9.3.3. 
Part 111--For shortages awaiting adjustment. 

I 

In part I, articles should be grouped under the prescribed sub-heads which 
are : (i) Scientific insmmencs and drawing materials, (2) Plmt and machlii- 
ery, (3) Tools, (4) Navigation plant, (5) Camp equipage and (6) Live- 

I stock. In part 11, 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 I11 is brought into use only if any shortages come to notice, and the 

/ , instructions relating to it are give in paragraph 9.3.19. 

I ~ ~ t ~ . - - T h e  issues rnd receipts of articles betweem the subdivision and the subordinates of the 
subdivision should be ~flected in a separate monthly return to be taken fmm such subordinates in 
fom 36 (P. W. 338) and kept on the recrod of the subdivision after necessary c h d .  nese 
transacticms being within the subdivision will not appear in fonn 33,34 or 35 (P. W. 53 1). 



9.3.8. Parts I and I1 of the register should be posted from the office copies 
of the statements of tools and plant receipts and indents for tools and plant as 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 
I1 in 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 m l s  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 I1 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. D 

Note.--There should be separate ledgers for (1) scientific and mathematical instruments and 
drawing materials and (2) k l s  and plant The former will be maintained by the draftsman as per 
rule 3 of appendix 36 to the Maharashtra F'ublic 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. 

111. 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 to 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 

1 (a) For use of tools and plant 

9.3.1 1 The procedure to be observed in charging the cost of tools and 
phnt in h e  accounts of a division and in making adjustments on account of 
cost of tools and plant used on works executed on behalf of other divisions, 



departments, etc., and on certain works of the division itself, is described in 
appendix 5 to the Maharashtra F'ublic 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 
exsutive and revenue officers should be debited to " Tools and Plant ". If they 
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 tranders 

9.3.14 The sub-divisional officer is responsible that when tools and plant are 
disposed of by sale or otherwise, with the sanction of competent authority,,the 
amount recoverable from the parties cgncerned is realised before the material is 
allowed to be removed. In exceptional cases, when the amount is not recovered 
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 transnuion. 

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 
actually reqiired for immediate use on the work or project which 



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 

I project at some distant date. 
Note--No articles can be removed from the numerical accounts, on the plea that the accounts of 

the work to which the cost of the articles was debited have bga closed, until they are actually sold 
or transfed, 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 beas 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 

9.9.18 The provisions in paragraph 9-2.96 reg%&iig 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 or a sanctioned 
write-off ; see also paragraph 9.3.19. 

I 

I 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 I11 and their clearance should be 
watched. Articles found surplus will be treated as receipts in Part I, 
and will, therefore, require no further action. 

(c) 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 wansaction 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 111, in clearance of the items outstanding 
therein. 



(d) If the deficiencies aremade good by recovery of cost or 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 transcribe dinto the register, form 35 (P. W. 53 l), it should 
not only be entered in Part I in the ordinary way, but also entered 
with a suitable remark in Part 111, as in case (c), thus clearing the 
items outs tanding therein. 

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

I. Quantity accounts 

9.4.1 Supplies of road metal should be measuied 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-divisisnd office in form 39 (F. W. 5331, 
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.--?he 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. 

IX. 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 
orreceipt of sanction to write-off; but ared ink remark should berecorced at once 
and carried forward, from month to month, until the discrepancy is set right. 

111. 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 
concerned. The amount of credit should be to the extent of the cost of new 



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 mhicipalities, 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 

9.4.4 (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 
quany 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 accoun t and this 
sub-head should eventually be cleared by debit to " Repairs " in the 
manner prescribed in paragraph 13.2.2 (b). 

(2) In the case of quarries required for the purpose of roads transferred to lo& 
bdk~ for construction or maintenance, the principle stated above should be 
followed with respect to any expenditure directly incurred by this department. 



~ . ~ - - ~ " ~ T E R I A L s  CHARGED TO WO&S 

9.5.1 The accounts 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 
9.3.1 and 9.3.2. 



CHAPTER 10 : WORKS ACCOUNTS 

10.1.1 The initial records upon which the accounts of works are based are : 
(a) 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-- 

(i) 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 panicularly 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 



(c) All these transactions pass into the general accounts of Lhe division in 
tshe manner described in chapter 22 and are thence incorporated in the general 
accounts of Government. As, however, the units of classification adopted in 
the general accounts in respect of expenditure are certain heads of account and 
not individual estimates for work or contract accounts, 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 kndwn 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 rqbire 
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 fist 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 chsses 
of works, of types of buildings, etc. The more important reasons, however, is 

, to make it poisible for rhe divisional officer to exercise efficient financial control 
over the recorded transactions. 

The divisional officer should, therefore, utilise therecorded transaciions of the 
cost of the works as shown in various accounts records in the divisional office 
as a means 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 rhe shape of work done. In thecase of hger works, 
especially where the period of construction is a prolonged one, this monthly 
comparison is obviously impossible unless the total cost is split up into cowen- 
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 timeof 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 h e  
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 shouId be 
required to initial Ihe registers of works only in token of both the general 
examination of the works abstracts and the review of the registers of works. 



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 I.--When the cost of special tools and plant included m the cost of a work under paragraph 
9.3.1, the rules in chapter 9 regarding numerical lists or returns will apply mutalk mutandir and 
adjustments a account of the cost of tools and plant transfemd to other work, divisions, 
departments or Govemment wiU he govemed by the d e s  in paragraph 9.3.16. 

Note 2.--The cost of specialesrablishment anployed on the acquisition of land when chargeable 
to the accounts of the works concerned under paragraph 17.1.3 should be treated as a part of the 
works expenditure. 

Note 3.--Lump sum charges of establishment and tools and plant remverable fran other 
Goverrments and departments, for works executed for them as a standing arrangement, should not 
be mcludcd in the accounts of the work but dealt with ~rder  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 
in consultation with the Accountant-General detailing the authorities competent 
to prepare or examine contractors' bills or o ~ e r  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. 

I. Introductory 

10.2.1 Cash charges on works consist of payments (1) to labourers and 
members of the work-charged establishment, of their wages and (2) to contrac- 
tors and others for work done or other services rendered. m e  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 contracto~s for work done. 

me general rules relating to cash payments and vouchers in paragraphs 
6.4.1 to 6.4.8 apply to all these classes of payments. Only special rules are, 
therefore, set forth in this chapter. 
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11. Payment to labourers 

I (a) Departmental labour 

10.2.2 With the following exceptions, all persons engaged departmentally 
for the execution of worksareconsideredas 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-c'mrged establishment as defined in paragraph 
83 of the Maharashtra Public Works Manual. 

Note.--For ~ l e s  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 noniinal 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 m!es :-- 

(a) One UP more nomirial muster rolls can be kepi for each work, but 
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 norninai muster rolls should be kqt  in cylindrical tin box while in use so that they 
may not get spoiled by handling or exposure to weather.. Seven: action would be taken against the 
person concerned, in case of loss or damage to a muster roll. 

(b) Labourers may be paid more than once a month and the period 
sovcrcd by each paymcrat may bc iictcmincd Iocdly. but B C P W ~ L C  
norn~nal 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 Gages 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. 



(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 repon should be submitted puncrually and inwarded l i e  all other comspon- 
dence and given senal numbers in the inward register. Dated, initials, in ink, should be put on 
each daily report by the persons who receive them in the post. like other post. 1 

Exception ].--The Residence 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 
s~ib-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 $aid on each 
date. If any items remain unpaid, the details thereof should be re- 
corded in part I1 of the nominal muster roll and then in a register of 
unpaid wages, Form 43 (J?. 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 (0. For action to be taken on the 
completion of the work, see paragraph 10.5.18. 



(h) In part I11 of the nominal muster roll form, should be recorded the 
quantities of various items of work done by the labour and the 
amount spent on 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 that item. The quantities of 
materials used on the work should be shown in red ink just below the 
items concerned. 

10.2.4 In the event of a 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 I11 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. 

Note --The a b v e  prsfedure will dsa apply to cases where n d  muslerRdl am defaced and 
wtties are ohl~rera~ed while m use, 

10.2.5 If a paid nominal muster roll is lost during the period of preservation, 
a certificate regarding payment prepared in manuscript and signed by the 
divisional officer, together with a memorandum explaining the circumstances, 
should be kept on record in lieu of the lost nominal muster roll. 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. In a case 
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 
its 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 ofthe numbers of labourers employed day by day, his own 
Q M ~ O I  cmmission 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 



by the subordinate in charge of the work daily to the subdivisional officer to 
enable the latter to keep a check on the expenditure and to deal with the 
contractor's claim when received. To avoid disputes with the contractors, they 
should be encouraged to sign the daily reports in token of their acceptance as 
correct. 

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

cases. 

(c) Travelling expenses 
10.2.7 When it is 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 discretiol-I of U!c divisional officer, banafied travelling expenses may also 
be allowed to them. The above charges must be borne by the estimate of the 
work. 

ID. Payment to suppliers and contractors 

(a) Record of measurements 

10.2.8 Rules for taking measurements and keeping measurement books, 
Form 45 (P. W. 9) and those in connection with the review thereof will be found 
in appendices 2 1 and 22, respectively, to the Maharashtra 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. e. on its completion. 

10.2.1 1 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 bemade or are already outstanding in respect of the same work 
against the contractor. 



10.2.12 Hand receipt, form 48 @. 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 usedand the following instructionsshould bestrictly observed 
in addition to those printed on the form itself as foot-notes :-- 

(i) This form is intended solely for on accmt  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. 

(ii) 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. 

{is) If, after a contractor's account has been maintained in the form given 
above for some time, md the continued use of the form becomes 
inadmissible under clause (i) or (ii) above, the account should be 
removed fmm this form in the manner described below and thereafter 
the appropriate form of 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 upto-date value of work done and payments made relating to 
the account of contractor ......................... transferred from petty 
contractors' account to his personal ledger account. 

(b) When a running account bill is prepared subsequently, the 
transferred figurcs 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 conttactor is prepared, the entries in the 
measurement book relating to the description and quantities of work of supplies 
should be scmljnised by the sub-divisional officer and the alculations of 
"contents or area" column should be checked arithmetically under his 



supervision. The bill should then be prepaped fiom 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 Me abstract of 
measurements vide rule 12 of appendix 21 to the Maharashtra Public Works 
Manual. Full rates 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 seve~al classes of 
work or supply but merelv states that the estimated mtes or a certain percentage below or above 
&em, 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 
to original or revised estimates have no effect on the terms of such as agreanent If no sanctioned 
estimate is in existence at the time of signing the agreement or the tender, as the case may be, the 
rites pyble for esch i h  of work should be specified, as any d e m c e m a n  eshatenot  sanction4 
is meaningless and m o t  be acted upon 

Note 2.--Whenever a q  item is to be paid at pan 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 bas been properly completed, etc. 

It is not necessary tu insist on the analysis of part rates p roped  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 subdivisional officer with regard to the work m a k i n g  to be 
done in respect of a particular item which falls shon 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 
book and the bill ; 
In respect of reduced a s  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 requairementi are attended scrupulously. 
Note 3.--The date of completion of a work is the date on which it is fiqished, and not the day on 

which final .measurements are recorded by the Engineer-in-chase so far works executed on regular 
contracts in which i time-limit is specified are concerned. 

Note 4.--The final bills should be paid witrin maximum perid of 5 months of the expiry of the 
contract peiiod. It should, however, be noted that the change from three months to five months 
will not affect the date for a refund of Security Deposit which will be six months from the expiry 

of he contractperiod of expiry of maiintenance penod whichever is later. When for any work,he 
payment is delayed beycmd 5 months the Divisional Officer should report the reasons. there of to 
Govenunent through the Superintending Engineer. 



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 rewild, the payment will be tented an an edvance against final seulement on receipt of 
the stares. The advance payment against production of railway receipts should be debited to the 
suspense account "contractors-+her transactions/advance payments" in the woks abstract of 
stock or work concerned 

10.2.15. Before signing the bill, the sub-divisional officer should compare 
the qumti~es in the biil with thoserecorded in t ! e  measurement book and see that 
all Phe rates are correctly entered and that all calculations have been ckecked 
arithmetically. When the bill is on a running zccount, i t  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 p s s  amount payable inclusive of the 
recoveries made from the bill. 

Nu& 1 .--h &cularing the vdue of each item of wok in the bill, the nearest multiple of five paise 
should be hkiii. fmaims of 2.5 p&t and kgkaw k h g  !parEd and f r e m ~  d~m.  h8.n 2.5 
taken as five paise. 

Note 2--Whenever fractions of a rupee occur in the t ods  of contractors' bills or in h case of 
supplies chargeable to more than one estimate, in the total chargeable to each estimate, fractions less 
than half may be disregarded and half a mpee 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 m m c t  is for the completed items of work and under the provisions of paragraph 
10.3.2, the contractor is nyuiwd to obkain 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 forthe contractortoobtain the materials otherwise, unless,in a cese of emergency. 
or non-availability of the materials, the supply has been permitted by the divisional officer, for 
recorded reasons, to be arranged for by the contraaor himself. In case t!e rate paid by the 
contractor is lower than the rate fixed by Government, the difference  ill be recavered from the 
contractor. 
Note 4.--Refore signing a f i t  and fmal b i  or the first bill on a ru~ming account the sub-divisional 

officer should see that the relevant measurement entries were marked as perraining to such bills by 
the penon faking the measurement 
Note 5.--Bills, which include charges onaccount of purchase of goods on which sales tax has been 

charged, should be s u p p o ~ ~ I  by the following cemficate signed by the divisional officer :-- 

"Certified that in the case of items relating tothe purchase of g o d s  on which sales tax has been 
charged. the goods haGe not been exempted under Ihe Central/State Sales Tax Act or the rules 
made thereunder and that the amounts paid on account of sales tax on tbese g d s  are correct 
under the proviicms of that Act or the mies made thereundzr and mat in he Ease of supplies 
against regular contracts, the relevant contract includes a specific provision tothe effect that sales 
tax is payable by Gwemmeni". 



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 nurnkr, 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 accoun t of security depsit 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 made on a running account 
should ordinarily be made monthly or if there is not sufficient progress, at longer 



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. Areference to the last original bill relating to the payment made in respect 
of the sub-estimate or sub-work should, however, be made in sich bills. 

I!! &e case of i i i~omplc t~  i€€iiid of work (~xcept  in eases 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 
rep ted  in the final bill. 

(b) Such payments should be tratedas payments on account, subject to 
adjustment in b e  final bill which sliuu!d be &awni in ihe appropriate firm biit 
print4 ori yellow paper, whm h e  work or supply is compieetedor the funning 

, 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 entertaining a futher ~ U M  fde claim which may have been.omitted from 
the final bill by mist&e or through inadvenence. If despite this explanation, the contractor objecu 
to the addition of the words in question, the payment should be tendered unconditionally (vifle 
section 38 of the Indian Contract Act, 1892). 

Note 2.--A form printed on yellow paper is never to be used except for f i a l  payments. 



(c) A separate running account is maintained in respect of, each 
contract. Transactions tehting to two or 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 than one woiiing estimate is coverd by a single contma, 

the contract agreement need not be split up bur the estimate shodd be consolidated to facilitate the 
maintenance of the proper account in respect of that conlract. If this procedure connot be 
observed, sane special a m n t s  procedure w i l l  be devised on h e  merits or each case by the 
Accountant Genera). No consolidation of estimates or specid accounts procedure is necessary 
where separate estimates covered by tPe single contract daze to different account heads or where 
separateestimates, whetherrelating to4ifferentaccoun:headsornot arecovered by a single running 
rate. conmct ss in the case of the painri?g of roads, etc, and where separate agreements are drawn 
a the basis of such rate antracts with other &tails varied to suit the requirements of each job. 

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

(i) that the contract or agreement is entered into by an officer competent to 
do so considering rhe 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 paZicular repair works in connection'with which the 
agreement is, in the first place, issued. 

10.2.18. (a) If the system of making advancz 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. If a 
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 m item, 
the amount of the advance payment for that item should not exceed a sum 

equkal~t to the value of work done less the proportionate amount of secured 
advance ultimately recoverable on account of the materials usid. 

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



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 
conuactor, and a detailed account of the advances must be kept in part I1 of the 
bill in form 47 (P. W. 413. There should be separate enmes in respect of each 
class of materials, of thc 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 I1 of the bills 
should be compared to see that this is being complied with. As recoveries are 
rii&&, the outstanding amounts d the items concerned in paet 1i 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 I.--No record should be kept, in measurement books, of the uantities of the materials, but 
cucificate 3 printed m the bill should be signed by the sub-divisid or divisional officer in terms 
of aragraph 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 net 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, w 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. In such a case, it is permissible to spend Government fundson behalf 
ofthe contractors in accordance with the terms of his agreement. 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 to the issue of mate& to contractors, see paragraphs 103.2 and - - -  
10.3.3. 

Note 2.--With a view to avoid subsequent disputes with the contractor, suitable intimation should 
be sent to hi ( 5 )  as soon as action is taken under this paragraph and (ii) subsequently, as charges 
are incurred on his account 



(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. Exceptions are, however, pemittedin 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 
is drawn 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 only on the certificate 
of an officer not below the rank of sub-divisional officer, that the quantities 
of materials 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 csnsequnce. Recoveries of advances so 
made should not be postponed until thc 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 nut deteriorate or blow away. ' 

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

Note 3.-Secured advances should not be given to contractors in respect of materials used for 
centerings, forlaying 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 sanction of Government. 

(b) The 8;iiiond officer h& full powers to make advance payments to 
electric supply undertakings under the Indian Electricity Act, 1910, for 
excution of works. 



I 
(c) In all other cases, only with the sanction of Government which may, in 

exceptional circumstances, author& such advances as may be deemed 
indispensable, taking the n e c e s 4  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 Govemment in form SOA simultaneously with the 
payment of advance. 'Ihe contractors should also be asked to get the mate& insured with the 
Insurance Companies Association Pool stating that Government as the mortagagee is interested in 
the materials. 

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

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

10.2.22. An advance 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 suMvisiorlal'officer) to the effect that not less than the quantity of 
work paid for has actually been done, and the officer granting such a certificate 
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. 

I 

Note.-Divisional offiers are authorised to give advances to contractors on approximate 
rneasorrancms of materials supplied by them on conditions similar to those for work done. 

IV. Payment to workcharged 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 
mquittmce roll, either fof the whole sub-divish or for one or more sections of 
it, as may be convenient, but the names and claims of the enbre estaMishrnent 
concerned, including absentees, should be shown in each bill. Names should 
be grouped in the bill by works on which ihe men are employed sanction to the 
entertainment of the establishment should be quoted in each case, and tile sub- 

1 
I 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. 

Nw.-if the admowledgmmt of an individual cannot mveniently be obtained on the bill itself, 
it may be &ained sepnrately oo a hand receipt, form 48 (P. W. 409) which should then be auached 
to the bill as a sub-voucher. 
A--8%-7-A 



10.2.24. Pay bills may be signed at any time on the last worhng day of the 
calender month in which the wages are earned, though they are not due for 
paymefit before the fmt working day of ihe fol!owing month. When, however, 
the services of an individual are dspased with, it is permissible and advisable 
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 s u b q ~ e n d y  when claimed, 
the procedwe described blow being observed :-- 

(a) Items remaining unpaidon thenionthly bl l  shouldbe entered in red ink 
in the register of sanctions to fud charges, form 83 (P. W. 510) refend to 
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 included and 
to t?e particlab item thereof, being quoted in each case. These payments 
should be entered in black ink underneath the entries r e f e d  to in (a) above, 
it king seen rhaz they do not exceed the amounts available as entered in 
red ink. 

(c) 7'raveliir.g expenses 

10.2.26. Form 52 (P. W. 544) should be used for tile payment of tnvelIing 
allowance to the work-charged establishment. It should be countersigned by 
ihe divisional officer before payment. The acknowledgment of the payee 
should be taken on the wvelling allowance jomal itsel. 

Note,--Divisional officers a x  allowed to make, on their own responsibility, advances for 
mvelting expenses to persms~am workcharged establishment by debt to the suspense head "Mis- 
al lanms P. W. Advances" pending rccovery of the same from the travelling allowance bills or pay 
of rhe ptsw unmd: 

I. General 

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

(i) issues to cclnh.actors.--Issues of materials to'contractors with whom 
agreements in respect of completed items of works, i, e., for both labur and 
makids, have  bee^ e~ tk~& into. -r. fi.a, 

(ii) ~ s s u s  t0~w~rks.--Issues of matrids when work is done 
d e ~ m e n a l l y  or by cdnuacm whose agreements are for labur only. 

A-88-7-B 



If. To contractors 

I (a) General conditions 

10.3.2.1 (a) The issue of materials to contractors who have contracted for 
completed items of works, is generally permissible only in the following 
circumstances :-- 

(i) When, under the operation of paragraph 215 of ttie Mahanshtra Public 
Works Manual, it is necessary to retain in the hands of Government the 
sr;pply sf imported materials. 

(ii) When in the insterest of work or with the object of utilisiarg existing 
stocks of materials, it is desirable to retain in the hands of Gove~lrrnent the 
supply of certain other materids as will and a condition to this effect has 
been inserled in the contract 

(b) In both cases. the contract should specify (i) the materials to be suppl-ied 
by Government for use on the work, (ii) rhe place or places of delivery, and (iii) 
the rates to be charged to the contractor for each description of materials, and the 
contractor should 'be 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 to be charged to the contractor for materials to be supplied should be definitely 
specified (vague q:~aations, e. g., "at srcck rates" being avoided) and if intending contractors had 
k e n  told that the materials would be supplied at a certain rate and asked to tender on that 
assumption, then that rate should be adhered to in the con:rzct. 

Note 2.--Simi!arly, die rates to be allowed $0 the contractor for items of work shculd be deiiiitely 
stated. But iffor any special reasons. the contract provides for the payments for work done to be 
madc at a s~tzd Eeittiitigt .kibi iri a h v i  the mies cl~iered UI h e  sanciiur~eJ esillnaie of wok 
or the schedule of rales it should be srarzd in claer terms in ihe contract that the deducrions or 
additions as hecase may be oTthe percentage will k caiculated on the grcss and not the net amounts 
ofthe bills for wok done, and infixing the percentage it should be bcrnein mind that the calculations 
will be so made. 

Note 3.--Stores to besupplied to ccntractors for a work free of cost should iilveriably be 
mentioned in schedule A in addition to schedule B and h e  specifications attached to the contract 
ag~ement. 

Note 4.--The 1-1 officers should see that, whenever possible, due notice is invariably given to 
the contractors, suffichlly in advance of zny delay ?hat is likely TO occur in the supp!y of materials 
by Govemment to the contractors for a work under the terms of contract  heref for due to reasons 

beyond its control, with a view to enabling the con:rac:ors to disband or transfer to other works all 
staff, labour, materials or machinery that,are likely 10 be rendeicd idle by tire temporary stoppge 
of rlid work so that Govermnent nay not have to consider claims for compensation from co~tractors 
in this conneuion. 



(c) No carriage or incidental charges are borne by Government for moving the 
materials beyond the place where the contractor has agreed to take delivery 
thereof. 

10.3.3. (a) As a general 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 for useon 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 1 
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 wriege or incidental 
charges should be borne by Government in connection with the supply. 

Nore.--Theinrentionof thts rulc~s toprohibitthe sumly of materials to axltramrs with the object 
of giving them financial aid the grant of whi& is governed by the rules m paragraph 10.220 eg., 

see. 

(c) Issues of stock materials to contractors for bonafide 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 
Maharashtra Public Works Manual). 

I (b) Accounts Procedure I 
10.3.4. All materials required for issue to a contractor, under any of the 

pf+i&m.i of paiigrdph 10 3 2 and 10 3 3 shoufd he BlZid~ Over lo him as 
as hey are received whether from stockor by purchase, manufacture or transfer 
and an unstamped, but datedacknowledgment in form 53 (P. W. 3), detailingfull 
particulars of the materials including the rates and values chargeable rt, 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 had  
"Conuactors--Other transactions" (vide paragraph 10.5.13) in the accounts of 
the workconcermed. This adjustment should beaffected by affording credit to 
the head concerned as indicated below : 



Sources of receipt of materials Head of account Value to be credited 

I to be credited 

I (1) (2) (3) 

1. Stock (including manufauure) Stodr . . At issue rates. 

I 2. Transfer from another work . . Work concerned At a valuatim made under 
para. 10.3.1 1 (d). 

3. Transfer fmm another division, Purchase . . At rates charged by the divi- 
Department or Government. sim, department or 

Government concemed. 

I 4. Suppliers . . . Do. . . At rates payable to the 
suppliers under their am- 

I tracts. 

5. Obined through the India Stores - Do. ; . . ' he  English cost of stores 
Department, London. converted into India 

currency in the m m e r  laid 
down m de 1 in appendix 
4; 

6. Indian charges on (5) . . Head Actual charges incurred, vide 
concerned. ~ l e s  4 and 5 in appendix 4. 

If the mount 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. 

lU.3.d. Re ~ s v ~  f ~ i i i  B ~nmeiar an asnear of the -st gf ma&rids 
ieued u, him for use oii a work, should oraimly h m d e  by ddicfhn fmm the 
fmt bill authorising an advance payment or an on accounipayment 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 tothecontractor are actually usedin constuction 
and the items of works in wh$h they are used are paid for, whether by an advance 
payment or by on an account payment. 

Note.-A statement of l uxmr ies  in respect of stores and tools and plant issued, water, electricity 
and aher misce11ane01ls charges to end of the previous month shall be prepared by the s u b  
divisional officer in dupliate and SGIU to the amtractor who will retain a copy for his office use and 
return the other duly signed for king attached to his bill. 



10.3.7. In order to ensure that there is no loss or improper use of materials 
issued t contractors, a statement showing-- 

(a) the quantities of all important materials such as cement, steel, asphi~lt, 
etc., actually consumed on the vrork concerned as worked our an th'e basis of 
accepted fmw! from the quaatities of various items shown in the 
beermediate and final bill ; and - 

(b) 'now these q1,lantiries of materids compare with those actually issued to I 

the conmctor ; 
should be attached to every intermediate ox final bill of a conaactor. 

(c) Return of surplus materials 1 

10.3.8. Government docs not undertake to take over from contractors, 
-ahether before or after the cornpeltion or determination of conclors, surplus 
materials which were originally lssued to them and chiuged to their accounts 
under paragraph 10.3.4. Such materials, though remain :he property of Gov- 
ernment, can be taken over by the department, if required, for useon other works 
in progress, only by special arrangemsnts, and at the prevailing market rates, or 
the rates charged to the contractor excluding the element of storage charges or 
the issue rates excluding the elemefit of storage charges at the time of return 
whichever is lowest. 

However, in cases In which the rrraterials issued to a contractor become surplus 
owang to change in the design of the worK after the materials were issued to the 
conwacmr, the mateaids shouid be taken back from the contractor at the same 
pates at which they were supplied to him by Government, provided the materials, I 
at the lime of taking over, were not actually used and are serviceable. 

Note 1.-Contractors are not'at liberty ro remove from the siee of works, without the written 1 
permission of the divisional offiar, materids which have been issued to them for use on a wok, 
and a stipulation to this effeu should ordinarily be entered in their agreements. 

Nae 2.--The transactions, regardug su~plus materials taken over fmm the cantractom, shAald I 
be h a r e d  as R fresh purchasc of materials far which measuremhs should be recorded, their cost 
adjusted through purchase account and the payment made separately on a first and find bill. 
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iIXP. Direct to works 

A. Original works 

I (a) ACCOUNT PROCEDURE: 

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

-- 
Scurce of xceipt of Head of Valile to be ~~ed i t ed  Mode of effeuing 

materials account to adjusMent of cost 
be credited 

I 1. Stodc (including Stock . . At issue rates . . Thrvugh stock account rat 
manufacture). the end of the month. 

2 Tmrfer from Wolk con- At a valuation under By a special transfcr 
mother work. cemed. paragraph 10.3.1 1 (4. entry in form 14 (7. W. 

532) prepred as goon 
1 as the materials are 

received. 

3. Transfer from Purchases At rates charged by the By a special transfereny 
' another division, division, depament or in form I4 (P. W. 532) 

department or Govt., omcemd. prepared as soon as the 
Government materials are received. 

4. Suppliers . . Purchases At rates payble 1.0 the Do. 
suppliers under their 
contracts. 

5. Obrained rhrough the Do. 'Ihe English cost, vide Do. 
India Stores r ~ l e  1 ih appendix 4. 
Depament, 
London. 

6. Indian charges m (5) IIead con- Actual. chaqes incurred, Through case account or 
cemed. vide rules 4 and 5 in transfer enby as the 

appendix 4. case may be. 

The full value crzdiled to the head concerned, should be debited to the work 
( ~ m p p h  10.3.10) and h e  quantities entered in the register of materials-at-site 
accounts, form .%, in cases in which the works accounts are maintained by sub- 
heads. 



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. 

Cb) 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. e., 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 cost Rs. 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 cost of materials issued to a minor estimate is adjusted, at once, 
as a final charge (paragraph 10.5.12) no detailed account in form 54 is 
necessary. The subdivisional 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 

10.3.1 1. (a) Materials issued to works in excess of requirements may be 
transferred 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 
transferfed 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 @ 
the wsrk to which they gr~ tm~zfm~d h &G 5-uek sccomt, IS die c i i ~  may 
be. 

(c) No credit should be allowed to 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 to which 
they were originally issued, and the disposal of materials being shown in the 
materials at site account also. 



(e) 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. 

(c) 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 Lo 403 
of the MaharashtraPublic Works Manual. Whenever this verification is made, 
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 mututir 
mufandb to verification of materials at site of works with h e  exception that the value of materials 
found in excess and recweries of shortages losses, if any, should be credited to the appropriate sub- 
head (s) of the wok. 

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 bo taken rn dispose sf d! surplus materials by transfer or sale. $O that 
(i) the account of the work may promptly receive such credits as may be 
admissible under paragraph 10.3.11, (ii) the blanceat 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. If the gazetted officer or subordinate in direct charge of a work, the 
accounts of which are kept by sub-heads, in transferred before the accounts of 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.ttuee 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. 



10.3.16. Af1e.r the completion of a work, theoretical calculations of the 
principal items cf materizls used 6h each sub-head should be made in t l ~e  register 
showing the clearance of suspense head "Materials", form 55, and cc?mparcci 
with the quantities issued as per form 54. On the basis of theoretical calcula- 
tions, the sub-head "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 d items not borne on the stock of the department) prevailing 
at the time. of completion ~f the work ; anp-plus or minus balance being 
transferred to the sub-head "Additional chxges for materials issued to contrac- 
tors/direct to works" (see pzagraph 10.5.10). 

10.3.17. The fcregoing 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 vveiify the rlni~sed balances. 

B .  Repair works 

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

1 ~ . ~ - - ~ D J U S T ~ ~ E N T S  

10.4.1. In addition to cash payments and issues of mat~rials, 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 givea in chapter 7. 

I. Introductory 

10.5.1. An account of all the &ansaclions relating to a work during a month 
whetherin respect ofcash, stock or other charges', should be prepared by the sub- 
divisional officer in one of the works abswact forms. In the case of major 
estimates, a separate account should be maintained for each sub-head estimated 
PO 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 
abstract A, icm 56 (P. W. 424) should bc 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 thz final outlay is not kept by sub-heads. 

Note 1.--In the case of major works executed thrcugh contractors, with w h m  agreements for 
completed items of works have beeu entered into, al! necessary details i. e., up to date quantities, 
raks snd amcrunt paid for each item of work as well as totals pertaining to each sub-hesds are 
available in the contractors' bills. Tne maintenance of accounts by sub.heads is therefore, not 
necessary in such cases. 



t Note 2.--Percentage charges on account of establishment, tools and plant, and accounts and audit, 
levied m works expenditure, under d e  5 appendix 5 to the Maharashtra Piblic '#odc3~hlanual, 

I should not be shown in the works abstiaad Hnd registers of works, h u g h  they are eventually 
kcluded in the cost of works, vide note 2 &low paragraph 22.4.6. 

Note 3.--n-e Superintending Engineer may dispense wirh the maintenance of accormls by sub- 

I heads for any work if he ccmsiders 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. 

I 10.5.2. Ordinarily, there should be one works abstract monthly for each 

I working estimate, but if the estimate is for a large work which is divided into 
several sub-works, it will us~lally be found convenient to prepare a works abstract 

I separately for each sub-work. 

I 11. Classification and record of final charges 

(a) Major estimates 

10.5.3. The division of a maj~r estimate into sub-heads for rhe purpose of 
accounts is guided usually by the classificationed in the abstiact of the esiimale, 
vide para. 144 of the Mahmshtra Public Works Manual. In all cases 
misceilaneous 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 Fublic Works Manual. 

Note.--When the number of sub-heads of an estimate 1s large, it will be found convenient to 
asslgn a number ro each sub-head and to prefix this number to the name of the sub-head, wherever 
it is used on vOuchers, works abstracts, registcn of works or other accounts. 

19.5.4. After a major estimate has been sanctioned, it tnay be decided to I make a change in the meUlod originally contemplated for the execution of the 
work. In such 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 
quanti~iesalready approved by competent authority should be rezanged and the 
revised absiract should @e approved by the d~visional officer and thereafter 
treated as the sanctioned abstract of the estimate for all accounts purposes. 

10.5.5. Ifthenumber of sub-heads in the working estimate for aworkorsub- 
work is large, it is perrnissiblz to break up the estimate into two or more parls, 
and to treat each part as sub-work for the purposes of Bccjunts ; but no part of 
an eslimale can be separated from the rest, if any contrricl fix the execution of 
work connected with it covers also work connected with the olher parls. It is 
advisable to adopt this cciurse if one or more parts of a work or sub-work, are 
completely executed long in advance ol the other and no useful purpose will be 
served by keeping open tile accounts of the completed parts. 



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 undec the sub-heads, 
(2) progress, i. e., total quantities executed from time to time, and 
(3) rate of cost, i. e., cost per unit on the basis of the recorded amount and 

progress. 

(b) In the case, however, of sub-heads which have been lumped 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 estimateand 
the record of progress and the rate of cost in the accounts is not necessary, the 
entries in the amount column being sufficient. 

(c) In other cases, the progress and the rate of cost should be recorded in the 
accounts both during the progress ofconstruction andoncompletionof 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- head is not expected to be 

more than three months. 
(11) 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. 

I 

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 theaggregate 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 
matcrials but on the completion of the work, the gross cost of each sanctioned 

I sub-head of work, inclusive of the cost of materials, should be placed on record 
by making entries in the register of works in rhe manner indicated in paragraph 

1 10.3.16. 
Note.--In order to ensure proper maintenance of form 54, two altema~e may be 

I maintained one being submitted in onginal to the divisional ofiicer along with the works abstract 

and the other used in the next month. 

I 



I 10.5.8. When the suub-heads of a work are divided into labour and materi- 

I 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 that head. It is unnecessary, 
therefore, for purposes of financial control over the outlay, either to record 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 shike 
the inclusive rate of cost of the whole subhead 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 a new sub-head additional to the orginal sanctioned sub-heads of the 
estimate, 

10.5.16. fn the accounrs of major eshmates;a final sub-head entitled "Ad- 
ditional charges for materials issued to contractors/direct to works"shou1d be 
opened for the record of undermentioned debitstcredits :-- 

(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 hder  the suspense head "Materiils" after 
transfemng the cost of material to the various subheads, vide 
paragraph 10.3.16. 

10.5.1 1. 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 out lay on a minor estimate should be 
kept in a single column headed "Final charge" in the works abstract, form 57 
Cp. W. 426). 



HI. Suspense accounts 

(a) Generut' 

10.5.13. In addition to the head "Final charges" or the final sub-heads in b e  
case of a major estimate a few suspense accounts are opened in works abstract 
to word transactions of a temporary character whith are ither not adjustable as 
final outlay in the accounts of the works concerned or the conect classification 
of which cannot be determined immediately. These accounts ape :- 

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

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

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

4 )  "Contractors--Other transactions"--for the record of aU other debits or 
credits to contractors awaiting seylement and 

(5) "Labourersn--for the record of unpaid wages of labourers and of tReir 
subsequent payment. 

(b) "Materials" account 

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

So far as works abstracts are concerned, this account is never cleared. Sub- 
divisional Officers should regard it is s temporary sub-head for the reception of 
all charges on account sf direct issued of materials. The responsibility far 
clearing the head by transferring the chages to the fit~ai silb-heads of work, 
when closing the accounts of the work in the register of works, rests with ?he 
divisiond office, vide paragraph 10.7.6. 

(cj "Contractors" and LaSourersW uscounts. 

10.5.15. Advmce piiyments, made to a contractor under the provisio~~s of 
paragraph 10.2.22, should nut be chxged off as final outlay on h e  work or under 
any sub-heads of it. A suspense h c d  
"Conmctors--Advance payments" should be opened in !he works abstract (form 
56 or 57 as the case may be) for the record of advance paymcnts and thcir 
subsequent adjustments. 



10.5.16. ~dvanczs made to contractors and suppliers under paragraph 
10.2.21, whether on d ~ e  security o i  materials or otherwise as well as d l  
recoverable payments made under proper auhioriry to labourers md others on 
behalf of contractors, should be treated as advances made on account of the work 
concerned. They shou!d not be charged to the gened suspense head "Mscel- 
laneous P. W. Advances" but incorparated in the works abstract as sespense 
transactions. The head "Contractors--Secured advances" is inknded solely for 
advances made to contractors, on the security of materials brought to site under * 

paragraph 10.2.21 (a), and the head "Contractors--Other transactions" snould 
be ilsed for all other transactions including the advances made under puagraph 
10.2.16. 

10.5.17. The head "~ontrictors--Other transactions" $ intended also for 
watching h e  ultimate paymerit of !he unpaid balances of contractors' 
accounts. Similarly, the head "labourers" is meant for rhe clearance of the 
unpaid wages of labourers. If a running account birl 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 find charges or as 
expsnditure on the sub-heads conccmed, and the amount remaining unpaid 
should be shown as a minus entry in the appropriate suspense column "Connac- 
tors--Other uansactions" or "Labourers", 

10.5.18. If any wages sf labourers remain unpaid after h e  completion 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 hie division4 
officer. Thereafter 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 3 17 of Ule M&mshtm Publc Works Mmud by a 
special remark, as a liability against the work and it should be excluded from the 
tad erpeilditurc on Ltie work so as to mivc a:  he mouni actually brought t,o 
account. 

Note.--If unpaid wages of labourers are claimed and paid subsequer~lly to the closing of th:: 
mxunts of a work, h e  payment should ordinarily be charged against a frzsh estimate under t l a  
same h a d  of senice as the original work, suitable note being recordd by the divisional office 
agakst llie closbg critry relating to the original work in h e  register of works. Where, however 
ii may provc more convenient fhe accounts of the work may be reopened at rhe discretion of the 
divisional officer. 

10.5.19. Thc accounts of a conuactor should be ciosed as soon as his 
contract is comp!eted. If he delays to receive final payment for more than one 
month after the fmal bill has been passed, a note to this effect should be recorded 
on the bill, the acconnt of Ihe work as passed on the bill should be incorporated 



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 creditkd to the head "P. W. Deposits" under the provisions 
of this para, but the contractor subsequently obtains decree from a G u n ,  the entire expenditure in 
satisfaction of the decree should be charged on the Consolidated Fund in terms of article 202 (3) 
(e) of the Constitution irrespeckve of the fact that a part of the amount might shady have been 
voted out of the Consolidated Fund and kept as a deposit in public account. Before making 
payment in satisfaction of the Coun decree, the amount standing to the credit of the contractor under 
"P. W. Deposits", should however be cleared by reversing the initial adjustment. These prwi- 
sions wiU not, however, be attracted where a refund of security deposit or revenue is made in 
satisfaction of a Court 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 
Lhe bdtlwqs undcr the suspense accsunt with a view ts pKIrtlpt adjustm~nt by 
recovery, settlement of account or detailed measurements as the cask 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 except in 
the following cases :-- 

(a) 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 

I 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. 



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. It is 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 incuned 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 k supported by details in Lhe satcmenr pwvidd for tlie purpose on the 
works abstract form. These details should be furnished by the engineer or 
subordinate incharge 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 borne in mind :-- 

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

(ii) The progress reportedshould specify thequantitiesexecuted,up to date, 
sets of earlier measurements covered or superseded by later once 
being ignored. 

(iii) The progress of an item of work should be so reported 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 rewgnised that perfect acmracy connot always be secured in making intermediate 
repons 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. 

I .  Preparation, completion and disposal of works abstracts 

10.5.24. The Works abstracts should be preparedin the sub-divisional office 
in the first instance. They should be posted day by day from the cash book and 
A-88-8-A 



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 workexecuted should be posted from measurement books or ober 
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--Advance1 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 absuact should 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 mads by the 
Divisional Officer and the absuact 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. I have 
personally compared all the items in the details of contractcrs' closing 
balances with the contractors' ledger md found them correct." 

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

Note 2.--Poaings made in the sub-divisional office should be in black ink and all posthgs 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 returned by the 
divisional office after completion. Before the works abstracts are sent to the divisional office, the 
'up-to-date torals should be entered in advance in the returns for the following month and these 
should be corrected, ifnecessary, on receipt back of the woks  abstracts from the divisionaal office. 

10.5.25. When finally compleied in all respects, all Ihe works abstracts for 
a month sh'ould be examined by, the divisional olficer 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. 65 1) in order to enable the sub- 
divisional officer to exercies proper financial control over the 
expenditure. These registers should be posted simul~eously with the works 
abstracts, vide paragraph 10.5.2. 
A-88-8-B 



I 1. Forms of registers of works and their preparation 

10.7.1. (a) The permanent and collective record of the expenditure incurred in 
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 rnajor estimates 
other than thoserefed coin note 1 below paragraph 10.5.1 and the amplerform 
61 (P. W. 407) for minor estimates. 

10.7.2. The registers of works are posted monthly freom works 
abstracu. 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 @. 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 
major estimate, the transactions relating toeach works abstracts should 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 
the provision in the estimate. The following instructions should receive special 
attention :-- 

(a) m e  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 prescribedkads of accounts classifications. 

(b) The sanctioned amount of estimate should be entered in respect ofeach 
work, When supplemenmy eslirnates are sanctioncd, the additional 
a-mmjnts snncilnned iiiouici be catered blow ihe Cwirlcsp~iidiiig 
amounts of the original estitnatcs and bolh totaiied. Rut when a 
revised estimates is sanctioned, the account of the original estimate 
should be closed and the revised estimate should be entered on a fresh 
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. 

(c) 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. 



(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 cpst should be left 
blank in respect of sub-heads for which there are noquantities in works 
abstracts, vide paragraph 10.5.6. 

(e) In form 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. 

11. 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 month1 y 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 subhead should 
receive special attention, and work slips in form 62 (P. W. 53) shouldbe 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 

and the completion of the works abstracts (paragraph 10.5.24) should not be 
works, but the submission of the monthly accounts to the Accountant General 

delayed on this account 

~ o t e  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 circ~;mstances justifying the regarded progress of 
expenditure. If any such works have been stopped or are known to be nearing 1 
completion, the delay in closing their accounts should beenquired into ; ; 
paragraph 10.7.4. If the slow progress of expenditure is due to delay in 
measuring work done or in settling up bills, the cause at work should receive 
attention. 



III. Closing the accounts on completion of works 

(a) Settlement of liabilities and assets and clearance of suspense accounts 

10.7.4. It is 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 M y  or individual, achon shauld be taken to effect or complete the 
necessary recovery before the accourits 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- 
torsldirect 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 fhe work to be closed. It is 
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 to know 
differences between the rates chargeable to contractors and be 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 ~aharashtra public Works 
Manual, it is propsed to carry it on completion action should be taken-as 
under :-- 



(i) The expenditure 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 ~e suspense 
account concerned in theaccounts 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. 

10.7.9. (a) When the work is completed and the accounts of it have k n  
xttled ar~d written up as indicated in paragraphs 10.7.5 and 10.7.6, a double red 
ink line should be ruled below the final enuies and a note made in red "Work 
completed in. . . . . . . . . . . . . . . . . . . ." This note should be signed by the divisional 
officer in token of his satisfqang himselfthat all action ha,, been taken under those 
paragraphs. It will be the au~honty for treating the accounts of Ule 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 oyer estimates. 

(i) Excess gassed by divisional omcer 

10.7.10. If &,e total expenditure on the work is in excess 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 record& 
under paragraph i0.7.9. 

I 

(ii) Completion reports and statements 

10.7.1 1. If, however, the excess is not within the divisional officer's powers 
to deal with, a detailed completion report in from 63 (P. W. 401) should be 
prepared or the item should be included in a consolichted completion statement 
of works and repairs in form 64 (?. W. 405) as may be required under the rule 
in paragraph 317 of the Maharashma Public Works Manual. The completion 



note in the register of works should then be ccmplified thus : "Work completed 
in. ............... .Completion repoflstatement submitted with this office 

............. ........... letter No. .dated. .." 
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 warks 
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 concerned. 

~~.~--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 relating 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 paiagraph 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. 

11. Posting of ledger 

10.8.3. The contractors' ledger should be written up in the divisional 
office. It is not necessary for the sub-divisional officer to maintain such ledger 
in his office. 



10.8.4. Except when a contractor's account 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 acontractor 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, Advancepayrnents. 
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) Columns 8 and 9 constitute the ledger accountpror and colums4,S and 
6 set forth the net effect of each posting on the Lkree 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 1 to 3 and 1 I 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 
sbted. 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. When a 



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 ma& 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 contracts m connection with a work or account, the trPnsactioas 
relating to each should be mstinguished, preferably by quoting the number and date of agreanent. 

(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 I1 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 fust and final bill, form 46 (P. W. 4 12), no entry should be made 
in this column unless a recovery is made from the contractor on any 
account. In the 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 

I in part I in the case of running account bill (form 47). 
(viii) Column 10 (Total value of work or supplies) : 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 enuy in column 10 of the 
ledger against the work concemed. In token of this check this last entry in 
column 10 should be initialled (and dated) by the, divisional accountant. 

IH. 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 



respect of each separate work or account (stock or purchasesj, the amount 
outstanding, if any, under each of t!e three suspense accounts (i) Advance 
payments, (ii) 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 account bill. In thecase of running account bills, these bdances 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 outstarid- 
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 ~ e ~ e d  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 

biil (form 47) ' 

(i) Advance payments . . 
(u) Secured advances . . 
(iii) Other transactions . . 

Note.--See note below paragraph 10.8.5. (c) (i). 

10.8.7. The divisional accountant should 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 shouid 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 sho~~ld be 
examined to see (i) that balances do not remain outstanding for a long time 
without justification, and (ii) 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) 
shotiId be reviewed in particular to ascertian the cause of delay, if any, in the 
prepatahon 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 
outslanding accourlts in it are carried forward to a new volume. 



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 roken of his acceptance of it. See also note 2 below paragraph 10.2.20. 

 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 fiom 
excavation in rock or otherwise should immediately be recorded in the note- 
bwk 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. 

I. 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 placeto place of 
other materials, issued to or provided specially for a work, should be debited 
direct to the account of the work, the exact classitication of charge being as 
indicated below :-- 

Name of issue of materials Head chargeble in the account of the 
work 

(1) Issues to contractors under paragraph 
10.3.2 

(a) To the promised place of delivery. "Final charges9'in the case of minor estimates and 
"additional charges for materials issued to am- 
tractors / direct to 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--01her ransac- 

tions ". 
(2) Issues to contractors under paragraph Do. do. 

10.3.3. 
(3) Issues direct work . . . . . . The sub-had to which the mst of the materials 

is debited. 



(b) When surplus materials are returned from a work to stock the cost of 
caniage should be borne by the work, but if they are transferred to another work, 
the charge may bc 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 approximate weight must be stated clearly in Lhe 
payment vouchers. 

11. 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. 

111. 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 imgation projects (commercial), to the revenue account 
of the project ; and 

(b) in the case of other works, to the contingencies of the sanctioned 

I estimate. 

I IY. Riiiea end taxes on buildings 

10.10.4. Municipal or other rates and taxes of public buildings, residential 
or non-residential, when debitable to this department, as the department in 
administrative control of h e  building, should be Lrcatcd 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 



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 fbllowing 
reservations.-- 

(i) 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 transfening the orop- 
erty to the local body, the payment made to it on this account should be trat.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 
Aceaiinant-Gcneff, p_i~vi&d,-- . - - - - - - - --. . - - 

(a) that a certificate that the work has been done in 
accordance. with the conditions agreed upon is placed on 
record by a responsible official ; 

@) that if 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) that as far as possible, the liability of a year is settled within that year 
(vide paragraph 10.7.8). 

See also paragraph 10.1.5. 
Msis 1.=:Tkss~! p~yrnents ~ k 8 u i a  n8f be & a % d  rs ffie w b g i  bead "Gnrnts-in-aid", :hsr k ~ a d  

being intended for cash contributions made to local bodies in connectim with (i) mads which are 
either not the property of Government or, being such property, have been transferred to the control 
of a local body, and (ii) 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 assisrance given to these bodies, in the form of expenditure incurred in this department on 
a work constructed by the department on their behalf. 

Note 2.--?he Govemmnr will issue orders stating who shall be treated as a "responsible official" 
in each case for the purposes of proviso (a). 



CHAPTER 11 : ACCOWTS PROCEDURE FOR 
LUMP SUM CONTRACTS 

11.1.1. Subject to the terms of the contract and such subsidiary instructions 
as may be laid down by Government 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 derailed in paragraphs 1 1.1.2 and ! 1.1.3 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 shouldbe specified, he has 
sa-tisfied 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 divls~onal officer is exempted from specifying in the bill the method employed by 
h ~ s  in estimating the value of work done. Similar exemption may be allowed by Government 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 aadition and alterations, there should be a certificate 
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 to be experienced en~ineef of Government for the purpose. 

Note.--Them is always a possibility that due rebates may !X missed for want of 
measurements: It is, therefore, necessary to ensure that the deductions 10 which Govemmexkt is 
entitled are clearly remrded and attended to while issuing final cenificate. As regards the lump 
sum contracts involving large sums, before thecertificate of completion is issued by h e  officer, they 
should record in writing the mode they have adopted and also refer to h e  documents on the basis 
of which such certificate is given. 

1 1.1.4. In order that a proper financial conuol may be exercised over the 
payments made, it is necessary that the accounts of additions and alterations 
should be kept quire distinct from those of the rest of  he work. There is no 

objection to the payment for additions and alterations being made before the 
completion sf the work, if the derailcd measurements of them have been made. 



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). 

11.2.2. Form 67 (P. W. 466) is intended for intermediate payments which 
may be made to the contractor in accordance wirh 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 LO the contractor. When such advances of Rs. 2,000 
and above are allowed, an indenture in form 50 (P. W. 44'7) should invariably be 
obtained from the contractor and a detailed account of the materials should be 
kept in part I1 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 zhe bill must, however, be signed by an officer not below the rank of 
sub-divisional officer in terms of paragraph 10.2.21. 

11.2.3. Fond 68 (P, \El, 467) 1s intsndecl for final paymcnts made to a 
contractor.   he details of additions and alterations aloneshould be given in the 
bill. For the rest, the certificate prescribed in paragraph 11.1.3 wlll be 
sufficient. As a further precaution, the contractor should be required to add to 
his acknowledgment 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 biU shall be priiired on yellow paper to distinguished from that of the 
intentlediate bill. See note 2 below paragraphl0.2.17 (b). 

I 

11.3.1 The instructions in section 10.5 to 10.7 of chapter 10 regarding the 
maintenance of works abstract and register of works apply mutatis mutundis to 
theaccounts of lump sum contracts. In the case of major estimates, the expen- 
diture need not, however, be booked by sub-heads of work (?ye 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. 



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 fulf~lrnent 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 specifiedin 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 thecontractor, the total advances made to 
him in the intermediate bills, form 67 (P. W. 466) or other recoverable payments 
will be deducted by short payment from the total value of work done, and the 
recoveries so made will be shown as minus figures under the suspense heads 
concerned, 1n which the'plus figures will already be outstanding. 

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 vduc of work done. The first and last entry 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. 
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CHAPTER f 2 : SUSPENSE ACCOUNTS 

12.1.1. The account of the minor head " Suspense ", subdivided 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, 
(iii) Miscellaneous P. W. Advances, 
(iv) Workshop Suspense. 

These heads are of a temporary character and all transactions recorded under 
them, are ultimately removed eithcr by payment or recovery, in cash or by 
adjustment. The transactions, therefore, consist of both debiB and credits, the 
later being treated as reduction of expenditure when making up the account of 
the major head. 

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 . 
accaunt 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 10.3.3 ; and 

(ii) on closing the accounts of (he monlh, if they have been received for 
stock and payment has not been made for them during the month, so 
as to secure agreement between the quantity and value 
account. See note below paragraph 9.2.30. 

Note I .--The rules for the adjustment of transactions connected with stores obtained through the 
India Stores Department, London, are contained in appendix 4. 

Note 2.--The amount of railway freight charges paid by civil credit notes should at the end of each 
month, be adjusted by debit to the work concerned or stock and credit to 'Purchases ' as these 
charges are iqcidental to the cost of materials. 

12.2.2. The following simplified procedure has' been laid down to be 
followed in cases in which the procedure laid down in the above paragraph 
entails much work :-- 
A-88-9-A 



(i} A single transfer entry order known as omnibus ms fe r  entry order, 
form 69 may be prepared for a11 purchases cf stores for specific 
works made in a sub-division during a month, but it should be 
written up as each transaction takes place, the entry being attested at 
once. 

(ii) As soon as m#erials for a work are received from a supplier, a debit 
entry should be made at once in the works abstract in the column 
concerned, viz., " Contractors-Other transactions " or suspense 
head " Materials " or "Final charges" as the case may 
be. Simultaneously, the debit and credit entries presaikd in 
paragraph 10.3.5 or 10.3.9 as the case may be should be made in the 
omnibus t~msfet entry order referred to at (i) above, brief particu- 
lars of the transactions being noted for purposes of identification. 

(ti) If any item of supply be paid for during the same month, the mount 
paid should be noted in cojumn 10 and at the end of the month the 
total of all items paid for during the m e  month should be worked 
out. 

(iv) The omnibus ~ s f e r  enny orders hould be inmrpofted in the tra3lsfer 
entry bosk only at the end of the month, so that, it may not be 
necessary to copy out in detail the transactions paid for during h e  
month. 

(v) For all items paid for during the month, a single enny " huchase 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 one copy thereof may serve as an 
authority for the e n 0  to ?x s n t  to h e  audit office, the second copy may 
be pasted in the transfer entry b k  in h e  divisional office, and the third may be 
posted in ohe suspense register. 

12.2.3. When the actual value of the mataids is not known, an estimated 
figure should be adopted, m y  difference being adjusted, as soon as known, by 
a plus or a minus 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 ou~tanding credit &us 
cleared. 

Note.--if the amount admitted in payment exceeds the amount credited to ' Purchases ' the 
difference should be charged direct to stock or to h e  wok concerned. 
A-88-9-B 



12.2.5. Unclaimed balances in the purchase account should be dealt with in 
accordance with the procedure prescribed for deposit balances in paragraph 
15.4.1. Paragraph 15.4.3 regarding the payment of lapsed deposits applies 
mutatis rnutandls to repayment of lapM balances of purchases. 

Note.--The bakances in the purchase account relating to stores obtained through India Stores 
Department, 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 lo the Accountant- 
General in respect cf each item remaining outstanding under the hwd " Purchases ". 

12.2.6. The account of this head should be kept in the suspense register, form 
'10 (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. 

12.3.1. The head " Stock " is opened in all divisions in which stocks of 
materials are maintained for general purposes vide parapph 396 of the 
Mabarashtra Public Works Manual. In divisions in which no stocks are 
maintained, this account should be opened only when any manufacture opera- 
tions are undertaken. 

12.3.2. The money lim~t 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 purposes only. Excess over this limit is therefore, permissibleonly when 
caused by unadjusted expenditure on manufacture operations connected with 
specific sanctioned works. 

12.3.3. Theaccount head" Stock " isdebited wibaUexpe,nditureconnected 
with the acquisition of stock materials and with all manufacture operations. It 

I is credited with the value of materials issued to works, or sold, transferred or 
otherwise disposed of, and the balance nf the account will represent the book 
value of Ule malefils in stsekplus the unadjusted charges, ek., connected[ with 
the manufacture. 

12.3.4. The sub-heads of the stock account are :--(I) Small stores, 
(2) Building materials, (3) Timber, (4) Metals, (5) Fuel, (6) Painters stores, 
(7)House fittings, (8) Miscellaneous stores, (9) Land &Ins, 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 
suspnse head stock I' should be maintained in the suspense register, form 70 
p. W. 537). A separate account should be kept in respect of each sub-head, the 
msactions of the several sub-divisions being detailed therein as separate items 



-md the totals of all sub-divisions as another. Transfers wirhin 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 
aUention. 

(b) The subsidiary accounts of stock are described in chapters 9 and 13. 

~~.~--~.~~sCELMNEOUS'P. w. ADVANCES 

12.4.1. Transactions recorded under the head " Miscellaneous P. W. Ad- 
vances " are divided into four classes :-- 

(i) S a h  on credit. 
(ii) Expenditure incurred on deposit works in excess of depoists reczived. 
(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 (ii). 

M Q L ~  2.==Fsrsut~ill sdvunssv drawn lmm hc trmsury, and audit mtfenehmentr made f- 
cashed direct at the treasury, do not appear in the accounts of divisional offices. Advances made 
to 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 credii" so that (i) the accounts of stock 
or works from which the materials are issued may be kept correctly, and (ii) 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. Outiay on deposit works is required to be limited to the amounts ~f 

deposits received. Any expenditure 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 at once. 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. 
(c) Erms in accounts awaiting adjustments. 
(d) Retrenchments and losses of other kind recoverable from Government 

Servants. 



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, 
(ii) 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 recovey. 

12.4.6 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. 

12.4.7 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 
p&il$iiph 16.2.2. For each of the other three claqses of items, a separate set of 
folios should be reserved, and all the items under each class should be detailed 
SO that their clearance may'be watched individually. An absmct should be 
prepared to show the total of all the classes. 

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 
exeuted and on other operations of the work-shop is passed through the suspense 
head "Workshop suspense" and a separate account is kept under it, of each job 
fir~pswriari, So lhrli dl rhiifges fclausp ta meh may k c u l ~ c c ~ d  u!ld chatps of 
a general nature may be suitably distriboted over all the jobs or operations 
affected, before the total cost recoverable 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 Dan~fer should be made by plus and minus debit entries. 

12.5.3 On the completion of job, ail outstanding charges on it must be 
debitcd 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, 



the unadjusted amount should be transferred to the head ~~iscellaneous P. W. 
Advances" pending settlement. 

12.5.4 Thedetailed account of the transaction under this head should bekept 
in a suitable form prescribed in accordance wit! the rule in paragraph 14.1.3, the 
object being to maintain an account showing the cost of each job or operation and 
its adjustment from time to time. 



CHAPTER 13: MANUFACTURE ACCOUNTS 

13. I - - ~ O D U C T O R Y  

13.1.1 When materials are manufactured  departmental!^, either for the 
general requirements of works or- for a particular work, a separate account, called 
a "Msnufacture account" must be kepi of the transactions connected with each 
manufacture. See also paragraph :A,. 1.2, 

13.1.2 The dtttailed accounts of the expenditure 00 a manufacture are 
maintainedin the same way as the accounts of a workznd, inaddirian, m account 
is kept of the quantities and values of h e  products of the manufacture. The two 
sections of the accounts are k-town, respectivaly, as the "Operation" and the 
"Outium" accounts. 

13.1.3 Ttie ordinary forins of registers of works are unsuitable for recording 
the progress of the transactions of a mmufacture. ~ o r m  7 1 @. W. 500), register 
of mmufacture, should be used instead. 

13.1.4 It is essential that theaccountsof a mmufactue shall not remain open 
indefinitely. If the operations are seasonal, the accounts of each season should 
be kcpt separafe and closed aq soon as the operations are closed. In case in 
which operations are continuous, the accounts must nevertheless be closed 
periodicdly or at lease once years. 

13 .2--OPERATION CHARGES 

13.2.1 A manulacture account is debited hrectly with (i) the va!ue of raw 
materials iss~~ed from s t a k  ar ~btained olherwise, (ii) the cost of the !abour 
employed, and (iii) other i~icidental charges connected with the operations. 

13.2.2 The following directions apply to certain special incidental 
charges :-- 

(a) Capital charges, such 3.: !he cost of land, kilns, spsinl plant, cts,, 
incuncd in connection with a iri:inufi~~t~!rl: which ~ U S C  not extcnd 
beyorid a single season, are debited wholly to the accouct of the 
manufacture. 

(b) &pId  charges in connectioil with a manufacture extending over 
more than'one season should be debited, in the first instance, i0 a 
special account under the sub-head "Land, kilns, etc.," of the stock 
account. This account should also be debited with the cost of 
repaqand renew als of ths kilns, etc. A11 these charges should be 

recovered in suitable instalnentq by debit to the opzrafion accounts~, 
of h e  several seasons, the number of instalments and the amount 
chargeable for each season being determined on the merits of each 
case, under the orders of competent authority. 



Note I.--& decision as to the suitable instalmmts whereby the asount 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.--men 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 md not to revenue. 

(c) If he  manufacture is undemken on behalf of other divisions, depart- 
ments or Governments or local Wies  or individuals, a charge 
should be made on account of establisllment and tools and phnt, 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 pemissible 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, 
p!ant, elc., though aI1 these charges should be included in any pro 
forma accounts sf the manufacture operations of the divisions, 
which may be prepared under theorders of Government with a view 
tocompare the cost of mimufacnnred depanm~ntdl y with the 
rates rhilggcd by g u p p l ~ e ~ ,  

13.2.3 Thc accounts of road metal diggirig are not trmkd as manufacture 
accounts, but the charges connected with land and quarries, acquired for such 
 pera at ions should be dealt with in accordance with paragraph 9.4.4. 

13.3.1 A manufacture account is credited with the value of the rnanuhc- 
wed articles and of the surplus materials sold or ohenvise disposed of (vide 
paragraph 10.3.1 1 ). 

13.3.2 The out~~rrn account referred eo in paragraph 13.1.2 should show, 
month by month, the quantities and values of each class of articles manufactured 
compared with the corresponding figures shown in the estimate (if any). The 
detailed account for each month should be prepared in fonn 72, outturn statement 
of manufacture, and should be attached to the works abstracts 
for the operation. 

13.3.3 Tkr'btesf~~ vabng rnwifactued articles should be so, fixed as to 
represent, as accurately as possible, the actual cost of manufacture per unit, but 
should not exceed the market rates. 
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13 -4--GENEREL ACCOUNT 

13.4.1 A manufacture account is essentially 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. 

13.4.2 In the stock 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. 

0) All outturn should firs! be brought formally on the stock account by 

Note 1.--If thz rate at which any micle of outturn manufacture for a particular work is vdu,d, 
turns oct to be different f m  the issue rate of a similar article already in stock, the value of the two 
articles may be averaged for the purpose of stock accounts, allowance being made necessarily for 
the different qualities at the different values. 

Note 2.--No supervision charge is leviable in respect of matefids manufactured on behalf of other 
divisions, departments, Governments, local bodies and individuals which are formally passed 
through the stock account under this paragraph. See also paragraph 15.2.2 (c). 

13.4.3 The difference between theoperationandoutturn should be adjusted, 
under the orders of competent authority, before the accounts of amanufacture 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 
Q! ! !C~C&~CX,  t h ~ l ~ % g r 3 ~ g i i i n , ~ ~  (!!r.curmayk, nksild b% &%ii ti3 di%cxp%ii&tiZ% 
#r rcveiiue head cgnc&cij by 'a ccgukaz bansf- miry, whicll"wil1 affect 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 

14.1.1 The accounts to be kept in a workshop depend on the extent of the 
operations and the s i ~ e  gf the shop. 

14.1.2 When there is a small shop in a division for the execution of repairs 
to bols and plant or of stnall manufacture jobs, the accounts of works executed 
in such shops should be kept in h e  forms prescribed for repair works or 
manufacture operations, as the case may k. 

-. 
14.1.3 I-arger 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-commcrcid undertakings, .the system of 
accounts will be that prescribed locally for similar undertakings. Wnen 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 
Governrnerlt in respect of each workshop in consu~atior! 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, l ~ a l  body or individuzl ; see also paragraph 14.1.5. The amount to 
be realised from the indenting par!y, will. however, be based an the actual cost 
including indirect charges, though the authorised limit of cost which theofficer- 
in-charge of the workshops may incur without further authority is that shown in 
the accepted estimate. ! Np~e.--lf ihr exwiition of a job for another division,'department or Government is likely to 
extend hcyond one financial year the limit of the cost which may be incurred in each official year 
should a l s o h  settled heforehand. 

, 14.1.5 No work should be undertaken for municipalities or private parties 
before the whole eslimated cost, including all charges for supervision, profit, 
etc., that may be leviable under the rules for the time being in force, has been paid 
to the divisional officer, or into a treasury to the credit of this department. This 
rule may be relaxed at the cliscretion of h e  divisional officer, or superintendent 
of rhe workshop, in the case of Govcrnmcnt ofiicers where fir11 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 lo give an undertaking 
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that he agrees to pay the actual charges in 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 fue or theft or any other factor which could 
not be foreseen when theestimate 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 
o p t i o n s  should be charged n~onthly b the head " Wliscellanmus P. W. 
Advances " pending recovery. 

 DIRECT AND m m  CHARGES 

14.2.1 Receipt and expenditure transactions in connection with the work- 
shops are brought b account as follows:-- 

,(a) Where capital accounts are kept of a workshop intended mainly for 
needsof the irrigation branch (i. e.. if the workshop is to beregarded 
as king 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 capitid 
expenditure will be taken in reduction of such expenditure, while 
revenue receipts and working expenses will be hoked 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 thepro-forma accounts of 
the shop (vide paragraph 14.3.1) 

NO% -.'Phc prmedum dessnbsd atlr,us will apply NLHI~ ILJ  mplGndd I8 the fMn5IIGUURR of P 

workshop estabhshed for any other system or project for which regular cap~tal accounts are kept. 

fo) Where capital accounts ars kept of a workshop intended mainly for 
the needs of the civil works branch, all expenditure incked 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 faken 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 f o rm accounts of 
the shop. 



(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 '50' , 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, shouId be accounted for as ordinary public 
works transactions under the major head concerned, in accordance with the 
preceding paragraph and under the generel instructions in other chapters of this 
code. These are charges which neither pertain to any individual job executed 
iv the shops nor are capable of direct apportionment amongst all the jobs, and 
are, therefore, met out of the gram of h e  depment  the distribution of such 
.charges over individual jobs being ntacie 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 csncemcd, and si~ould, theieior;, be accounted for under Lhe 
suspenses head" Workshop Suspense ",vide paragraphs 12.5.1 to 12.5.4. The 
charges pertaining exclusively to any job should be debited to it at once, and 
those of a general nature shouldbe treated, in the first instance, as general c harges 
(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.--AU liabilities should be taken into account, even though undisbursed so that the general 
charges may be correctly allocated month by month, aad the recorded expenditure on each jobmay 
present as for as possible, the actual cost up-to-date. 

14.2.4 In the case of jobs of all classes, the cost of operations should be 
clcared or adjusted in transfer(vide paragraph 12.5.2), as thecasemay 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. 

I (b) When the monthly settlement of account is inconvenient to the 
indenling division, department of Government. 

h!~\t..-When I he  esimated 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 effeaed 
against the deposit, the unexpanded balance being refunded only when the job is completed and the 
account of it settled. 

- 



14.2.5 In addition to the direct c:.xges referred to in paragraph 14.2.3, the 
account of each job should be debite?, not through the workshop suspense 
account but directly under the head of account concerned, with suitable percent- 
ages determined by Government in consultation with the Accountant-General to 
cover the indrect 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. 
Note 1.--The prcentage for ~upwisiwn sharges should bE ealeulnted on the value of rnrreddr 

imied t+~i<hjub, -1hlhs ulhcf chflrges npc adiiiaciig; ~ i l s l d l s d  wn h e  tnlal eset aiiibvur md scofcr 
pertaining to the job. 

Note 2.--The profit refened to 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 accoullt 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 Maharashtn Public Works Manual and statement D of appendix 1. AU other 
percentages are treated as revenue receipts . 

14.2.6 The indirect charges referred 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. 

14.3.1 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. 

(ii) the outturn account showing, in such detail as may be necessary, the 
charges on labour and stores and the general and indirect charges, 
and 



(iii) the profit and loss account, showing on one side the actual worlung 
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--(l) a 
suitable addition thereto on account of leave and pensionxy 
charges, and (2) one per cent far audit and accounts establishment, 
only on such jobs in aspect of which this percentage is not credited 
to the major head "26 Audit or Lii Miscellaneous--Fees for Govern- 
ment Audit " in the regular accounts, (vide rule 7 of statement D of 
appendx 1); and on the other side !he percentage chyges made 
under paragraph 14.2.5 excluding h e  1 per cen: for acdit and 
account establishment credited to" 26--Audit ",or "LII--Miscella- 
neous--Fees for Government Audit." 

Nae.--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 pan and parcel of the shop. When 
the whole or part of the stock is merely an adjunct to a workshop, neither Ih@ interest tllarges on 
it nor h e  losses orgains (including s~lpeirrision charges) arising out of it, should appear in the profit 
and loss accobnt of he workshop. 

14.3.2 Subject to such directions as may be given by the Comptroller and 
Auditor-General of India in this behalf, the Accountant-General will review ths 
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 olherwise of revising the percentages fixed for the scveral charges 
referred to in paragraph 14.2.5 above. 

No~e.--To faciiilate $e review of percentages, it will be found convc~iient to show in the profit 
and ioss account, not ~ i y  the figures of ~ $ e  year but also the progressive figure, to the slosc o l  the 

year, commencing from a suilabe date. 



- 

'CHAPTER 15 : DEPOSITS 

15. 1 . - -~ODUCTORY 

15.1.1 Deposit transactions of the department are of the two kinds:-- 
(i) Public works depcsits, which pass through regular accounts of the 

division. 
(ii) Interest-bearing securities. 

Deposits of the first kind comprise transactions of the following classes, which 
are passed through the head " Public Works Deposits " :-- 

(a) Cash deposits of subordinates as secuity, 
(b) Cash deposits of contractors as security, 
(c) Deposits for works, oher than *&vi 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 
subrdinatcs and con@actors. They do not pass through the regular accoune of 
the aivis~on. 

~$.~--SECXNIY DEPOSITS OF SUBORDINATES AND CONTI1ACTOW 

15.23 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 t'le register of securities 
as the case may be. See paragraphs 110 and 213 of the Maharashtra Public 
Works Manual. 

15.2.2, The recogn~sd 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 or a State percent below their market price or at their face 

bmnvfit value, whichever is less, and shall dealt with in 
accordance with the rules in chapter M of the 
Government Securities Manual. 













































CHAPTER 19 : CONTINGENT CHARGW 

19.1 --MODE OF 'OBTALNING 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. 

19.2.1 The rules in 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 theauthorised method of obtaining cash for contingent charges (vide 
paragraph 19.1.1) or withpy 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. 

19.2.4 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. 

19.3.1 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 irnprest 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 sllbrnission 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-88-1 1-B 



11. Pay and allowances 

20.3.3 The rules in Chapter 18 for divisional offices apply mutatis 
mutandis to special offices. The following rules are peculiar to them. 

20.3.4 The number of separate establishment bills 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. 

III. 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, etc., 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 Manhal. 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. 'he fact of the transfer 
should forthwith be reponed to the AccountantGened, even though no adjustment of cost is 
required to be made under the rules. 



CHAPTER 20 : DIRECTION AND OTHER SPECIAL OFFICES 

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 
cfficers or their subordinate officers. These offices are described as special 
offices in this chapter. 

20.1.2 The head of a special office is not concerned 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 is required at any time to assume an executive charge, the monetary 
and stores transactions of such charge should be kept distinct born the transac- 
tions of his special office, and accounted for under the rules applicable to 
divisional officers. 

20.2.1 Heads of special offices do not ordinarily realist! any departmental 
receipts. Any petty amounts received occasionally should be remitted at once , 
into the treasury in accordance with the procedure prescribed in rules 1 12 to 1 16 
of the Bombay Treasury Rules. See also rule 104 of these rules. 

Note.--For recoveries from the staff,, see parsgraph 20.3.5. 

I. Introductory 

20.3,1 'Illus, &c monetary msactions 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 :-- 

(i) Pay and allowances. 
(ii) Contin?ent charges. 

20.3.2 Cash required to meet these payments is obtained by bills drawn on 
treasuries under the rules in the following paragraphs. 

Note---It is also permissible to obtain cash for contingent charges from divisional officers instead 
of from treasury officers. Where this method is preferred, the detailed ~rocedure will be 
prescribed by the Accountant-General. 



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) :-- 

(a) 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 paragraph 2.1.1 (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 subdivisional officers should submit 
to the divisional office, are the following :-- 

(a) Monthly-- 
(i) Statement bfreceipts, 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 recoveries of reass of bui1di"~s and Imds, as tk divisioml 
officer may require the subdiv13~nal 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 me 

divisional officer. 



. 
CHAPTER 21 : ACCOUNTS RETURhS 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 subdivisional officer is not authorised to make disbursements, the 
accounts of subdivisional officers should be kept in accordance with the 
foflowing 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 
a rule written up as the transactions take place. Subdivisional 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. me subsequent transactions of the calendar month 
should be treated as those pertaining to the acco~nts ~f the following m~ntb .  In 
the month of March, however, the initial accounts of the sub-division should be 
kept open until the 3 1st. 

Note.--?he objed of this mle is that the accounts returns of subdivisions should m c h  the 
divisional office in sufficient time for the armpilation of the monthly accrrunt of the division and 
its submission to the Accountant-General by the pregaibed date. 

21.1.4 Irnniediately after the cash book of a month has been closed under 
paragraph 21.1.3, the cash balance report, Form 1 1 (P. W. 484) prepared under 
paragraph 6.6.6, should be transmitted to the divisional offrce. 

21.1.5 Copies of the cash book (supported by vouchers) should be sent to 
the divisional office twice a month 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 acamnts of the division in res t of the cash transactions of subdivisions 
are based on the ccpies of subdivisional cash baoEPrepared under this rule, subdivisional 
officers should satisfy themselves, before signing them that they are true copies and correct in 
al l  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 main+ 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. 



(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, on the basis of rates sanctioned by competent 
authorities, and of facts (as to quantities of work done, supplies made etc., or 
services rendered) certified by authoriseA officers, the claims admitted for 
payment are valid and in order. 

Note.--It is 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 supe~slon. 

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, thb examination 
should be eunducled 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 payment should be so recorded, 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. 

22.2.4   he 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 rcadily. 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. 
NO& 1,--Forms 83 (P. W. 510) and 84 (P. W. 51 1) may dsabe used in ~ y c t  of sancms b 

expenditure when this is liot brought to account in the monthly account, but separate 
pages of these registers should be set aside for this purpose. 

Note 2.--SaPalons u, estimates for works should be entered m the registers of works, and a 
couealve register of all sanctioned estunates be maintained in Form 85 (P. W. 579). 



CHAPTER 22 : ACCOUNTS OF DIVISIONAL OFFICERS 

22.1.1 The cash and stock accounts of the divisionai office for a month 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.--lhe transfer entry relating to the levy of percentages for establishmegt, tools and 
plant, and accounts and audit charges, is effected on a single order of the divisional offcer 
recorded in Ihe special form prescribed for the purpose, vide paragraph 22.4.3. 

22.1.3 The cash and stock accounts of the entire division as also all 
transfer transactions, should bescrutinised by the divisional accountant before 
they are incorporated in the connected registers audschedules and rhe monthly 
account. 

Note 1 .--Thedivisional accountant's responsibility extends also tothe examination of allclaims 
included in bills p~sented direct at 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 matters conneued 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 leaveaccovnts of subordinates are maintained in accordance with mles 
and that the admissibility of leave applied for by subordinates is varified before their leave 
applicalions are disposed of by the divisional officer or forwarded to higherauthority. In all cases 
of doubt, however, he should advise the div~sional officer to consult the Accountant-General. 

I 22.2--SCRUTlNY OF ACCOUNTS 

22.2.1 The divisional accountant should examine the accounts returns of 1 sub-divisional officers on receipt to see that-- 
(i) they have been received in a complete state, 

I (ii) all sums receivable are duly realised, and on realisation credited to the 
I 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 appropriatioirs and are 

supported by complete vouchers selting forth the claims and the 
I acknowledgments of the payees legally entitled to receive the sums 

paid, 



estimates for the works make allowance for .such recoveries or not. The 
amounts of such receipts are, however, not availablr, for expenditure in excess 
of that authorised in the estimate for the work and the divisional accountant 
should see that, without theorders of competent authority, the grossexpenditure 
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 10.5.1 1. In the case 
of other works, the progress of the realisation of receipts should be watched through the register 
of miscellaneous recoveries (vide paragraph 22.2.81, which should be posted from sanctioned 
estimates in respect of credii anticipated therein, and fmm the accounts in r e s w  of receipts 
realised fiwn time to tune. 

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 e x e d  or otherwise, are not utilised towards 
unauthorised expenditure. 

22.2.10 After check, every voucher should b enfaced with the word 
"Checked" over the dated inih J s  of rhe divisional accountant, as well as of any 
clerk who may have applied a preliminary check. Vouchers not submitted to 
audit (vide paragraph 22.4.17) should be "cancelled by means of a 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 more than &pees two 
hundered and Fdty each, should be dealt with in the manner indicated in h e  certScate of the 
disbursing officer printed on Form 78 (P. W. 456). 

Note 2.--Stamps affued to vouchers should be so cancelled 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. 

1 Note 3.--Vouchers relating to new supplies of tools and plant should be completed by noting on 
them the name of the month in the accounts of which lhe articles acquired were brought on to Form 
33, statement of tools and plant receipts. 

1 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 conect the relevent records of their offices or avoid the 
rawence of any irregularity. The procedure to be observed may be pre 
scribed by the divisional officer. The records connected with the results of the 

I examination should be retained so as to be available for the Accountant- 
General's inspection. 
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~~.~--SEITLEMENT OF ACCOUNTS WITH TREASURIES 

22.3.1 As soon after the expiry of the month as possible, a monthly 
settlement should be effected widall treasuries in respect of the transactions of 
the entire division with them. 

22.3.2 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 For cheques drawn, thepass-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 I1 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 this treasury on cheques 
&WI! a&unst thc account d Shri 

Officer-in-charge, Iiivision, during 

, amounted to Rs. ( 1. 

Treasury Officer. " 

A certificate of agreement should be recorded in the pass-book over the 
signature of the divisional officer without recording any details of the uncashed 
cheques or other differences. 

yslf !;==n5 p~ii ik i r ~  l/ei 8 i d 1 i q ~ ~ i  a r h ~ d  & wfi i in  upin P13i~ii 89 <F, W, $1 3)  ky pflneip! 
l~kitdiriak dher ihrn ihs cashier. I[ should m a i n  in thedivisimal affiee as an aecwflts  fad 
of the office and should be sent to the treasury periodically an fixed dates (at weekly intervals in 
the case of the treasury at the divisional headquarters) for being written up. . The identity and the 
~mounu of the cheques entend as cashed should be examined at the earliest opportunity, the pass- 

being initialled (and dared) by the divisional accountant in tokenof 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. ?he enirk being made over the signature of the diGsional officer just after the 
closing envies of the'maith ~ f e r r e d  to in paragraph 6.6.3. 

, Nae 3,-If &e heQivisionalofficer is placed in account with any treasuries which are in account wirh 
an Accountant-Ger\ecal other than hk own or with a military treasure chest, a separate schedule of 
monthly settlement with treasuries, Form 88 (P. W. 507), should be prepa~ed in respect of the 
treasuries of each circle of account. 



22.3.4 As sub-divisional cash books are closed on 29th 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. 

 COMPILATION OF ACCOUNTS 

I. Monthly accounts 

(a) Introductory 

22.4.1 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 vansfer e r l q  books m accamee with the mstructions printed 
on the standard form. The book will consolidate all the transactions of the 
division and will thereby facilitate the location of e m  and omissions made 
in the compilation of the monthly account frcm the schedules and also serve 
as an independent check over the accounts so compiled. 

(b) Schedule docket 

22.4.2 As cash vouchers and transfer entry orders relating to (i) charges 
on warks other than percentages charged for establishment, tools and plant, etc., 
and (ii) other items of expenditure or disbursement for which a contingent bill 
h nut requited, come to hmd and srr@ zmlinidi  hey I ~ P U ! ~  !w postad into 
schedule dockets in form 91 (P. W, 379, a separate form being used for-- 

(a) each work to be accounted for in a schedule of works expldiaue, 
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 foml has to be prepared under the rules 
in this chapter. 



I 
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 should 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 md 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 thc 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 ccedit 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 stcck 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 
con1~d~t9aj. Tansiec cjiim ordcs i  siimji ~ p m ,  and gJe a~uu!!tS whkh 

I are required to be submitted to the~ccountant-General (vide paragraph 22.4.17) 
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 fran 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 cedia te  in the last column of the schedule of works expenditure against the relevant item 
that the vouchers 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 cenified amounts of 
unvouchred and stock charges have been duly checked by the divisional accountant in detail and 
are available for test audit 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 W& 

supported by a schedule of works expenditure. Such charges and other transaclions rklating to the 
works expenditure should be posted in the schedule dockets for the works concerned 

22.4.3 For percentage recoveries made on account of establishment, tools 
and plant, and accounts and audit charges (vide appendix 5 to the Maharashha 
Public Works Manual, a single 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.--'Ibis fonn selves as the transfer entry order relating to these recoveries (vide paragraph 

221.2) and should, therefore be signed by the divisional officer. 



(c )  Register and schedules 

22.4.4 (a) All cash and transfer entry transactions of the month 
(a) Expenditure on work. other than those noted in the margin 
[b) Expaditure on stock. should be posted into one of the sched- 
(c) Transaction referred to in para- dule or registers named below, to which 

graph 224.13. the transaction relates :-- 
(i) Register of revenue realised 

(ii) Regrster of refunds of revenue 

(iii) Register of receipts and recoveri~s 
on capital account. 

, 

All in form 19 (P. W. SO1 
or 502) vide paragraphs 
8.5.1 to 8.5.3, a separate 
register being maintained 
for each major head and 
in the c x e  of works for 
which separate capital 
accounts are kept one for 
each separate system or 
project. 

(iv) Register of rents of buldings and In form 20 (F. W. 500) vide 
lands. paagraph 8.5.5 a separate 

register being maintained 
for each major head, etc., 
as in respect of Nos. (i) 

(v) Schedule of debits to "Adjusting 
account between Central and State 
Governments", and 

(vi) Schedule of credits to "Adjusting 
account between Central and State 
Governments". 

(vii) Schedule of debits to "Adjusting 
account with Railways", and 

(viii) Schedule of credits to "Adjusting 
account with Railways". 

fix) 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 "Adjusting 
account with Defence". 

to (iii). 

All in form 93. 



(xiii) Schedule of debits to remittances 
and 

(xiv) Schedule of credits to remittances. 
(xv) Schedule of debits to misc,e11aneou~ 

heads of accounts, and 
(mi) Schedule of credits to miscelianeou: 

heads of accounts. 

(xvii) Schedule of transactions adjusted 
under the head "Cash settlement 
suspense account". 

(xviii) Suspense register in respect of 
transactions falling under the heads 
"Purchases" and "Miscellaneous P. W 
Advances". 

(nk) Deposit register . . 

(xr) Schedule of deposit woks . . 

(mi) Schedule of takavi works . . . 

Both in form 94 (P. W. 385). 

Both in form 95 @. W. 386). 

In form 96 vide paragraph 
22.4.10. 

In form 70 (P. W. 537) vide 
paragraph 12.3.6 and 
12.4.4.7. 

In form 70 (P. W. 537) vide 
paragraph 15.5.1. 

In form 76 (F. W. 5 14) vide 
paragraph 16.2.2 

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 receqts pertaining to (a) Military Engineer Service, (b) Indian 
Air Force, (c) Posts and Telegraphs Department work, and (d) Arcfiaeoiogical 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 r e ~ i p t  for which a separate 
register is mainkined. 

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. 

\ 

(c) 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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and Telegraphs" and "Adjusting account with Defence" should be de,tailed by 
each Posts and Telegraphs and Defence accounts officer, respectively. 

Note.--Items of gmups of iteans for which details ae given in separate schedules e. g., schedule 
of  venue, form 19 (P. W. 502) and works expenditure, form 97 should be shown as a single item. 

. - - 
(d) Schedule Nos. (xiii) and (xiv) are those in which all remittance account 

transactions, other than those mentioned in (c) above, are cqllected. 

(e) Subject to such instructions as may be issued in this behalf by the 
Accountant-Gerleml, schedules, Nos. (xv) and (xvi) areintended to collect all 
disbursements and receipts which do not pertain to any of b e  other schedules 
mentionedin this pagraph or to any ofthe works or stockexpenditure 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., VIII--Jails; 
XLWI--Contributions and Recoveries towards Pensions and other Retirement 
Benefits ; 71--Miscellaneous) or debt and deposit heads of account (e. g., S-- 
Unfunded Debt--State Prdvident Funds--Workmen's Contributory Provident 
Fund ; T--Deposits and Advances--Subventions from Central Road Fund), 

22.4.5 At the 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 atid 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,N (P. W. 385), 95 (P. W. 386) and 96 and in the deposit register, should be 
posted, from the detailed schedules concerned (vide pwdgraph 22.4.6 and 
22.4.7), the totalamount of wotks expenditure debitable toeach headof account, 
Government department, divisionor office (See also paragraph 15.5.1) and 
(ii) the total amount of the cheques drawn during the month shodd 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 "IT-Public Urorks Cheques" of the head 
"Public Works Remittances" or the exchange account head conczmed, as the 
case m y  be (See also note 3 below paragraph 22.3.3). 

Note 1.--Expendire an scan5ty relief works shwld be entered in the debit schedde. Form 95 
(P, W, 386), 

Nae 2-4 schedule of debits to mitlances, h e  e~pen&tupe on the wolks d d  to in 
clausa (a) (ii) to (v) of paragraph 22.4.6 should be shorn. separately from that on other works. 
A-88-12-B 



(d) schedule of works expenditure 

22.4.6 (a) After a reconciliation has been effected 'between the totals of 
I works abstracts-and relevant schedule dockets, a schedule of works expenditure 

I 
should be prepared in form 97 separately for expenditure relating to each of the 

/ following classes :-- 
I (i) Each major head or a division thereof shown separately in column 1 

of the classification table of appendix (1) under which the expenditure 
is recorded. 

Note.--'his form is not uscd for rnmufactun tnmaaaims vt lc  paragraph 22.4.8. 
I 

( i i )  Military Engineer Service . . 
(i i i)  Indian Air Force . , 
(iv) Pasts and Telegraphs DepMent 

works and 
(v) Archaeological works connected with 

the conservation of ancient monuments 
which art! debitable to the Archaeolo- 
gical Department 

Entrusted to this division as a 
standing arrangement 

(vi) AU other Government works including occasionai works ofclasses . 
(i i)  to (v). 

1 (vii) All non-Government works, other than deposit works and takmi 
works for which separate schedules are prepared in fonn 76 (P. W. 514) 
arrd 77, respectively, vide paragraph 16.2.2 and 16.3.2. 

(b) Except, as provided in sub- p m  (c), below, only those works on wllich 
e ~ n d t u r e  has been ir~curred during the month should be included in the. 

-- Ghedule, the entries king 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 
concerned, in the case of works of classes (vi) and (vii). All warks forming part 
of a single project or system should, in all cases, be grouped together. 

(c) The schedules pertaining to the accounts for Septembet and March 
(Supplementary) should include all works, including those relating to which 
no tran~tions have appeared in the accounts of these monfis and a cbpy 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 



pertaining to the accounts for Jcne, September, December and March 
(Supplementary) should include dl works relating to National Highways and 
the Central Road Fund to enable the Accountant-General to fumkh qmedy  
statements of expenditwe 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" s h d d  be totalled yo ad to bring out separately the totals ior (1) each minor head, (2) each 
primary unit of appmprition (if any) subordinate to a minor head, and (3) each group of woks 
for which a s q r a t e  lump sum appropriation has beer. placed at the disposal of the divisional officer 
or a controlling authority. The total progressive expdimre should be entered in column 6 and 
aginst each total should be given (a) in column 7, the tctai charges of the year which will be arrived 
at by adding the total ofthe month 9 the totalof the year as given in wlumn 7 of the previous month's 
schedule, and (b) in c01m 8, the amount of allotment placed at the divisional oficer's 
disposal. The excess of expenditure lncuned during the year &er *e allotment should be shorn 
below the dobnent  Sirnilrlrlv the nmouut of technically sanctioned estimate and excess thereon 
shouuid be entered h column 9. 

Note 2.--In the schedules pertaining to works of clasrres (vi) and (vii), the muier r e l e ~ g  tc each 
work s h o d  be made separately for worlts expenditurr wd percentage charges ( f a  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. 

22.4.7 Similarly, the schedule of deposit works and the schedule of takavi 
works should be completed in r e s t  of expenditure transactions, which 
should be taken from the relevant schedule dxkets. 

(e) Schedule cf&bits to stock 

22.4.8 All debits to stock should be collected in the schedule of debits to 
stock, form 98 (P. W. 39 1). The enma in this schedule should be arranged 
in kee pup--(i) Manufacture, (ii) Land, kilns, ac., a d  (iii) Other sub- 
heads. Under (i), should be detailed all manufacture operatioils in progress 
and under (ii), all works in progress in connktion with the acquisition of land, 
construction and repairs of kilns, efc. Under @I), should be shown (a) 
individually, ail items of expendihxe on the carpiage, handling etc., of stock 
materials when the cost of such processes is debitable to the sub-head of smk  
under which the materids are classified (vide paragraph 9.2.28 and 10.10.1), 
Cb) individually, all items of acquisition of stock materials for which an estimate 
is required under the rules, and (c) collectively, all oher items of acquisilion 
of stock materials. In respect of each manufacture operation, the outturn of 
the month (vide paragraph 13.1.2) should also be shown in the schedule, the 
operdtion a d  outhum king entered in two sqaritte FAGS. 

Note.-ift the divisional offiar is specially suthorised by Gwemnnent to sanction charges 
on the carriage, handling, etc., up to a specified mmey 1Ln4 it -d devolve upon the divisional 
accountant to ccmduct the scrutiny of individual itenla of enpenditure againsl the. divisional 
officer's sanctons but all items of this class should be detailed in the gchedule. 



22.4.9 An account of the suspense head "Stock" should next be prepared 
in fonn 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 
given in respect of the sub-heads "Manufacm$"' "Land kilns, etc." andall other 
sub-heads (vide pvagraph 12.3.4) being lumpedup. Part 11, detailed account 
of issues, is written up fist, and part I is prepared from part II and the schedule 
of debits to stock, form 98 (P. W .  391). 

fl Schedule of transaction adjusted under the had 
"Cash settlement suspense account". 

22.4.10 All inter-divisional transactions, including those involving, the 
divisions of other Government, shouldhe collecml in fo~m %, which should 
be posted from part B of the divisionwise register referred to in paragraph I 
(1) of Appendix 6. 

(g) ClmsijTed abstract of exy,ctuliture 

22.4.11 A cansalirla~ saaunt of all expenditure (vide pa_rngmph 
3.1. lo), dcbrted agrunst the pants of the division should be prepared in 
form 100 (P. W. 517to519), classified abstract of expendime. 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. 

N& I.--When w d s  for any of the depamnmts named in the margin qn under taken 
as a standing smmgemenf vide pamgraph 22.4.5, 

I and funds for the purpose are doaed to thc division, 

Nae 2.--Refund8 of revenue are esclxded f m .  this abstract, as they are treated as minus 
revenue, vide ptagraph 8.4.2 and appendix 1. Receipts d recoveries on Capital Account are 
included in the abstract 3. minus expenditure, as they are. taken in reduction of the charges under 
the mapr head arncemed, vide statement D of appdix L 

Miliialy Egineer S e ~ c e s .  
Indian Air Fom. 
P a s  and Te!egnaphs kptt  
Archaeological I)epn.. 

22.4.12 The monthly mount should be prepared in form 101 (P. W. 383) 
for presentation (with dl supparting registers, vouchers, etc.) - to the divisional 

the expenditure -&saaions c o n n d  therewith 
should deo be abstracted in form 100 (P. W. 519), 
the classification of expenditure- being that prescibed 
in respect of the works r o n c e d ,  vi& note 3 below 
paragraph X1.8. 



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 de?ailed in the various schedules and 
registers, and shown also the opening and closing cash balances. On the back 1 
of the form are printed : (i) a memorandum of miscellaneous cash receipt$ paid 
into treasuries, and (iij a certificate in respect of the closing cash b h c e s  of 
subordinate disbursing officers. The entries in be  account are divided into 
three groups :-- 

(1) Revenue en&, which are totals of receipts of Gsvernrr~ent under 
the s e v d  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 expendime of 
Government for the several divisions of major heads and aee posted &tn 
the classified abstract of expenditure, form 100 (P. W. 517 to 519),a11d 

(3) Other heads, entries in which representing both receipts and 
disbmmcnts are psrad h r n  the schdisles of deposits, &vr works, 
adjusting account between Centtat and State Govmments/adjusting 
account with Reilways/adjusting account with Posts md Telegraphs/ 
adjusting account with Defence, remittances, m i s c e ~ m u s  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.--?he entries posted under the several heads in the monthly -t should be chadted 
with corresponding entries in the abstrad book, form 90 P:W. 378). 

Note 2-'Ihetaals of the collrmns fa receipts and disbumenents must agree and if there is any 
difference due to cash being in transit between two disbursing officer, its amount shoula be 
included i the dosing balance and the ceficate of cash balance should be amplified so eg to state 
the amount and the s t q s  taken to adjust the diiereace. 

22.4.13 There are certain transactions recorded in the initial cash and stock 
. acc~unts; which involve no operation, on arevenue, expenditure or any other 
prescribed heads of theaccounts classification, as every such entry is counter- 
balanced e i h r  at once or after an interval, by asimilar entry of the reverse 
character. It is not necessary toindude such ttansacticns, for audit purposes 
in my of the schedules mi registers subsidiaq to the monthly xmunt, but 
the divisional accountant should see that dl transactions are cancelled by 
each other in due course. These transactions fall under two classes :-- 
I 



(i) Cash from treasury.-- A cheque drawn to replenish the cash chest is 
debited to this head in the cash book, and per contra the amount of 
the cheque is entered at once, as cash received, under the same 
head, a cheque drawn in favour of self being cash (vide paragraph 
6.1.1), even though not mhed at once. 

(ii) Transfer within division.--Remittances of cash and stock by one 
accounting officer of thedivision to another, are debited or credit& 
to this h a d  when the remittance b actually made or received. 

22.4.14 Save as provided in paragraph 22.4.13, all the transactions of the 
division, as recorded in the initial accounts of cash and stock and in the transfer 
entry book, enter one or other of the prescribed schedules, the details being 
in some cases recorded in supporting schedule dockets. Transactions recorded 
in the cash book and the transfer entry book are posteddirect from these sowes, 

' 

no items being omitted ; but, those recorded in the initial accounts of stock, form 
26.29 and 30, we dealt with as under :-- 

(a) those brought to accor~nt through tlhe cash book or the transfer entry 
book (vi& gaxagraph 9.2.30), e. g., stcxk phased in cash, stock 
sold for cash, and stock received from works, are left out, and 

@) b e  rest are posted direct fiom 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 h account twice, and the 

I 

divisional accountant should see that 'all items of this dass are correctly 
separated off in the summary of stock receipts and the summary of stock issues, 
forms 29 2md 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 month following that to 
which itrelates, as may be fixed by the Accountant-General in consultation with 
the divisional officer. It should be supported by the following documents :-- 

I. Schedule of revenue realisedlrefunds of revenuefreceipts and 
recoveries on capital account in fom. 102. 

2. Classified abstracts of expenditure, form 100 (P. W. 517 to 519). 
3. Schedules of works expenditure, form 97. See also paragraph 

22.4.6 (c). 



Consohdated contingent bill (with necessary vouchers), form 78 
(P. W. 456). 
Schedule dockets, form91 (P. W. 375) with necessary vouchers, 
transfer entry orders, survey reports and sale accounts attached so 
each. See also note 1 below paragraph 22.4.2. 
Schedule docket of percentage recoveries, form 92 (P. W. 513). 
Stock account, form 99 (P. W. 384) with sale accounts, form 28 
(P. W. 551) in support of cash credits tostock. 
Schedule of debits to stock, form 98@. W. 319). 
Abstract account of credits, debits- and . 
balances of the purchase account, form 
103, supported by a list of credits to the, 
suspense head 'Purchases' during the 
month, showing references to the trans- 
fer entry orders aggregating to the 
figure shown in the classified abstract of 
expenditure, form 100 (P. W. 517 to 
519). 
Schedule of miscellaneous P. W. Ad- 
vances, form 105 (P. W. 536). 

' 

Extracted from the 
relevant sections of 
the suspense register, 
form 70 (P. W. 537). 

Schedule of workshop suspense (Local form). 
Schedules of credits and debits to miscellaneous heads of accounts, 
. form 95 (P. W. 386). 
Schedule of transactions adjusting under the head "Cash settlement 
suspense account", form 96. 
Schedules of credits and debits to "Adjusting account between 
Central and State Government", form 93. 
Schedules of credits and debits to "Adjusting account with Railways", 
form 93. 
Schedds of d u  md aeb~b to " AdjusGg account with PQSB ad 
Telegraphs", form 93. 
Schedules of credits and debits to "Adjusting account with Defence", 
form 93. 
Schedules of credits and debits to remittances, form 94 (P. W. 385). 
Schedule of monthly settlement with treasuries, form 88 (P. W. 507), 
wit@ supporting consolidated treasury receipts and ~ e ~ c a t e s  of 
issues, signed by the treasury officers. 
Schedule of deposits, form 73 (P. W 540) extracted from the deposit 
register, form 70 (P. W. 537). 
Schedule of deposit works, form 76 (P. W. 514). 

I 



22. schedule of t h v i  works, form 77 with accepted certificates of 
Collector referred to in paragraph 16.3.5. 

23. Copies of statements of tools and plant receipts and indents for 
tools and plant, forms 33 and 34 (only in respect of special tsols 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. 55 i) and acknowledgments of officers concerned in the case 
of a i d e s  transferred to other public works divisions, including the * r 

divisions of other Governments. 
24. kist of accounts submitted to audit, form 104 (P. W. 546). 

Note.--If the divigimal officer is authorised to refund, without refemce tohigher authority, 
fines which have been mined by a court of law, the originnl d e n  of the Court should 
accanpany the schedule of refunds of revenue. 

22.4.16 The schedules relating to the suspense and deposit accounts form 
105, 99 (P, W. 384) and 73 (P. VJ. 54G), schedde of workshop suspense and 
absmct account of credits, debits and balances of he  purchase mount, form 
103 must be submined 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- 
ous P. 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. In respect of the schedule of deposit works, form 76 (P. W. 514), the 
divisional officer may, if so authorisxi by the Acco~ntant-General, dispense 
with the submission, every month of part I1 of the schedule, provided (i) that this 
part is invariably submiad with the accounts for March, and (ii) that, if 
part I1 for any month contains works, any expenditure whereon has been 
charged to "Miscellaneous P. W. Advances", an extract from part I1 relating 
to such work only is submitted to the Accountant-General. Similarly, in the 
sched~le 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 authorid by the Accountant-General. Subject to these exceptions, 
the remaining schedules are necessary only if there have been any 
transactiorls during the month. 

Note.--The schedule d miscellanecus P. W. Advances form 100 and the abstract account of 
credits, debits and belances of the purchase account foam 103 for September sad March should be 
accompanied by a list of items axltstanding under those heads for more thas six months. 



22.4.17 (a) W i l  the exceptions noted beW[as to eiELh, dowever, see 
clause (bj 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 

(ii) Vouchers,in support of payments of wages to members of the work- 
charged atablirhment, corresponding to class N staff, in regular 
establishment. 

(iiij Other cash vouchers, whether relating to works or contingencies 
the amounts of which do not exceed Rs. 1,000. Subject to following 
Exceptions :-- 

(1) Running account hills. 
(2) Running %.count fmal bills of works should not be submitted 

with monthly accounts to Audit Office. 
(iv) Invoices or other vouchers in acknowledgment sf issues of stock 

materials, including issues of outtm from manufacteuc to swk 
(v) Vouchers in support of payments made far the conversion of cash 

depits  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 voucher of this dass is not submitted to the AccountantGeneral the reasons 
should be noted agains ' 6e eatry of of mount in the schedule docket or in the schedule of woks 
expadime ; see note 1 below paragraph 22.4.2 . 

(vi) Transfer entry orders of the classes enumerated below :-- I 
(1) Those involving debits to remittance heads otherwise than in 

I 

respect of expenditure on works. 
(2) Those relating to chargcs which are supported by vouchers 

received in msfer. 
(3) Those involving s credit to a revenue head (Gross receipts) or to 

my miscellaneous head of account otherwise than in respect of 
expenditure on works. 

(b) Prll vouchers (other than muster rolls) in support of debits to contractors 
should be subrnirted t~ the Accountant-General, even though falling under any 
of the exceptions to clause (a). 

Note.--The pmvisions in drauses (a) and (b) oi this paragraph apply also to voueheis m i v e d  
fmn other depamnents or Governments, in support of transfer debits raised by hem. 



1 (c) All vouchers, in support of payments for land acquired, should be 
submiteed to the ,4ccounmt-Gened. 

(d) All survey reports of stores, form 32 (P. W. 559 and sale accounts, 
form 28 (P. W. 55 1) must also 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 ~cmunts in support of other credits 
to s m k  shonld be attached to the schedule dockets pertaining to the works or 
accounts debited ; those in support of indents for tools and plant, f m  34 [vide 
paragraph 22.4.15 (2311, should accompany lhat document ; and the remaining 
survey reports and sde 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 
account, but also all the schedules, eec., accompanying it. It is not necessary 
that the divisional officer should sign all these documents ; he must, however, 
sign ?he monthly account and the list of accounts, fom 104 (P. W. 546) unless 
Re is absent from head quarters, in which case he should send to the Accountant- 
General, as swn as he ean exmine his books and papers on return, a report in 
form 106 (P. W. 547) with a duplicate copy of the monthly account signed by 
himself, without which the Accountant-General wilt not pass the monthly 
account finally. The contingent bill must invariably be signed by thedivisional 
officer. 

Note.--It is desirable that the divisionnl officer should made arrangements for the =view by 
himself of all vouchers before they ale submitted to the  accountant^^ 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 attenlion :-- 

(a) Yhe envy of the ~ ! ~ s i n g  cash balance ihouid be sugprtcd by {i) the 
original cash balance repom, fom 11 (P. W. 484) of all disbursing 
officers including the divisional officer, and (ii) a certif~cate of the 
divisional officer to the effect that he has obtained 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 advarce shown in the cash balance reports of the division 
for 32st March. 

Note.--The original cash b h c e  reports of subordinate disbursing officers should be initialled 
by the divisional officer before transmission to the AccuuntantGeneraL 



(21) To part I1 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 
W O ~ S  : -- 

Particulars 

(1) 

Number of 
cheques Amount 
issued 

(2) (3) 

i . For the whole month . . . . . . . . . . . . 
2. During the last five working days of the months. 

(c) The schedules of cr~ts/debits to the heads " Adjusting accouilt 
between Central md Stare Goven~inent " "Ad-justing account with 
Fbiiways" "Adjusting account with Posts and Telegraphs" and 
"Adjusting accountwirh Defence", form 93 rnust invariably be 
despatched so as to reach the Accountant-General not later than the 
7th of April of the succeeding year and dl eonechng entnes 
affecting UIcse schedules should be intimated ro the Accociarmt- 
General so as to rcach him by il~e 12th of April at the latest. 

(d) The schedule of deposits fonrr '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. 

11. Review sf unsettled accounts 

22.4,20 The several registers and schedules relating to the suspense 
- and deposit heads of account. an3 the 

abstact, and registers of accounts referred in the margin, should be 
works. I reviewed monthly so that the steps, 

Rent registers and piher neceswy to effect expxbdous clearance 
records of assessment of outstanding balaiices, whether by actual 
and redisation recovery or by adjustment in the accounts, 
revenue, referred to in may be taken regularly through out the 

year. In Febrcary, or early in hdarch, 
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 ?he montl~ly account for March, annual 
certificatesof bal,mccs, other than cash, shouldbe forwarded to the Accountant- 
Generd in form i07 (P. W. 525). 



Nota-ift the dosing balance under any head is nil, it not necessarily foJlow ha: a cedficate is 
not quired in respect of i t  In all cases in which then: was a balmce at the mmmencenlent of the 
year or there were cuiy transactions during the' y w ,  a certificae should be recorded, the wording 
of it being suitably amended (if necessary) in cxse the closing balance is nil. 

22.4.21 Similarly, the prompt settlement of all remittance transactions, 
original or responding, shouid receive the personal attention of the divisional 
accountant (vide paragraph 5.4.3). who should take special steps early in March 
to bring to account dl liabilities and assets awaiting settkrnent, 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 shor~ld be watched individualiy with a view to 
their clearance before the accounts of the year are closed finally. Ii is not 
sufficient that the divisional office has brought tO account dl thetransactions, the 
responsibility for which devolves on itself. It $s equally important that neces- 
rjiuy action be taken to move the other parties concerned to bring to account or 
settle the outstanding items, the interventior~ of the Accountant-General being 
sought where necessary. 

Note.--In comecrion w ~ t h  uan~sc t~ rn~s  w i h  othcr Gevermncats, Railwayr, Posts and Tele- 
graphs and Defence it should be borne in mlnd that the central accounts section of the Reserve Buk 
closes its bcoks for the year by the 2% A p ~ l ,  vide paragraph 22.4.19 (c). 

QI. Closing the accounts of the year 

22.4.22 The financial year terminates on 31st Ivlarch, and actual transac- 
tions taking place after that Gate can, on no account, be treated as pertaining to 
the year. It is necessary, however, that as many of the unadsusted outstandings 
of the yeat as possible, should be c!eared within the accounrs of the yeai, ald 
the emrs 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 hlarch and also the stock accounts in respect of actual 
transactions, the transfer envy book and the stock accounts should be kept open 
for transfer entries relating to rectification of errors and settlement of 
outstandings. These accounts should be closed on tie 20th May or on such 
other date, as may be prescribed by thz Accountant-General. 

Notc I.--If any adjustments in accounts have been purposely deferred tilt the close of the 
accounts oithe year, il is permissible to effect !hem after 31st March on the same way as adjustments 
in rec~fication of errors noticed after that date. 

Note 2.--Accounts of transactions with other Governments, Railways, POBU and Telegraphs and 
Defence, must Se settled compIetely and communicated to the Accountar?t-Gencd by the 12th 
April at the latest, vide paragraph 22.4.19 (c). 



22.4.23 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 
,aocount b known as the supplementary account of the year. 

Note.--This accolnt shwld be of the slmplest charader and shwld set fonh only the rignsactions 
to be brcught to account It is not necessary, for instance, to repeat in any of the suspense or 
deposit schedules, the items not affeded, so long as, in additicn bo the necessary details of the items 
affected, the totals for the account concerned are also given. 

I IV. Miscellaneous returns 

22.4.24 Other accounts returns which the divisional officer should submit 
to the Accountant-General are h e  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. 

@) 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 beds "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 an item 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 incases affecting 
the accounts of works, including those falling under paragraph 10.7.12 of this! .. 
code. i 

Note I..-Errors in suspense accounts are governed by the rule in clause @). 
pqote 2.--lf an e m r  & detected after submission to the Accountant-General of the divisional 

supplmentary account of the year, it shwld nevertheless be reported to the Accountant- 
General for instructions unless the mount be not more than ten rupees. 



@) 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 ; but when it is not permissible, it is sufficient to make a suitable note of it 

1- .* 
in the account concerned or to make the neces@&tions in the progressive 
figures, as may be necessary. 

22.4.26: All corrections 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 enuies 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. 

VI. Pro forma accounts 

22.4.27 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 it is 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 Govemment. but if the accounts are 
required for administrative the Accountant-General and Government 

Note 2.--If a pro forma 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 
Ihe necessary data. A pro forma account relating to a single division will be prepared by the 
divisional officer and if it is an account p re rc r ip  by an adminisvatvie authority, the Accountant- 
General may not be required to check it, e x T  in prsuance of an arrangement agreed updn 
between him and Government 

# 

22.4.28 If for the purposes of any pro forrna account, which the Account- 
ant-General is required to prepare or ch&k, it is necessary to determine the 
charges incurred on a particular workor service, or a group of works or services, 
the expenditure therem should be booked separately in the general accounts, 
even though, under the rules it may not be customary to estimate or acco-mt for 
such expenditure separately. Detailed instructions in this connection will be 
issued by the Accountant-General in consultation with Government, where 
necessary. Sze also paragraph 3.2.1 (d). 



22.4.29 The pro forma accounts showing the results of the working of 
irrigation, navigation, embankment and drainageprojects, 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. Thesz accounts are known as the administrative accounts 
of irrigation, navigation, embankment and drainage works. 

Note.--For rules relating to pro f ~ m o  accounts of imgation water courses, see paragraph 5 of 
appendix 5. 

22.4.30 For workshops, manufactories and similar quasicommercial 
undertakings, it is usual to prepare pro f o r m  accounts periodically, vide 
paragraph 13.2.2 (d) and 14.3.1. 

22.4.31 In respect of buildings in charge of the department which are 
available for occupation as [esidences, capital and revenue accounts are 
prepared periodically by fie 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 fumislr the Accoununt-General annually with the 
necessary daca, 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 h e  Maharashtra Public Works 
Manual. 

Note 1.--On closing the accounts of a work involving expenditure on the conslstruction, acquisi- 
tion or equipment of a building intended to be used as a rrsidence or expenditure on additions or 
dterations to an existhg residential bailding, t!e divisiond accountant should see that-- 

(i) if it is a new building, it is entered in the register of rents of buildings and !ands, 
(u) steps are taken to obtain the orders of competent al~thority to assess, or revise the rental, 

as the case may be, 
(iii) the cerrect capital cost oZ the building is noted for entry in the next set of capital and 

revenue accounts, thenote 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 provisior? of special servides in connection with ." 
residential buildings, such as fumi:ure etc., for which rent is chrrged separately. 

Note 3.--If a building is aaually occupied prior to closing h e  accounts of expendituse on its 
consuuction, acquisition of equipment, rent is nevertheless chargeable from the date cf occupancy, 
and should, t!!erefore, he fixed provisionally with the sanction of competent authority. 

Note 4.--If, under the Bombay Civil Services Rules, or under other fmanciai rules, hr: standard 
cents as well as the allowances fixed for maintenance and repain are subject to periodica'lly review, 
the divisional accolmtant should see that they are punctually reviewed and nccessav revisions 
carried out in accordance with the prescribed rules and procedure. 



W. Review by the Divisional Officer 

22.4.32 The Divisional Officer should review from time to time the several 

1 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 sf review, form 38 (P. W. 576) posted in a suitable 
position on the account, etc., concerned. 

I  RECONSTITUTION OF EXECUTIVE CHAKES 

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 ir! time tn I!!e Aceounwn= 
Genera! for the ii~~t~iiciions to be observed in regar8'to accounts in giving effcct 
to the arrdngcienb. On all such occasions, ;he necessary mnsfer between 
offices, of unsettled accounts (for example, see margin) of liabilities not yet 

(i) Works in progress and suspense accoutits of brought to account of quantity 
works. 

(ii) 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 
(v i )  Unrealised rent and other revenue. 
(vii) Interest baring securities: records (including unused 

fml'ls of chque books and receipt books), should receive the special attention 
of all concerned. 



APPENDICES 



APPENDIX 1 

(Set Paragraph 3.1.8) 

List of major and minor heads or public works receipts 
and disbursements 

MAJOR HEAD MINOR HEADS 

E. Multipurpose River Schemes, Irrigation and Electricity Schemes. 

1 M.--M I N 0 R IRRIGATION, 
IKIUGATION, NAVIGATION, 
EMBANKMENT AND DRAI- 
NAGE WORKS (COMMER- 
CIAL) (1). 

A. Irrigation Works-- 

(1) Productive Works . . Direa Receipe-- 
Water-mtes 6). 
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 p i n i n g  to irrigation, 
navigation, embankment and drainage works under majar heads and sections 
thereof, see chapter 4 of Maharashtra Public Works Manual. 

(2) Sale-proceeds of water f ~ r  Lnigab~n p q a e s  sfiij.. 

(3) Rates imposed on owners of land in respect of the benefit which they 
derive from irrigation. 

(4) Sale-proceeds of water supplied to towns for domestic purposes only. 

(5) Sale-proceeds of water supplied for pu~poses 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. 



I 
MAJOR HEAD MINOR HEADS 

Navigation (9). 

Rents (10). 

Fines (11). 

Receipts frcrn Workshops (12). 

Recoveries of expenditure (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). 

(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, @ansport profits, tolls and hire of ferry boats, etc. 
(10) Includes rents of buildings, furniture and other special amenities but 

exdudes rents of land. Suitable detailed heads should be opened for the record 
of several kinds of these rents according to local iequirements, 

(1 1) 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 subdivided according to the requirements of the pro forrna 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 wasrage 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). 

Rents (10). 

Recoveries of expenditure (13). 

Miscellaneous (14). 

(a) Portion of Land Revenue d u e t o 
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 (1 1) above] and confiscated deposits which 
do not represent compensation for damage to works in progress. 
Note 1.--Wheh a fme is ~ r n ~ s e d  or deposit confiscated with the objca of defraying expenditure, 

caused by the action of an individual or firm, as when a contractor is penalised for abandonment of 
his contract owing tothe fact that such abandonment has increased the cost of the work, the amount 
of the penalty may be taken in  ducti ion of the expenditure. 

Note 2.--Should Government dean 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 
"Miscellaneous'. 

(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 
deduchon, where necessary, of the cost of civil administration. 



MAJOR HEAD MINOR HEADS 

E. Multipurpose River Schemes, Irrigation and Electricity Schemes. I 
106.--MINOR I R R I G A T I 0  N, 

IRRIGATION, NAVIGATION, 
EMBANKMENT AND DRAI- 
NAGE WORKS (NONCOM- 
MERCIAL.) 

A. IRRIGA~ON WORKS . . Direct Receipts-- 
Water-rates (2). 

Owners' rates (3). 
Water-supply to Towns (4). 

Sales of Water (5). 
Platitations (6j. 

Other canal produce (7). 
Wa~er-pwer (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, valuc 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)l. 

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 to time 
is charged to the head YO--Public Works" or other appropriate head 



MAJOR HEAD MINOR HEADS 

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 
Woks. Direct Receipts-- 

Navigation (9). 

Sales of Water (5). 

Rsnrauons (6) 

Other canal produce (7). 

Rents (10). 

Recoveries of expenditure (13). 

MisceUaneous (14). 

Indirect Receipts-- 

(a) Porticn of Land Revenue due to 
Works (15). 

(6) Betterment l ay .  

Receipts in England. 

- 

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". 



MAJOR HEAD MINOR HEADS 

I 
I F. Public Works (including Roads) and'schemes of Miscellaneous Public Improvements. 

059-PUBLIC WORKS . . . . . . Rent (lo). 

Feny Receipts. 

Tolls on Roads. 

Receips from Workshops (12). 

Recoveries of expenditure (13). 

Miscellaneous (17). ' 

Transfer from Central Road Fund (18). 

Grants from Government of India for the 
devclaprncnt af !!#E -& pf rrusnus QF 
inter=rmte hgofincc. 

Subventions from the Government of India 
for developnent schemes. 

Subventions from Central Road Fund. 

Receipts in England. 

- -  - 

(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.--(l) New supplies, (2) Repairs and carriage, 
(3) Deduct-Recoveries, and (4) Lump sum charges creditable to other Govem- 
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), 



MAJOR HEAD MINOR HEADS 

E. Multipurpose River Schemes, Irrigation and Electrictitp Schemes. 

333-IRRIGATION, NAVIGATION 
DRAINAGE AND FLOOD 
CONTROL PROJECTS. 

A. Irrigation Works- 

(a) Productive Woks-- 

(i) Working Expenses 

(ii) Interest 

. . . . Extensions and Improvements (19). 

Maintenance and Repairs (19). 

Establishment (20). 

Tools and Plant (21). 

Suspense (22). 

Provision far Repwciation. Renewals and 
Replacertrenrs; 

Charges in England (23). 

Loss or gain by Exchange (16). 

. . . . Interest (24). 

(iii) Other Revenue Expenditure. 

(b) Unproductive Works-- 

(i) Working Expenses . . . . Same as for A (a) (i) above. 

(ii) Interest . . . . . . Same as for A (a) (ii) above. 
I (iii) Other Revenue Expenditure. 

(22) The sub-heads are.--(l) Purchases, (2) Stock, (3) Miscellaneous 
P. W. Advances, and (4) Workshop Suspense. See also chapter 12 and 
paragraph 14.2.1. 

(23) This minor head is sub-divided into-- 

1 (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. 



MAJOR HEAD MINOR HEADS 

B. Navigation, Embankment and Drainage 
works-- 

I (a) Produdive works-- 
(i) Working Expenses . . . . Same as for A (a) (i) above. 
(ii) Interest . . . . . . Same as for A (a) (ii) above. 
(iii) Other Revenue Expenditure. 

I 
(b) Unprodudive Works-- 
(i) Working Expenses . . . . Same as for B (a) (i) above. 
(3 Interest . . . . . . Same as for B (a) (ii) above. 
(iil) Other Revenue Expenditura 

(24) The interest charges on each scheme or project may be recorded under 

I 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 perfaining 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 subdivided, if a separate sub-head is not provided for residences, h e  
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". 



MAJOR HEAD MINOR HEADS 

E. Multipurpose River Schemes, Irrigation and Electricity Schemes. 

306-M i n  o r Irrigation (e) Other Minor 
Irrigation Works. 

A. Irrigation Works-- 

(i) Works . . . . . .  Works. 
Extensions andiIrnpmvements (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). 

(ii) Missellanmu_r exgcndiiure . . Ertablistrmrni - 
Tbls  wri Rani (21). 
Other Charges. 
Grants-in-aid (25). 
Suspense (22). 
Charges in England (23). 
Loss or gain by exchangei(l6). 

B. Navigation, Embankment and 
Drainage Works-- 

. . . . . .  (i) Works As for A (i) above. 
(ii) Miscellaneous Expenditure . . As for A (ii) above. 

C. Expenditure financed from Famine fmgation Works. 
Relicf MC!. Nevigaii~ii, Embmkiiient and Drainage 

Works. 

(30) National Parks and Gardens. 

(31) For buildings of the Buildings and Communications Department, 
including residence? not reserved for any department. Includes also as a 
distinct delai\ed head, "Losses on stock", whic h is meant for all general 
losses on stock which cannot be definitely attributed to any work, whether 
building or road, the accounts of which are open. 



1 MAJOR HEAD MINOR HEADS 

I EE. Capital Account of Multipurpose River Schemes, Irrigation and Eleetrlcity Schemes 
within the Revenue Amount. 

306-Minor Irrigation 

A. Financed from Famine Relief Fund. Irrigation Works. 
Navigation, Embankment and Drainage 

Works. 

I B. . Expenditure within the Revenue Same as for A above. 
Account 

C. Deduct--Amount transferred to 99.- - Inigation Woks. 
Capital Outlay m Inigntion. Naviga- Navigation, Embankment and Drainage 
tion, Embankment and Drainage Works. 
Works (Commercial) outside the 
Revenue ACCUUIL 

D. Net Capital Expenditure withm the Inigation Works. 
Revenue Account Navigation, Embankment and Drainage 

Works. 

I F. Public Works (induding Roads) and Schemes of Miscellaneous Public Improvements. 

50.--PUBLIC WORKS originai Works (26). (27)--Buildings (28). 

Land Revenue. 

State Excise. 
Stamps. 
Forests. 
Registration. 
General Administration. 
Administration of Justice. 

Jails. 
Police. 
Ports and Pilotage (29). 
S~ientific 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 Reads 
under major head "50". 



MAJOR HEAD MINOR HEADS 

50--Public Works-zontd. Medical. 
Public Health. 
Agriculture. 
Animal Husbandry. 
Co-operation. 
Industries. 
Civil Works (31). 
Stationery and Printing. 
Miscellaneous Departments (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). 
Furniture (37). 
Grants-&aid (38). 
Suspense (22). 
Expenditure w h e n  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 mads, bridges, femes, 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 
~ 0 ~ e ~ t e . d  with communications It should be suitably sub-divided according 
to local rcqukements. 

(34) This head should be usedas sparingly as possible, i. e., 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 d e a d  heads may be "Losses on stock", if it is considered 
necessary to have one under "Repairs" in addition to that provided qder  
"Original Works", vide foot-note (31). 



MAJOR HEAD MINOR HEADS 

289--Relief on Accounts of Natural Calamities. 

A. Famine Relief (40) . . . . . . Salaries and Establishment (41). 
Relief Works (42), (43). 

EE. Capital Account of Multipurpose River Schemes, Irrigation and Electricity F ' .::rers 
outside the Revenue Account. 

99.-CAPITAL OUTLAY ON DRRI- 
GATION, NAVIGATION, EMBANK- 
MENT AND DRAINAGE WORKS 
(COMMERCIAL). 

A. Irrigation Works-- 

(1) Productive . . . . Walks. 
Establishment (20). 
Tools and'plant (21). 
Intewa q C&d. 
Suspense (22): 
Charges in England (23). 
Loss or gain by exchange (16). 
Deducf--Receipts and Recoveries on Capital 

Account (13). 

(2) Unproductive . . . . . . Same as for A (1) above. 

The head "Repairs--Buildingsm 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) Tobd?L: - - : ~ v ~ d d  lets stibiiead (i j Works, and (2) Repairs. This minor 

head records expenditure on aU state works which may' be enuusted 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 to residences. The expenditure of furniture required by t'le divisional 
p d  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 concerned. 



MAJOR HEAD MINOR HEADS 

B. Navigation, Embankment and 
Drainage Works-- 
(i} Productive . . . . . . Same as for A (1) above. 

(ii} Unproductive . . . . . . Same as for A (2) above. 

C. Deducf--Amount fi~~anced from Famine 
Relief Fund. 

D. Deduct-Capital expenditure transferred 
to 48--Capital Outlay on Inigation, 
Navigation, Embankment and Drainage 
Works within the Revenue Account. 

E. Add--Amount t r ans fed  from I-- 
Capital Outlay on Irrigation, Naviga- 
tion, Embankment and Drainage 
Works within the Revenue ~ c c o k t .  

Net Capital Expenditure outside the 
Revenue Accaunl. 

(38) Cash contributions to 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 :-- 
I 

I 1. Pay and allowances, Special Relief Officers. 
2. Establishments-- 

(a) Clerks and other superior establishment. 
(b) Class N establishment. 

-L 



MAJOR HEAD MINOR HEADS 

506. Capital outlay on Minor Irrigation . Soil 
Conservation and Area Development 

A. Irrigation Works . . . . . . Works. 
Establishment (20). 
Tools and Plant (21). 
Deduct--Receipts and Recoveries on 

Capital Account (13). 
Deduct-Capital Expenditure traniferred 

to 48 --Capital Outlay on Irrigation, 
Navigation, Embankment and Drainage 
Works within the Revenue Account. 

Charges in England (23). 
Loss or gem by exchange (16). 

B. Navigation, Embankment and Drinage Same as for A above. 
Works. 

C. Dtdrrct--Amount met From Famine Relief 
Fund. 

3. Travelling allowances. 

4. Contingencies. 

As regards Government servants, the following rules should be 
observed :-- 

(a) 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 &esh 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 



MAJOR BEAD MINOR HEADS 

- 

459-.Capital outlq 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 
artd 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. 

(ci) 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 I. 

(42) Divided into communicatians, irrigation w&s, and othe works, 

(43) The following rules regulate the classification of expenditure of public 
wof;cs wdertaken 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 Ralief'. 

@) PubIic 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 Government), the value of the work done, 
reckoned at ordinary rates, will be charged to the ordinary head 
of account, and the excess only debited to "64-A--Famine Relief". 

A-88-14-B 
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I I 
MAJOR HEAD MINOR HEADS 

Debt and Deposit Heads 

STATE PROVIDENT FUNDS . . Other Miscellaneous provident Funds (45). 

CIVIL DEPOmS . . . . . . 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 

I debited to this major head should be recorded,mder a separate minor head 
"Extraordinary Replacements". Receipts representing recoveries of capital 
expenditure previously debited to this major head may be classified a d e r  a 
separate minor head "Deduct--Receipts and Recoveries on Capital 
Account". "Deduct--Capital expenditure transferred to 52--Capital outlay 

1 on Public Works within the Revcnuc Account" and "Dedwr--Expenditure 
written back to 50--Public Works" are also treated ,as minor heads under this 

I major head. 

I (45) Special Prqvident Eunds instituted for non-pensionable employees. 

1 (46) For "Takavi Wdrks 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 clearanceon receipt of cheque/ 
draft from the division concerned. Recoveries on account of rent made in one 
State on behalf of another State are to be credited under sub-head IU. 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 samecircle 
ofaccount- 'kWi~actions 0I-igilwting in other circles of account are $so passed 
on to public works officers by the Accountant-General through this head. 



(51) If a public works officer deals with treasuries in account with another 
accounts officer, the transactions on account of remittances inti, treasuries. 
and cheques drawn are classified as pertaining to the sub-head "111--Other 
Remittances--(b) Items adjustable by public works". 

(52) This head is subdivided into (a) Items adjustable by civil and (b) Items 
adjustable by public works. 

(53)This head is intended for the sett.Iement of transactions outstanding ' 
on 141965 between public works officers (including civil officers acting as 
p;blic works disbursers), rendering accounts, to the same Accountant-General 
'(see also Appendix 6). 

I This head is sub-divided into :-- I 

I (a) Original credits, 

(b) R~sponding debits, 

1 (c) Original debits, I 
(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, as the 
case may be. 

The requisite adjustment against the balance of the Central Government 
etc. will be made b y  the Accountant-General through the Central 
Accounts Section of he Reserve Bank. 

(55) In the public works divisions, 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 
dflcers 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. 



I MAJOR HEAD MINOR HEADS 

) OTHER ACCOUNTS DEPARTMENTAL Subvention from Cenurl Road F i d  (18). 
ADVANCES. Civil Advances-- 

Takavi works advances (46). 

I SUSPENSE ACCOUNT . . . . . . Cash Settlement Suspense Account (47) 
-. 

. . 
I--Transactions between divisions ren- 

dering accounts to the same Accountant- 
General. 

11--Transactions between division in 
different accounts circles. 

m--Rents relating to other State Govern- 
ments. 

D E P A R T M E N T A L AND S I M I L A R Civil Departmental Balaaces--Public 
ACCOUNTS. Worka Cash Balances (48). 

LOANS TO LOCAL FUNDS, PRIVATE- Advances racultivato~~, 
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, Meerrlt. 
(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), Peona. 
(nu) Controller of Defeece Accounts (Other hnks) ,  MYSUE. 
(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 i MAJOR HEAD MINOR HEADS 

I Remittance Heads 

C A S H  R E M I T T A N C E S  A N D  PublicWorksRemittances(50). 
ADJUSTMENT BETWEEN OFFICERS I--Remittances into ~reakries (51). 
RENDERING ACCOUNTS TO THE 11--Public Works Cheques (51). 
SAME ACCOUNTANT-GENERAL. IU--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 Of f i~r .  

ADJUSTING ACCOUNT , WITH A 8cpara~~ h d  far mch Defwse Ascamit 
DEFENCE (54). Officer (56). 

A C C O W  BETWEEN CNIL AND There is one head for each of the States. 
p'IL (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 ~r ~sther of the minor kcit& "Wu;l;sW, "Exrcnsiorls and 
Improvements", and "PJlaintenance 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 andplant (for "Works" only), and 
(7) Losses on Stock. Under the minor head "Maintenance andRepairsV 
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 ,"~ain  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. 



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 subdivisions at the 
same time, its cost must be divided in the best way practicable, 

(b) In the case of storage projects, all works connected witii supply 
channels to feed the head reservoir come under "Head Works", 

(c) Water-power installations at the head works of a card, 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 simultaneously and the two wofks 
intersect, the cost of t!!e crossing should be charged to "Drainage 
and Protective Works", and 

(e) Buildings required for the gened purposes of a canal system such 
as workshop, headquarter station, etc., are chargeable to "Main 
Canal and Branches". 

4. For mles rehhg to wate~ourses, sp@cial Lools and plant and lo~seg 
on stock, see appi:ndix 5 md paragraph 9.1.3 and 9.2.37, rapxrively. The 
head "Watercourses" is not necessary in the case of minor heads "Zxtensiocs 
and Improvements" and "Maintenance and Repairs". The head "Losses on 
stock" is intended for all zeneral 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, (lii) Net expenditure, the first cf which 
is intended for collection of the aggregate cost of 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 uie 
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 p.dminates.) 

Survey and preliminary investigations--This head does not apmx under 
"Extensions and Improvements", Nor under "Maintenance and Repai~s". 



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 paragraph 17.1.3. 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 Statement D. 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. 

AU construction works, whether of earthwork or of masonry, etc., excluding 
works falling under the heads "I--Navigationw and "K--Buildingsw in all cases 
and under "L--Earthworkw 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 (I), G, H, J and L as are not separately provided for. 

Works (other than escapes and escape heads) for the regulation of supply. 

Falls and rapids other than those required to maintain the depth of water for 
navigation purposes. 

Aqueducts, superpassages, culverts, syphons, , inlets, outlets and cross* 
drainage works, generally, when such works are in connection with river and 
hill, torrents. 

F (I). OTHER CROSS DRAINAGE WORKS 

Cross drainage works of the classes referred to under the head "F--River 
and Hills torrent works" when such works are in connection with drainage 
other than that from river and hills torrents. 



Bridges, both road and railway, for crossing the canal, including subsidiary 
works, e.g., approach roads, fencing gates, ghats, steps, etc. 

Masonry and earthwork connected with escapes (including escape heads). 

Locks at head works and on the canal ; separate navigation channels and weirs 
designed for maintaining the requisite depth of water for navigation purposes. 

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. 

Permanent and temporary buildings (including staff quarters, offices, work- 
shop, stations, etc., but excluding buildings for water-power) and station 
drainages, roads, gqdens, 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 Govemment. 

Excavation and embankments for the channel, and its side roads, and service 
roads, protective works for the bed and sides, tr~mrning, 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-:~arthwork". 

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. 



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. 

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 cowses"; (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 projkt 
on the section concerned. This head appears only under "Works", 

STATEMENT C 
Detailed classification of the minor head "Establishmedt" 

This minor head is primarily divided as follows :-- 
-- 

Name of sub-division Remarks 

I. Chife Engineer. 

11. Special Officers . . . , F D ~  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 recovered fiom outside bodies 
a n d  other departments of the 
Government for services rendered 
by this estab1ish;neii are taken in 
reduction of the charges under the 
sub-division. 



Name of sub-division Remarks 

(1) (2) 

111. Superintending Engineer Includes also special officers, if any, 
not falling under sub-division 11. 

IV. Executive . . . . 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 worksbps 
for outside bodies and other depart- 
ments of the Government should be 
taken in reduction of the charges. 

V. Medical. 
VI. Special surveys . . . . Establishment employed on large 

surveys for new irrigation, naviga- 
tion, embankment or drainage 
projects, 

VII. Special Revenue . . Establishment employed entirely on the 
revenue management of irrigation, 
navigation, embankment and 
drainageprojects, andon 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 
renderql by special officers, and 
(b) recoveries for work done in 
workshop, when such credits are 
adjustable as reduction of expendi- 
ture, in accordance with @e ndes 
regulating the treatment of recoveries 
of expenditure in the accounts, vide , 
Statement D. , ,; I i '  

I 

VIII. Deduct-- 
Recoveries. 



Name of sub-division Remarks 

1X. 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 only to the 
major heads "43", "44" and "99". 

2. The sub-division I to 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) Qtker charges. 
(e) Deduct--Recoveries, For use only under sub-division IV @Vorlishop 

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 divisiowl 
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 to 
the Account Code, Volume I. 

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, 
Volume I. The following paragraphs indicate their application to public works 
transactions. 

2. n\e general rule is that, subject to the provisions of article 75 of the 
Account Code, Volume I, all recoveries of expenditure appearing in the accounts 
of public works officers should be treated as revenue receipts and not as minus 
expenditure. 



Recoveries in respect of overpayments made during the current year, I however, should ordinarily be adjusted by deduction from the current year's 
i 

I charge under the detailed head previously overcharged. 

3. As an exception to the.genera1 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. 

I 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 sf the Government, should be 
adjusted by deduction from expenditure under the minor head 
"Establishment". Recoveries on account of works carried om on 
behalf of other Governments, however , should be treated as 
revenue receipts. 

(ii) Recoveries of tools and plant charges at percentage rates.-- 
Recoveries fmm 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 *e minor head 
"Establishment" and "Tools and Plant", respectively, of the major 
head to which the total charges were debited in the first 
instatlee. (See also rule 2i 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, an element 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 



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. In cases, however, 
in which the rates for leave and pension contributions are 
combined, the recoveries in the case of civil works, should be taken 
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 
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 md h k e d  as 
"Receipis md recoveries on capital accsunt". At the end of the month they 
should be deducted from the account of the division or sub-division of the major 
head concemed 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 Imgation or 059--Public works", as the case may 
be; while those which areadjustable in reduction ofexpenditure 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 sf Imd, b!dd-inpi sp%d s l l r  r r ~ a  plani s r  &6i 
%SS64 p@Ehag~d 8F % e ~ ~ i ~ l l e a  i/ ihe ma 6f n a p e d  projwr, mhy, at the discrerion of 
& v m n t ,  be raken in reduction of expenditure under the appropriate sub-heads subordinate to 
the capitalmajor head concerned. 

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 andPost and Telegraphs should be treated as reduction of 
expenditure under "20-Audit". In the case 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 executivechargeandone for 
each of certain appointments in the audit office. 

253. It is 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.   he conditions requiring the of the examinatidn in thevemacu- 
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 :- 

(a) that, he has at his credit- 



(i) 18 months experience in the accounts work of divisional or 
sub-divisional offices ; 

(ii) 6 months experience in the Works Audit Department of audit 
office ; 

(iii) 12 months continuous service on probation as divisional 
accountant : 

Frovided 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 

competent to hold independent charge of the accounts of adivision and 
considers him (from reports received from the ExecutiveEngineer) 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 wallow theannual 
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 o d  
test in doubtful cases,if an authority empowered under Central Civil Services 
(Classification, Control and Appeal) Rules to withhold increment so 
desires. The oral test may be held by the Accountant-General assisted by two 
or three other officers. They should also be med in heavy public works 
divisions before allowing them to cross the bar. The cases of the divisional 
accountants 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 
warned. The final orders should be passed in the man th 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 holdcharge 
of Subordinate Accounts Service posts, will, however, draw,pay in the S. A. 
S.Scale. 



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 ate 
affordedby using the provision of paragraph 253 and posting, from time to time, 
a selected number of divisional accountants to work in the audit office. 

Nore.--Divisional accountkts in the prescribed s cale of Rs. 130--10-250-EB-15-355 
or r evised s 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 Incment admissible to than. 
The enhatlament 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 borne 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 theseaccountants 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 April, 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 point in 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 othenvise 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 repofl 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 



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 which should be brought to the 
notice of the Accountant-Gene&. 

The divisional accountant is himself responsible for drawing attention of the 
divisional officer, in writing, to the provisions of this paragraph. 

Nora-Instructions contained in paragraph 99-A (qmduccd MOW) af the Compmllu d 
AuditorGeaeral's Manual of Standing orders apply also to divisional accountants :- 

" Para 99-A. Adverse e a t ~ ~  dating to specific incidmt- 
(i) Adverse enuies dating to specific incidents should ordinarily not find a plaa ma 

confidential report unless. in the w r s e  of departmental pmeding a @c punishment 
such as censure has been awarded ar the basis of sn& an incident. 

(ii) Even if the reporting,officer feels that although the matter is not important enough 
to call for depanmental proceedings, it is impomnt mough to be rncntioned apccifically in 
the d d e a t i a l  qort  of the officer concerned, he should before making such an enw, 
satisfy himself that his mclusian has ken anived at d y  after a reasonable opponuniry 
has been given to the officer reported on, to p ~ m t  his case relating to the inadeat 

(iii) ConF~dmrial repod should, as a rule, give a general appreciatica of the character, 
mduct and qualities of the officer reported on and d e n m a  to specific incidents should 
be made, if at all. only by way of illustration to, suppod adverse amunents of such general 
natm, e.g.. inefficiency, delay, lack of initiative or judgment, etc" 

268. Postings of divisional accountants to divisions are ordered by a Deputy 
Accountant-Gene* 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 to 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, as far as is practicable, to the expressed wishes of Superintend- 
ing Engineer, transfers of divisional accountant from one divisional office to 
another are made by Accountant-General on his responsibility and at his 
discretion. 



270-A. The cadre of divisional accountants in each office has a 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 Eo the selection grade are to be 
made on the basis of seniority-cum-merit. Peqons who have not completed 10 
years of service as divisional accountant should not ordinarily be considered for 
promotion to the selection gritde. The divisional accountants who are either 
officiating in the S. A. S. or having passed the S. A. S. are awaiting promoti00 
to the 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. 

Bliiiled instructisas rcgziiiiig be prmciples 10 be observed in malung pm 
motions to the selection grade and the manner in which the selection is to be made 
will be issued by the Comptroller and Auditor-General from time to time. 

271. The relative 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.- 

I Re-employment of pensioners ; 
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 ; 
Penal ties ; 
Petitions and memorials ; 
Medical attendance ; 
Superannuation and retirement; 
Compulsory retirement ; 
Dismissal, discharge and resignation ; 
Compassionate gratutities ; 



Accounts office assqciations ; 
Giadation list ; 
~ k e  and service tables. 
i 
! 
Nm-An application for a grant from the compassionate fund to the family of the deceased 

a c b t a n t  should be submitted to and may be sancticned only by the Government, Central or State, 
under which he was aaually serving at the time of his death. 

9 



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-c1erk.a~ 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 (I) 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 storeclerk in the sub- 
division. 

3. Every fom should be attested by the divisional officer before issue. The 
divisional officer may sign sufficient number of foms at a time, say on the 1st 
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 
enaies were made on the lost form or that there were no complications. 

5. Columns meant for showing the cash voucher, etc., for use are ro be 
completed in respect of all forms so far sub-divisional register is concerned. 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 difisional accountant should test-check at least 10 per cent of the; 
enaies in the register maintained in the sub-division at the time of its inspecbcn 
to see that the register is king properly maintained. 



APPENDIX 4 

(See nore 1 below Paragraph 123.1) 

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. 

Nora.-Ifthemonth of payment is not known, the average rate of exchange forthemonthin which 
the stow were despatched from England should be adopted pmviaionally, subject to adjustment on 
receipt of the debit for payment 

2. When the debit for the payment for stores made in England, which will be 
calculated in rwxs at the averagemk of exchige for the moii& ~f paymenr, 
is rixeivd from the A@owmr-Geiicd, the h& " h h a s e s  " 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 c b g e  and incidental 
charges) should be debited direct to stock or works concerned, un\ess incured 
prior to the &\rd gf &4 s ~ r s  in the d i v i a h ,  in which is@ @$y Lbdd k k ~ p €  
ul&r suspense within the amounts 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 to time, to cover 
departmental expenses and marine insurance, is added by the High Commis- 
sioner for India to the invoiced price (including freight) on all European stores 
obtained through the India Stores Department, London, by State Governments, 
commercial dements including irrigation works, Govenunent commercial 
undertakings, local funds, private individuals, etc., in calculating the cost 

- debitable to or recoverable from the various somes. 



1 Nore 1.-When under special arrangement, the contractor undertakes to deliver stores at an 
Indian pm and not at the stores office at h d o n ,  the surcharge leviable will be only for 
departmental charges. 

N m  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. 

N m  3.-The adjustment of the surcharge is made by the High Commissioner for India A similar 
extra charge is made in India for s t m s  imported fmm England for the Central Government, but 
eventually transferred to State Governments, etc. In such cases, the amount of the surcharge is 
credited in the central section of the accounts under "LII-Misceheous-Percentage chargeable 
on European Stores for State Govemmen~ etc." 

Nore 4 . 4 1  making recoveries f m  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 
Accounlant-General in such cases. 

7. BaIances due to short deliveries, etc., which cannot be cleared by recovery 
of cost, are not adjustable, until their write off has been sanctioned by&rnpetent , 
authority. 

8. The trmsactions relating to stores obrained through the India Stores 
Depanment should be recorded in fom 30 (F. W. 533, suspense regaster m 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 h e  
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- 
S tate-Civil- 
Voted / Charged. 



APPENDIX 5 

(See Paragraph 16.3.6) 

Accounts rules relating to watercourses 

1. As a 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 king 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 a canal 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,culvertsorother works that may be required for the passage 
of the water of such watercourses across any public road, dramage, 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 andconsmrct, 
at the cost of Government in the fist 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 finmces. As no separate account can be kept satisfactorily 
of the liabilities of each individual person benefited, usually the recovery takes 
the form of ageneral enhancement of the water rates or the imposition of a special 
acreage rate. 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 
Government. 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 ccst of construction 
\oe charged finally to the account of the project concerned, or the charge on 
account of interest waived. 



2. Works outIay on watercouises, 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. 

1 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 

I 
of the other two classes. 

3. In respect of sanctions to estimates, etc., all works in connection with 
watercourses are treated like other works of the irrigation, navigation, embank- 
ment and drainage project concerned, the expenditure being booked finally 
under the appropriate detailed head subordinate to the head, " Watercourses " 
After a work has been consteucted, the cost of maintenance and repairs is, in all 
cases, borne 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 

I (b) revenue receipts of the project, if the levy takes the form of an 
enhancement of revenue, 

heggasr&jgsific.gGgn being deteminea by the form in which the recoveries are 
made. 

Nm.4ecovery 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 accounts of 
receipts and expenditure, the form of the account being determined in consulta- 
tion with Government. It will ordinarily be found sufficient to keep an account 
merely in respect of the works outlay, the annual recoveries being dismbuted 
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 chequeslbank drafts 

(N. B.-nough this pmcedure is primarily intended for transactions between public works 
divisions rendering accounts to the same Accountant-Gene4 it can be applied, mutatis mulandis 
to the transactions between divisims 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 N- 
Suspense-Cash Settlement Suspense Account-Transactions between divisions 
rendering accounts to the same Accountant-General". These transactions, as and 
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, acopy 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 @)I and the receipt of the cheque/ bank draft should 
be watched through the register refered to above. The cheque/bankdraft, 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 debit under this head and sent to the &&wry for encashment 
or for making the necessary adjustment of she cheque by debiting " P.W. 
Remittances-11-Public Works Cheques " and crediting " P. W. Remittance-I- 
Remittances into treasuries". In the divisional cash book, the remittance of 
cheque /draft into the breasury will be charged off as a debit under " P. W. Re- 
mittances-Remittances into €rc?asuries. 

(2) Action in the responding division 

Immediately on receipt of 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 fm 110 and urgent arrangements made to 



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 
headUPurchases" (in thecase of stores received) thus clearing theoriginal credit 
afforded to this head on receipt of the stores by debit to stock or work concerned, 

I as the case may be. 
I 

It should 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 alwaysbe for the full amount claimed by the vision. In cases 

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. Such items ~hould~bere-debited to the division concerned by including 
them in the next monlhly account to be sent to the latter along wirh h e  supporting 
vouchers, if any. 

Nore 1.-In cases, where payments are to be made at a treasury with which the division is not 
in account, the sealement should be made by bank drafts. 

I Nun 2 S i n c e  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. 
wi.,madepayments only on receip 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). 
I 

(3) Clearance of thebalance under " Cash Settlement 
Suspense Account" 

The transactions under this suspense head should be abstracted in part I1 of the 
division-wise register (form 110) and the figures of monthly debits and credits 1 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 y e a  ard steps taken to have such tranuctions settled by the 31st 
March. The register should be reviewed by the divisional officer monthly with 
a view to see that the settlements are not unduly delayed. 



In order to ensure that the outstandings at the close of the year are reduced to 
the minimum, the transactions occuring in Narch 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. 

(6) transactions taking place during the Claim to b e  preferred before 25th 
period from 16th to 23rd March. March. 

Note.--though 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 ; 
@) there are no inward claims outstanding for more than' 10 days, without 

sufficient reasons ; and 
(c) prompt action is taken by the office to send the outward claims. 

11.--Originating credits 

( I )  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 for initially 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 11 1. 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 11 1, 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 chequebank 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 
necessary adjustments on the lines indicated in paragraph I (1) above. 



FORM 2 



FORM 1 (P. W. 512) 

REGISTER OF DIVISIONAL ACCOUNTANT'S OBKCTIONS 

(Referred ro in paragraph 4.2.3) 

Nm.--This register will remain in the:  pxsonal custody of the divisional accountant except when submitted to the divisional officer under the 
provisims of paragraph 4.2.3. 

+Objection relating to transactions and m&n of subordinate officer which fall witbin the powers of the divisional officer to sanction, or confirm should 
not be in this register. 



I HANDING OVER NOTE 

(Referred to in paragraph 4.2.7) 

........................................ Handing overnote of S hri 
........................................... Divisional Accountant. 

.................................... .Division in.. ............... 
Circles on his transferlon his proceeding on leave etc. 

---------- 

No. Dated 

For'wardd, with compliments, to the Accountant-General, Maharashtra I 

State (W.A.D.-W.M. Section),-Bombay. 

Authority for transfer of charge 

Executive Engineer, 
Division. 

*~ 

Years. Months. 

Total period spent in the division by the 
relieved Divisional Accountant. 



-~ - . -- - 

I 

Notes by Remarks by Remarks by Orders by 
the relieved the relieving the the 

Serial I iem divisional divisional divisional Accountant- 
No. a c m t a n t  accountant officer General 

(1) ( 2 )  (3 (4) (5) (6 )  

1 Introduction about the charge: ;held (Names of sub-divisions with an 
indication as to whether they are having drawing account or imprest 
account should be given). 

2 Has Ihe relieved divisional accomntant produced a copy of the duty-list of 
each individual whose work hle is expected to supervise ? If so. auach 
a copy. 

3 Mention the date up to which diwisional cash book is written and verified 
by the divisional accountant. 

4 Mention the date up to which di.visiona1 adjustment-book is wriaen and 
verified by the divisional acoauntant. 

5 Mention Ihe month of accoum. up to. which monthly accounts of the 
d~vision have been submitted to audit 

6 What is the explanation from tha: relieved divisional accountant in case 
accounts for the past period am in arrears ? 

7 Up to what month of account the following monthly schedules/retums 
have been submitted to audit 2' 

(i) Form No. 88 
(ii) Form No. 76 

(iii) Form No. 103 
(iv) Form No. 105 
(v) Form No. 73 



-(In case of arrears the relieved divisional accountant should explain in 
brief the masons for arrears. Similarly, the relieving divisions[ 
accountant should specifically state the period during which schedule, 
which are in arrears may be expected by audit). 

What is the up-to-date position of monthly audit-notes and rejoinders to 
audit-notes received from ~e audit office ? Give monthwise derails of 
pending audit-notes and rejoinders thereto. 

What is the explanation from the relieved divisional accountant for delay. 
d any. in disposal of the above item ? 

What is the up-to-date position of outstanding inspection reports f m  t h e  
Accountant-General, Maharashtra ? Give details of outstanding pasas, 
yearwise along with the reasons for delay in settlement. 

What is the up-to-date position of outstanding inspection reports f r a  the 
Superintending Engineer or other higher administrative officer ? Give 
details of outstanding paras, yearwise, along with the reasons for delay in 
settlement. 

What is the up-to-date position of outstanding appendices to the inspectim 
reports, from the Accountant-General, Maharashtra ? Give details of 
outstanding appendices yearwise. 

What is the explanation from  he relieved divisional accountant for delay, 
if any, in disposal of the a b v e  item ? 

What are the important suggestions, points, etc., which were brought to the 
notice of the relieved divisional accountant during the course of local audit 
or through monthly audit-notes from the Accountant-General and which 
he would like to cmvey to the relieving divisional accountant for his 
guidance ? . . 



What is the position of subdivisional inspections carried out by the 
relieved divisional accountant ? Give the position of outstmding 

m 
PC inspection reports with the subdivisions along with the period during - which the next inspection should be carried out by the relieving g .  divisional accountant. 

16 What important suggestions the relieved divisional accountant has to make 
in regard to accounts-working in the subdivisions ? 

17 What is the up-to-date position of issue and receipt of monthly audit-motes 
to and from the sub-divisions 7 Attach a statement showing issue and 
receipt of outstanding audit-notes in subdivisionwise. 

1.8 What is the explanation from the relieved divisional accountant for delay, if 
any. in the issue andlor disposal of monthly audit-notes. 

19 Ifas the relieved divisional accountant completed review of measurement 
books ? If so, to what extent 7 In case. Ihe review is not done to the 
required extent the relieved divisional accountant should explain the 
reasons for non-compliance. 'Ihe review register should be handed aver 
to the relieving divisional accowant. 

20 Is there any case where tenders have been duly opened but cornparalive 
statement is still to be prepamd 7 If so, in whose custody the tenders: are 
at present ? Give details of such tenders. 

21 In whose custody the contracts and register of contracts remain in the 
office? By whom original contract files are handled in case of 
nccessity 7 

22 How many bills of contractors, suppliers, etc., are pending on the date of 
handing over. with thc persons whose work the divisional accountant i s  
supyosed to supervise 7 Give details of such bills with a clear mention 
of pending hills with the relieved divisional accountant along with reasons 
for delay in passing., 

23 Are there any Court attachments on contractor's/supplier's/Government 
servant's claims in the division 7 Give details of each attachment. 



24 Gi-ve &mils of major works where materials at site accounts are not 
mainmined by the subdivisions ? (The relieved divisional accountant 
shaiurd give a statanent showing the position of each work mentioning 
peliiord up to which scrutiny is done of succh a a o m ~ ) .  

25 Up to what month of account the following registers maintained in .account 
brand are completed and certified by the divisional accountant 7 

F]' Register of Major and minor w&s. 
(GI Register of fixed charges. 
(iii; Register of miscelPanwus sanctions. 
(iwJ Register of miscellaneous recoveries. 
(4 Register of audit-naes and inspection reports of sub- 

divisions. 
(4) Register of audit-notes f r a n  Accountant-General. 

(vii) Register of liabilities. 
(viii) Register of sanction to estimates. 
(ix] Register of revenue resouces. 
(XI Register of rents of buildings and lands. 
(xi) Register of c o n ~ g e n t  expenditure. 

(?u) Wegister of deposits. 
(xiu) Register of miscellaneous public works advances. 
(xiv) Register of interest 'bearing securities. 
(xv) Register of adjustments. 

(x$ Registe: of nppropriations. 
(xvu) Register of check measurements by the Executive bigineer. 

(xviii) Register of duplicale keys. 
(xix) Lcgister of ch ue and receipt books. 
(xx) ~ n t m c t o r s s  13ger. 

26 What are L e  wanting documents, cash vouchers, adjustment vouchen. 
schdul~cn, returns, due to Accountant-General, as on the date of handing 
over ch~rrge? Special suggestions, if any, in gegard to their early 
submissicm as also the efforts made by him during his tenure should be 
given by &c ~ h e v e d  divisional accountant. 



What.is the outstanding balance (along with the No. of items) in various 
registers, viz., purchases, miscellaneous P. W. advances, deposit and 
rent registers at the time of closing of monthly accounts immedia~ely 
preceding the month of transfer? State the effens made by  he 
relieved divisional accountant towards clearance of these balances 
since his taking over charge. 

What is the position of application for funds, distribution of allotment etc., 
as on the date of handing over charge ? 

Are establishment matlers dealt with in accounts branch ? Quote 
authoriity. if any, if a certain portion of establishment matter is t r a n s f e d  
to any other branch in the divisional office. 

What is the total number of establish men^ ermanent.  temporary. amd 
workcharged) in the division as on the date of handing over charge ? 

What is the total No. of clerks in accounts branch who-are dealing w i h  
establishment matters ? 

I s  the calendar of increments due to permanent, temporary and workcharged 
establishn~ent prepared and brought up-to-date as on the date of handing 
over charge ? 

Up to what calendar month the increments due to establishment have bean 
granted m e  Executive Engineer. If the increments are withheld 
cases of certain individual, such cases should be specfically mentioned. 

How many pension cases which are due for submission are pending or under 
correspondence as on the date of handing over charge 7 Give details. 

How many pay fixation cases are pending in the division which requim 
verification ? Give details. 





42 Have the repam of all the persons working in the accounts 
branch been written ? 

43 Arc: there any Government vehicles and moving machinery on the books of 
the division 7 Give de&. 

44 Areproform acwln~ts mrhuined for such mrachineryarid up to what period 
they have been submitted w audit ? In case, pro forma accounbs are not 
maintained or their submks.~cm is in arrears. reasons for non-canpliance 
should be stated. 

45 Are any log books mainmimed for Government vehicles? Are they 
verified by the relievedl d.i;uisional accountant at the time of local 
inspections 7 Any imprtmt pints, defects. etc., ndced should be 
mentioned. 

46 Are any registers maintained sH!owing details of expenditure incurred cn 
each machinery on acmunt of their purchases, repairs, purchase of spare 
parts. oils. etc. 7 

47 What is the total stock limit of uCde division ? 
48 Are the issue rates for aLt stack .material fiied 7 Up to what period 7 
49 Are the ledgers of tools and plant articles and scientific and mathanatical 

insuuments maintained in h e  di~isional office 7 Up to what accwnt 
period they Imve been vetifid by the divisional acmuntant ? 

50 Are dtere any cases of s+xtage.s o n  account of stock m a t e d ,  articles of 
tools and plant, xientitic and .m!athematical instnrments etc., which the 
relieved divisional accauntma w80uld like to pursue through the reliking 
divisional accountant ? 

51 Has che relieved divisional acmmtant to offer any special remarks in regard 
to stores accounts, checking or s:r~res, etc. ? 

52 Up to what period the foltowing, mud returns have been submitted to 
respective authorities ? 

(i) Stores accounts. 
(ii) Model indents. 

(iii) Pro forma accounts. 



53 Up to what period the following registers mainaed by h e  s t o c k - k v  
have been completed and verified by the divisional accountant 7 

(i) Register of purchases. 
(ii) Register of works for tools and plant 

(iii) Register of stock. 
(iv) Register showing purchase made without reference to central s t m n  

purchasing office. 
(v) Register showing repairs canied out to typewriters. 
(vi) Register of stationery. 
(vii) Register of measurement books. 

(viii) Register of forms. 
( i )  Register of cash-books. 

54 Does the division manufacture any materials borne on stock 7 If so, w h r  
accounts are kept thereof and for what period these accounts urn 
maintained and certified by the divisional accountant 7 

Relieved 
Divisional 
Accountant 

Relieving 
Divisional 

Aaountant 

Executive 
Engineer 

Deputy 
Accountant 
General (W) 



FORM 3 (P. W. 509) 

REGISTER OF TRATYSFF.RS AWAITED 

(Referred to in paragraph 54.3) 

Year . . . . . . . . . . . . . . . . . .  
I 

Reference to 
correspondence 

etc- 

(1) 

Rs. P. Rs. P. 

Particulars 

(2) 

Name of work or 
head of account 

(3) 

*Estimated 
amount 

(4) 

Probable 
date of 
adjust- 
ment 

(5) 

Dated 
initials of 
divisional 
account- 

ant 

(6) 

Reference to 
adjustment 

Dated 
initials of 
divisional 
account- 

ant 

(9) 

Month 
in which 
adjusted 

(7) 

Re- 
marks 

(10) 

Amount 
adjusted 

(8) 



FORM 4 Vry. 7) 

CHALAN 

[ Referred to in paragraph 6.1.4 (b) ] 

Treasury/Sub-treasury . 
Chalm of cash paid into Ihe --------------------------------------at -------------- 

State/Resrve Bank of India 

I I Head of I 

To befitled in by the rtmifter 

By whom tendered (Name) 

Name <or designation) and 1 - 1  account 1 

To be filled in by the departmental 
oficer or the treasury 

c address of the person on 
whose behalf money is paid. Order to the Bank 

Correct. Receive mid grant receipt. 
I 

FixU particulars of the remittance and the authority (if my) Amount 
Rs. P. 

I 

(In wordr Rupees) 

Date 

Signature and full designation of the 
officer ordering the money to be paid. 

Total . . 
Signature. 

Received payment 
Treasurer. 

To be used only in the case of remittance 
to bank through an officer of the Govem- 
ment. 

Accountant 
Date 

Treasury Micer/Agent. 



Particulars 

Notes (with details) 

-- 

Cheques (with details) 

Nares.--(l) In case of paymenu at the treasury, receipts for sums less than RS. 500 do nat require die signature of the treasury officer but only of 
the accountaxit and the treasurer. Receipts for cash and cheques paid for senice stamps should always be signed (Rule 120 of the Bombay Treasury 
Rules) by treasury officer. 

(2) Particulars of money tendered should be given. 
(3) In cases where direct credits at bank are permissible, the colunln "Head of account" will be filled in by the treasury officer or the accounts officer, 

as the case may  be, on receip of the bank's daily sheet. 

Carried over . . 

Rs. 

.- 

Toml . . 

Brought forward . . 
Coin 

P. 

-- 

-- 
-- 

Rs. 

-, 

3 
00 

P. 

- 
-- 



- 
ZzOlM 5 (P. W. 643) 

pkTl T R A N ~ ~ R ~ ~ L ~ )  

RECEIPT FOR PAYMENT TO GOVEFWdEhT 

(Refemd to in paragraph 6.3.1) 

Book No. Receipt No. 

Place Date 

the sums af 

Signature and 
designation of the receiving officer. 



FORM 6 

(Referred to in paragraph 6.3.1) 

Government of Maharash tra 

Cash Memo 

, .......... .Division. Date 

.Sub-Division. . . . . . . . . . . .  
Book No. Receipt No. 

Name and address of customer 
I I I 
I Particulars /Quantity 1 Unit 1 Rate Amount 

Sales tax 
Total amount 

Total amount in words 
Entered in cash book. 

Salesman. Divl. OfficerISub-divl. Officer. 

N. B. (1) Goods once sold will neither be replaced 
nor taken back. 

(2) Government's responsibility cea'ses as soon as 
the goods leave the premises. 

I FORM 6 

(Referred to in paragraph 6.3.1) 

Government of Maharashtra 

1 CASH LMEMO FOR GOODS SOLD BY GOVERNMENT 

........... I .Division. Date 

........... 1 .Sub-Division. 

1 BoOkNo. Receipt No. 

I Name and address of customer N 
P 

Total amount in words 
Received the above amount. 

Salesman 

I Particulirs Quantity Unit Rate 

Rs. 
Sales tax 
Total amount 

N. B. (1) Gocds once sold _will neither be replaced nor taken back. 
(2) Government's responsibility ceases as soon as the goods 

leave the premises. 

0 
Amount 

P. Rs. P. 



FORM 7 (GEN. 250) 

REGISTER OF CHEQUES 

(Referred to in paragraph 6.3.2) 

Serial 
No. 

(1) 

From 
whom 
Recd. 

(3) 

Date of 
receipt 

(2) 

Name of the 
bank and cheque 

No. and date 

(4) 

Divisional 
officer's 
initials 

(9) 

Remark 

(10) 

Date of 
adjust- 
ment 

(8) 

Amount 

(5 )  

.On what 
account 
to be 

Rs. 

Date of 
despatch 

to the 

P. 

credited 

(6) 

bank 

(7) 
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FORM 8 (P. W. 585) 

I RECEIPT FOR PAYMENT TO GOVERNMENT 

T. R. Book No, 

Division 

Sub-division 

Received from 

Rs. 

on account of 

Cashier or Head Clerk 

Receipt No. 

Place 

Date 

the sum of 

Signature and 
designation of the receiving 

officer. 





FORM 10 (P. W. 488) 

I CASH BOOK 

(Referred to in paragraph 6.6.1) 

I Notes printed on the Fly -leaf i 
1. The cassh book contains womoney 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 chest, 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 fromueasury" 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 
b-jt not in the column for payment, a counter reference being given in either case against the original 
entry in h e  cash bwk. 

2. Every entry must be wncidse,; The date, the number of voucher, if any, the the name of 
the work, and such a brief narration as will indicate unmistakably the nature of the transaction must 
be entered against each item. The amount debitable or creditable to each separate work. head of 
account, or wntrdctor or &her penon should be entered separately, and the amounts to be posted 
by the divisional office into the abstract book or schedules of account under eachprescribed 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 acwunt 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 011 toura cheque issued 
by him, whilst in camp, is entered in the cash book maintained at his headquarters on a subsequent 
date, the actua! date of issue of the cheque should be noted in the cash book as the denominator of 
a fraaion the numerator of which will k the date on which the transaction js incorporated in the 
book. A similar procedure should be obsetved when the double transaction relatin to :he 
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 treasory from the subordinate, as prescribed in paragraph 6.3.3 of the Code. 

4. It is a serios irregularity to draw cheques and deposit them in the cash chest at the close of 
the year forthe purpose of showing the iull amount of grant as uti!ised or to keep the cash book open 
after the 31st of March and make disbursements in April entering them in the cash book as having 
been 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. ?hey 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 i t  



-6. Whenan imprcat is rvlt given the fact thould be noted in red ink. in the ogh book of $6 

disbursing officer givingit, in the column "To whom paid" but the amount should not be entered. 
ar an actual payment, as it will atill form r portion ofthe calh book balance of the disbursing officer . 
mrking the advance. E[E?lowvsr, a cheque i s  dnwn, its unount must be shown on bcth ridel of 
the uah book, vidc nots 1 rbova. Any aubsequcnt increrrcr or deorsraea in the amount should 
ba notcd nimilarly, the inmasel on the payment ~ i d e  and the  decrease^ on the receip aid& 

' 7. hopsting transactions from imprest accounts the recouping disbursing officer should mtcr 
in hia cash book only the total for each wok or heed of account as brought out in the abstrad, which 
should be propand in his own office, on the reverse of the imprest account. 

8. All payments muat be debited atonce lo the work or service on account of which they IIB 

made. Money advanced to a subordinate for disbursement to labourers, ere,, at a distanca ahould 
be noted in the cash book in rsd ink aa a temporary advmc4, in the manner followed when regular 
imprests are fiot made ; and when the subordinate returns the duly anified muster d s ,  etc., with 

' 

the unpaid wages, if any, the amounts actually paid should be debited to the works or services 
concerned, the mount unpaid beizig returned into the cash balance. A similar procedum should . 
be &sewed when the disbursing officer movea  cashfrom hir chest and takes it with h h  bn tout 
for diaburscment. 

9. When an advance on transfer is made to (I dwemment aewant from the cash in the hands 
of the disbursing officer pending ncoupment hhen the bill is encashed subsequently, the amount 
thus advanced should not be entered as a find m r a c t i m  in the cash book but recorded as r 
temporary advance so that th: amount may cmtinue rn form part of the cash balance for whichthe 
disbursing officer is respbnsible. t 

10 The procedure for dealing with time-expired, cancelled and lost cheques is  presqibed in 
. paragraphs 6.2.13 and 6.2.14 of the Code. + * 

*I 

. 1 1 The cash balances, at the q d  of the month, shouldbe detailed in a note at the foot of the cash 
book under the following items :-- 

Rs. p. 
Cash in chest . . . . . . . . . . . , . . 
hprest, with . . . . . .  . . . . . . . .  

'Temporary advance with . . . . . . . . . . 
Advance on transfer to . . . . . . . . . . I .. 

Total cash balance ,'. 

12. If the disbursing offi~rdraws on more than one district or sub-treasury orthe bank, thetotal 
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 possiblenolines should 
be left blank, but if any space on a page of the cash book has to beleft blank ow&g to the whole of 
the other page of the samc 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. Interpolation of entries should be avoided, as far as possible, but when it becomes 
necessary to make any entries between two ruled lines or to make any additions to, or interpolations 
betwttn entries already made, such additions should invariably be attested by the datd initial of 
the disbursing officer. 
A--88-17-A 



FORM 10 (P. W. 488) 

. >  . , (Referred t o p  paragraph 6.6.1) 
I / 
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h 

FORM11 (P. W. 484) 
CASH BALANCE REPORT s 

[Referred to in paragraph 6.6.61 
Part 1 .--Statement of the aclual balance of cash the' hands of > 

on the-y of 
and of imprests and temporary advances wdh 

subordinates. 
1 I I b .  

. Description 
I 

Remarks and explantion 
for large balances, etc. 

+As detalled below .-- 

- I 

~artl1.--f&einent of imprests and temporary advances wth subordinates 'on the 
dar of 

1 

Amount of Explanatian when an imprest 
Name and designation of + impre& or exceeds the prescribed maxi- , 

subordinate temporary mum of Rs. 1,000 and 
advance authority for rising or 

reducing the imprest . 

, (I 

Tptal . . ' I  d 

0 

t Imprests and temporary advances shwld be detailed separately. 
. -7 

1, 

(Sig~ture)  , I 
Dated. (Rank) 1 i 

' ?  

, 

' 1 



I 

FORM 12 (f. W. A89 

IMPREST CASH ACCOUNT 

(Tleferred to in paragraphs 6.6,9 and 6d.12) 
* .  

(Thir form ir printed in two foils and bowd in book form) 

Note pri\nted un the Flpleat 

. . 1. Govcmmenr servants entmstd with imprcsta or temporary advances should maintain and . ' 
I ' render accounts of thcir disbursements therefrom in this form, , 

2 The round sum with which an impfest cash account is opened should be mtend atonce in 
n d  ink in column 5, "Total". The due and manner of the remittance, and, if recouped by cheque 
and chequq book number should also be entered, qolumn 3 being utilised for the latter 
purpose. The disbursements from this imprest should be entered daily as they are made, clearly 1 
end in full detail and from time to time as thc imprcst-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 imprat it Y dl the account should be closed and balanced, the right-hand a d  half-pay bein8 - 1 
cut off and m t  to the disbursing officer, and the caunterfoilhtained by the imprcst-holder. The 
account should be supported by vouchcr in propr fonn, for each payment, numbered and attached 
to the aecount so as to cvmspond wllh the ~rder  ~f the cnfries m column 2, '%uchcr No." 'The 
sume nceivcd, ffom rime to Lunc, in recoupncnt of the imprest should be entered in column 5 in 
red ink m the same w-y as the fixed amount with which the acmunt was fint opened. 

' 1 
3. The account should not contain any entries of receipts other than .the opening entry of the 

. 1 
fixed imprest and the subsequent recoupments of expenditure, or any entries of expenditure other 
than those paid directly by the imprest-holder himself from the amount of his imprest. I 

4. Money received by imprest-holders on behalf of Government is not to be mixed up with their 
i m p s t  cash, or brought into the imprest cash baok, but should be disposed of in the manner 
prescribed in paragraph 6.3.3 of the Code. 

5. To facilitate the abstracting of charges by the recouping disbursing officer theimprest-holder 
must invariably enter in column 3, along with other particulars of payment, the name of the work, 
etc.. to which each pyment 1s debitable and also the name of the contractor or other person, if any. 
fmm whom the amount paid is recoverable. Column 6 is intended forthe head of account to which 
each payment dates and should be left blank by the imprest-holder. The date and manner of 

' recoupmerit, and, d 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, 

~ 
nylucilon, orwithdrawl, when such ocmrt When the account is incorporated in his own cash book, . 
it should benumbered to correspond with the voucher number quoted in the cash book, soas to be 
readily traceable from it. 

(I 

' 6. , Temporary advances should also be accountes for in this form, but the account of these 
advances should be quite distinct f r m  those for imprests. 



! FORM 12 (P:W. 485) 

IMPRESF CASH ACCOUNT 4 
i 

[Rcfomd to in paragraphe 6-69 and 6s6,12) 
I 

Itnprest cash accowu of. . . . . , . . . . . , . . . , . . , . 

t 
Abstract,of charges 

, NB.--This abstract wjll be printed at the'back of each form and should be filled in 5y !be sub . 
. divisional officer when the imprest-holder recelves money irom him and in other cases bv the 

divisional officer. 



, , 
FORM 13 (P. W. 508) 

Chequez 
REGISTER OF BOOK 

,I Receipt - 

[Referred tb in paragraph 6.7.51 



- - 
. 

FORM i 4  (P. W. 532) FORM 14 (P. W. 532) 

TRANSFER ENTRY ORDER - TRANSFER ENTRY ORDER 
- I .  - .. - 

I . .  
(Referred to in paragraph 7.1.2) [ ~ e f e d  to in paragraph 7.1.21 

Dated ' No. Dated 
No. - / ' Adjusted vl the accounts for. .'. . . . . . . . . . . . . . . . . 

Particulars of the transaction-- 

Reasons for  transfer. 

'Particulars of the 
transaction with 

h) 
V1 
- t  

Dated signature of bated signatlare of the Dated signature and . 
hesional Accountant. Divisional Officer. - designation of the 

initiating officer. 

* 

To be credited to 

. . - To be debited to 

1 ,  

*A transfer entry should set forth such explanatim of the Correction or adjustment , 
- Initials of the officer proposed tp be made as would establish clearly the correctness and necessity of the entry.* In 

initiating the transfer entry cases of corrections involving a reduction in the charge: against the estimate of a work, it is 
essential not only that full particulars of the vouchers and accounts in which,the erroneous 
charges orighMly appeared are ~pecified but also that the circup~lstances in which the charges 
we= auocated'wmgky under the estimate for h e  work are set forth clearly. it is not 
sufficient to state that the charges were erroneously classified previously. I , 

. , , .  
I 

< - * &  - - - -  - - - - -  _ &  1 
L.. 4 ' I G . - +  - - - -  - <= . _ I I  _ 

d 

L * A 

Rs. 

< 

P. 







STATEMENT SHOW$ PARTICULARS OF OCCUPATION b~~ GOVERNMENT RESIDENTIAL BUILDINGS 
(INCLblDlNG LEASED RESIDENCES) FOR THE MONTH OF. . . . . . . . . . . . 

. I 
meferred to in note 5 below paragraph 8.3,41 I 

Remarks 
- 4 

(8) 

e 
.4. 

e 

. 4  

L 

. . 

-' - 

If rent-free 
authority for 

rent-free 
occupation 

0) 

. , 

I - 

. Emolumentg 
for the month 

'. . 
(6) 

Peaiod of 
campation ' 

( 5 )  

Item 
No. 

(1) 

. +  

Designation 

(4) 

, Particulars of 
residential 
buildkg 

I 

I/ 
Name of occupant 

(2) (3) 

3 

1 

. - 





. . 
1 

a 

*FORM 19 (P. W. 501 or 502) 
*. 

- REGISTER OF REVENUE REALTSED - - I 

.. T 

[Referred to in paragraph 8.5.11 

. g Name of system : +Major He& : 

Amot~nt brought forward 
from last month. 

Transactions of the manth 

Total up-to-date carried over 
to the follou*g month. 

4 - Y - + * -  



. . '. 
. . . . . . 

, 

3 

t 

. 8 

' t-3 
Cn 
4 . 

. . 

- .  

, *This form is also used for Gaintaking the detaild accounts of--(l) Refnnds of seveme. and (2)  kips and -eriq cm axomt . . . , 

?When a major head is divided into pa-, eg., the head XXXIV, a separate of revenue ~sfiodd be Ire@ far cixh pas. &&p 
pertaining to (a) Military Engineer Senices 'works. (b) Indian Air Force wonks, (c) Posts and,T- works. and (d) Ar&mIagicd 

. . - works r e f e e  to in paragraph 22.4.6 'should be posted in separate registers for each itern - .  , 

*The& columns are intended for the minor heads (and detailed heads, if any) s n b o r d i  tothe minor head concemed. The examples given 
. . are those relating to the major head XXXV. 

. . BTo be used only respect of projects for which capital and revenue awrounts are kept 
- - 



L 

FORM 20 (P. W. 504) 
REGISTER OF R m  b~ BUILDINGS AND LANDS 

Referred to in pyagraph 8.5.51 . - 

Register 
number of 
building 
or land 

Particulars of 
P'-='Pe*Y 

(including class 
and name in dase 

of buildings) 

By whom occupied 

Pay and 
Name, rank and allow- 

office ances 

Standard rent 
(in red ink) 

- Total . . 

(1) 

Dated initials of the divisional accountapt Dated initials of the divisional officer 

April and so on 

(2) 

Arrears 
from 
last 
year 

(7) (3) 

*I£ the= be an) i t a s  of minus realisations (no& below paragraph 8.5.7) dumg a month, the figures to be entered against " C " ," A " and " T " 
should be divided intG2items each--i.e., (1) Gross, and (2) Deduct--refunds, soas tofacllitatetheposting qf the registerof refunds of revenue (paragraphs 
8.5.1 and 8.5.2'). 

Abstract of total realisations 

. +The entry made in this column under each month should me made m black ink and underneath it be noted in ink of another colour. amount . d s e d  
during the year up-to-date. 

0 

Assess- 
ment 

(8) (4) . 
Rs. 

* 

Recoveries how effected 
S 

*C Cash r d s e d  in the dlvlsipn . . . . . . . . . . . . . 9  

-*A Rewveries in the Defence. Posts and Telegraph and Railway accounts circles adjusted in the divisional* 
accounts. 

. . . .  *T Recweriespnder other accounts circles . . . . . . . , . . . . 
Total 

fReali- 
' sation 

(9) (5) 

1 

Rent of 
buildings 

Balance 

(10) (6) 
Rs. ' 

Other 
rents Total 













9 
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I 

FORM 26 
L. 

BIN CARD 

Maximum stock-- b 

Minimum stock-- 

Ordering level-- 
, 

from-- . 
# ! I  

Signature of the issuing officer 
h 

, , 

. Date 

(1) 

t 

I 

"Reference to 
statement of stock 

receiptslindmt for stores 

(2) 

Quantity 
Balance 

Q 

In 

(3) 

Out 

(4) 

Initials 
store keeper 

scetional 
officer * 

(6) 

Remark . . 

0') . 

- 





I . .  



SUMMARY OF S,TOCX RECEIPTS 

[Referred to in paragraph 9.2.301 

Division-- Name of sub-head-- Month-- . 

Serial 
No. 

. (1) 

s 

~ ~ f ~ : - - l \  sqante sudsy should b. \prepred for each subhead of stock and the value of d the sub-heads I abstracted on &other .beet. 
I 

Remarks including reference to voucher . 
in h e  case of items paid for . 
' d u ~ g  the month 

(5 )  

- 

, - 

. . 

/ 

Value deb~table to ' ' 
smck - 

(43 

. Date . 
(2) 

- . .  

C 

-. 

No. of statement of 
stock receipts 

(3) 





0 
. 

FORM 31 
6 

STOCK LEWjER 

[ R e f e d  to in pmgnrpti 9.2.321 Article-- . -- .. 
Maximum-- - ' A Minimum-- 
Ordering level-- 

Subdivision-- Code No.- 
Unit-- 

.% 

Seaion-- - 

Issue 

Serial 
No. 

(1) 

Balance , 

Reference to peymmt 
voucher or 

adjustment of debii , 

Date 

, (2) 

Initials of 
poster 

From whom receivdl 
to whom issued 

- (3) 

Quantity I excess/shm 
amount paid, if 

No, of statement 
of stock receipts1 

indent for 
stores T 

(4) 

Initials of 
, tfic divisional 

acwuntant 

(qo) (11) ' (12) (13) .(14) 

' Value 

I any, relates ; . 

Remarks hicluding 
' reference to 

ierial No. of , 
item to which . 

\O 

Receipt 

@anti@ 

Quantity 

(5)  

Value ' 

Rate 

(6) 

No. Date . 

. Value 

(7) 

Inci- 
dentals 

(8) 

Total - 

(9) m h) 







1 
- - - -- 

7 

FORM& . 
= r? INDENT m R  TOOIS ANID PLANT - - 

Referred to in paragraph 9.3.51 - 
NO. 
Date-- 

- Division-- 
* 

Sub-Division-- 
Division 

Indent of tools and plant on . . . . . . . . 
Subdivision 

Unit 

(5) 

Quantity 

Indmed Issued 

; Ql1 . (4) , 

Serial 
No. 

(1) 

. Name of ayticle* 

(2) 

- 
Rate 

(6) 

*The articles to be entered in column p) should be grouped by the prescribed sub-heads of classification, vide paragraph 9.3.7. 
tThe entries in res&t of articles h t  or sent out (vide paragraph 9.3.3) should be distinguiihed from others by a suitable remark in 

this column. 

s . - - 
- 4  

, 

Amount 

0) 

* 

T. and P. 
ledger 

folio No. 

(14) 

I 

Date of receipt 
and signature 

of the 
receiver 

(13) 

Name of person 
to whom the 
articles are to 
be delivered 

% 

(10) 

Dated 
signature of 

the divisional, 
accquntant 

(16) 

Dated 
signature of 

' the ledger 
keeper 

(1 5 )  
C 

Remarkst 

(17) 

. . 

Head of 
, account 

(8) 

Dated 
signature of 
indenting 

officer with 
designation 

(11) 

Name of workljob with 
name of contractor from 

whqn value is recoverable . 
(9) 

h, 
4 
h> 

Date of issue 
and signature 

of the 
iupplying 

officer with 
designation 

(1 2) 



/ Year ending September 

FORM 35 (P. W. 531) 
REGISTER. OF TOOLS AND PLANT 

[Referred to in paragraph 9.3.71 
Part I.--Articles in hand ' , 







FORM35 (P. W. 5311--cbnld. 
0 .  

Part Ill .--~horra~& awading adjwtrnent 

'Serial 
No. 

. ,. 

. - ' (1) 

. . . 
. . 

i ' - 
J 

. . 

Cenified . (I)  that part I of this return iS complete account of all imperishable amcles for whichthis account is required to be maintained under 
padgraph 9.3.2 of the M e ;  (2) that. ,with the exceptidns noted, the articles shown ii Part I of this return have, during the year ending September, 
been counted by me o r  the persons named below (3) that. I have satisfied myself that the closing belance of part 11, actually represents articles lent. 
or  sent out for repairs which a u l d  not for good reasons, be Mumed by the end of Sep~mber .  and (4) that the shortages detailed in part m a r e  receiving 

. 
attention; and delays of more than three months in the clearance of individu+ items have been explained againsithem in column (6). 

- ., 

Signature of Sub-divisional Officer. 
>. . . . 

Date . . - Signature of Divisional Officer. . 

'" Name of person. 
or division . 

' (2) 
. . 

Name Gf article 

(3 

Number found 
short ' ' 

' (4) 

w - <I 

: Reference to  recovery 

o r  
write off 

(5 )  

. . 

. 

Remarks including action , 

taken for the clearan& of ., 

shortage outstanding for 
. more than 3 months 

(6) 

, 

. - 

. . 
. . 

d 





FORM 37 (Y. W. 437) 

P LEDGER FOR TOOLS A m  PLANT 
! 
do 
7 - [Referred to in paragraph 9.3.91 
'? 
m 

~ m t h  and 
date 

(1) 

Voucher or 
indent 
No. 

(2) 

Descnpt~on 

(3) 

Rece~pts 

(4) 

Issues 

(5 )  

Balance 

(6) 

Remarks 

0)  



FORM 38 (P. W. 576) 

MEMO OF REVIEW . 

[Referred to in paragraph 9.3.91 

Division-- 

Dated Initials of 

Monh of account 

accountant officer 

(1) (2) (3) 

. . . .  April . . . .  

May . . . . . . . .  

June . . . . . . . .  
4 

July . . . . . . . .  

August . . . . . . . .  

September . . . . . .  

October . . . . . . . .  " i  
November . . . . . . . . .  

. . . . . . . . .  December 

January . . . .  . . . .  

Februaiy . . . . . . . . .  
I 

Remarks 





FORM 40 (P. W. I) 

NOMINAL MUSTER-ROLL 

[Referred to in paragraph 10.2.21 

Division-- 
Shb-division-- 
Deparunental head-- 
Service head-- 
Period-- 
Cash-book Voucher No. 

Nominal muster-roll No. of daily labour employed on 
- - - - 

1s&ed to the Sub-divisional Officer, on 
Divisional Accountant. 

lssued to the Mistry/Karkun i/c on 

Clerk Siib-divisional Officer. 

Completed M. R. received in the sub-divisional office on 

Clerk Sub-divisional OTficer. 

ALLOCATION AND DATES OF PAYMENT 

Total Serial 
No. 

Amounts pald on 
a Name of work 

Total . . 

Unclamed 
wages 



Part-1--Nominal Roll 

2. Checked aiithrne tically and found correct. 

Description 

(1) 

Dale : Clerk. 

Dated signature of the person maintaining 
the muster-roll. 

1. Compared with daily labour reports and found correct. 

Fathef s name 

(4) 

\ 

Serial 
No. 

(2) 

Names (grouped according to 
Classes) 

(3) 



283 

Part I--Nominal Roll 

Dated signature of the 
Sectional OTTicer. 

Res~dence 

Duly Total . . . . 

Dated initials of person 
marking the attendance. 

Dated initials of the ins- 
pecting officer. 

Dates 





Passed for Rs. ( 
(Signature) 

I Dated (Rank). 

Grand totai of this muster-roll . . . . 
Deduct :--Payment no; made, as per details 

transferred to register of arrears--Part 11. 

Balance paid (in words) Rupees. 

Dated (Signature) 
(Rank). 

(Part 11--Details of unpaid wages to be transferred 
to the register of arrears of wages) 

Senal No. Name Father's name 

Reference 
Residence No. of days Rate Amount to the page of 

the register 
of arrears of 

wages 

Total arrears . . 

Dated 
(Signature) 

(Rank). 



286 

Purr Ill--Delails ofmensurements of work done by the labour 

1. Measor-ments were recorded by (name and denignatignj in mc=surzmenr h k  
Nu. pages iu~d checked i0 % by the sub-divisional officer 
on 

Description of Deduct 
wcrk :.'each distinct q~iantity 

uped by sanctioned 

2. Certified that the e x ~ n d i t u r e  incurred is commensurate with the outturn. 

sub-head where 
necessery 

(1) 

Dated signature of the overseer. 

Compared with measurement book and found I Approved. 

(2) 

I 

correct. 

Dated initials of the clerk. Dated signature of the S. D. 0. I 

last 
muster 

roll 

(5) 

Dared initials of !he clerk. 

(5 )  (4) 

I 

Transact~on of roadside material entered in 
the statement of receipts, issues and balances 
of road metal. 

Dated initials of the clerk 

Expenditure entered in the register of 
expenditure and liability and in the 
works abstracts of the respective works. 

Note.--Co!umns (2) to (4) to be filled in when the work is susceptible of measurements. 

(6; (7) 



FORM 41 (P. W. 617) 

REGISTER OF NOMLFdAL MUSTER ROLL 

[Referred to in the note below paragraph 10.2.21 

Divisional 
'To whom issued Reference to Used for accountant's 

the le~ter --- 
S. NO. Indent Date Marm~e Dated initials acknowledging 
of the No. of of the the receipt C. V. No. Amourit Sub-divi- 
muster with issue di\,isional ji forms are and sional 
roll date accountant sent by post) month officer's Re - 

or initials of the init~als marks 
persons to 
whom issued 

(1) (4 1 ( 5 )  ((5) (7) (8) (91 

I 7 I 

I 

I 



FORM 42 (P. W. 439) 

DAILY LABOUR REPORT 

Referred to in paragraph 10.2.3 (d)] 

Daily report for the day of 

To--'he S.  D. 0. 

Signature of subordinate. 

Work on which 
employed 

. . 
Sub-division 

Kind of labour with rate of wages Approximate 
quantity of 
w o k  done 



FORM 43 (P. W. 108) 

REGISTER OF ARREARS OF WAGES 

peferred to in paragraph 10.2.3 (e)] 
Name of work-- 

Dated 
initials 
of the 

S. D. 0. 

(14) 

Voucher to 
which the 

a m =  
pertain 

C. V. 
No. 

(1) 

Period of 
muster 

roll 

(3) 

Month 

(2) 

Descnplon 
of labour 

(4) 

Daily 
rate 

(10) 

S. 
No. 
as 
per 
M. 
R. 

(5)  

Name 

(6) 

Amo- 
unt 

(11) 

No. 
of 

days 

(9) 

Father's 
name 

(7) 

Residence 

(8) 

Voucher 
under whlch 
arrears a= 

~ a l d  

C. V. 
No. 

'(12) 

Month 

(13) 



FORM 44 (P, R'. 19)  
BILL FOR ARREARS OF WAGES 
Refcrrcd w in paragraph 10.2.3 (f)] 

Division-- Cash-book Voucher No. 
Subdivision-- Month 

Name of work 

(1) 

Folio 
No. of 

the 
arrears 
regis- 

rer 
(2) 

Voucher to 
which the 

arrear pertains 

(3) 

&scriplion 
of labour 

(4) 

S. No. 
as per M. R 

( 5 )  

Name 

(61 

Father's name 

(7) 





FORM 46 (P. W. 412) - 
FIRST AND FINAL BILL 

(Referred to in paragraph 10.2.10) 

Cash-book Voucher No. 

For 

Name of conuactor/pi~e-worker/ 
supplier 

No. of 

Name of work-- 

Transaction of roadside materials 
entered in the statement of receipts, 
issues and balances of road metal. 

Clerk Accountant. (For use in Accountant 
General's office) 

Audited Reviewed. 

[For use in divisional office] 

Checked Auditor Superintendent 
Gazetted Officer 

Accounts clerk. Divisional 
Accountant. 





FORM 47 (P. W. 410) 

Transactions of toad side materials 
entered in the siatement of 
receipts, issues and balances 
of road metal. 

RUNNING ACCOUNT BILL 

( Referred to in paragraph 10.2.1 1 ) 

Sub-division-- = 
Cash-book Voucher No. 

for 

Namc of contractor 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 commgnce 
work-- 

Date of completion as stipulated in 
the contract-- 

Extension granted up to 

Dzte of actual completion of 
work-- 

Clerk. Accountant. 
Contractor's ledger folio No. 

[For use in divisional office] 

C'i;!xked. 

Divisional 
Accounts clerk. Accountant. 
A--88-20-B 

[FOP use in Accountant- 
General's office] 

Audi led. Reviewed, 

S uperintenden~.. 
Auditor. Gazetted officer. 
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Port I--account of work wortcuted 

1:igure (D) in words 

Advance payments for work Quantity 
executed 

up-to-date 
as Per 

measure- 
ment 
book 

(4) 

Total 

done 

T d  as 
per 

previous 
bill 

(1) 

- 

Itans of wok (gmped 
under sub-heads or subworks 

of estimate) 

( 5 )  

n a  yet 

Since 
previous 

bill 

(2) 

(D) 

measured 

Total 
up-to-date 

(3) 

(u) 



296 

Bart I--contd. 

Remarks [with Reasons for 
delay in adjusting paymmu 

shown in column (1) ] 

(10) 

Rate Unit 

(7) 

of w d  

(6) 

Total 
done to date. (A) 

Dedvct value of W& 

shown on previous 
bill. 

-" . 
Net value of work 

since previous bill @) 
Figure (F) in words. 

- 

value 

Payment on the basis 

. 

of actual 

Up-to- 
date 

(8) 

measurements 

Since 
previous 

bill 

(9) 



Part II--Accowrt of secwed odvances allowed on the security of materials brought 
to site 

Quantity 
out- 

stand~ng 
from 

previous 
blll 

(1 

Full rete 
as assessed 

by h e  
divi- 
sional 
officer 

(4) 

Description of materials 

(5) 

Deduct 
quantity 
utilized 
in work 

measured 
since 

previous 
blll 

(2) 

Quantity 
out- 

standing 
including 
quantity 
brought 
to site 
since 

previous 
bill 

(3) 



Unit 

(6) 

Total amount 

Reduced rate at 
which advance 

is made 

(3 

! 

outstanding as 
per fhis bill. (c) 

Deduct--Ammnt outstanding 
as per entry (C) of previous 
bill. 

Net amount since previous bill 
(El 

Figure Q in words. 

Up-to-date 
Amount of 

advance 

(8) 

Reasons for 
nar-clearance 

of advance 
when wt-  

standing for 
more than 

three months 

(11) 

1 

Reference to 
divisional 
officer's 

wriaem orders 
authorising 
the advance 

No. 

(9) 

Date 

(10) 



.Par1 III--Cen~pcales and sig~rures 

ffitriea in columns (4) to (9)) of part I are based on measurements recorded 
(namea md designdon) 

by-, 

a in M. baok No. Pages and 
cfiedred % by I& SubDivisional Officer on . 

2 Ccdfied (I] that in addititon to and quite apart from the quant~ties of work actually executed 
rs shown in column (4) of L .some work has been actually done in connection with several items . .  . 
and the value of such work (rlfter deducting therefrcm the proportionate amount of secured 
edvan~* if any, ultimately recoverable on account of h e  quantities of materials used therein) is in 
no cam: less than the advance pajrments as per column (3) of part I, made or proposed to be made 
for the comrmimoe of the contlractor, in antic~patlon of, and subject to the results of detailed 
mmsuT~anmts, which will be made as soon as possible. 

3. C h e d  (i] that the plus quantities ofmatends shown in column (3) of part IT above 
have becn M y  bmught by h e  mtraaw m the slte of the work and the contractor has not 
pnviaisly nxeived any advsncc on heir security (ii) that these matenals are of an imperishable 
nature uyf are all required by the cantractor forzlse in the work in connection with items for which 
rites for f ished work have been eg~ted upon, and,(iri) that a formal agreement in form 50 signed 
and exec?ltcd by Ihe ammaor in aceordance with paragraph 10.2.19 of the M. P. W A. Code,= 
reoaded lin UR QVirimal offia. 

Dated signature of 
officer preparing the bill. 

Dated dgmmn af ,he concontractor. Dated signature of 
officer iluthorising payment. 

+ %is aignatwe ir necessary anly when the officer pmparing the bill is not the officer authorising 
Pym-' 



Dated 
Witness. 

Full signature of the contractor 
Paid by me, vide cheque No. dated 

Part IV--Memorandum qf payments 

1. Total value of worlt actually measured, as per pan I, column 8,  entry (A). 
2. Toul up-to-date advance payments forwok not yet meesured as per pan I, 

column 3,  entry (B). 
3 .  Total up-to-date secured advances on searity of materials, as per pan II, 

column 8, entry (C). - 

4. Toul (Items 1+2+3). 
5. Deduct--amounts withheld : 

Dated initials of the person actually making the payments. 

Part V--Remark 

* Here specify the net a m m t  payable (Item 8(c).l . - D.!d inidale i ~ f  the 
disbursuig officer 

Received Rs. ( 1 as per above- 
memorandum on account of this work. 

Rs. 

chequelcash 

[This space is resewed for any remarks the disbursing officer or the divisional officer may 
wish to recordin respect of {he execution of the work, check of measurements or the state of 

P. 

(a) From previous bill as per last 
running account bill . . 

(b) From this bill . . . . 
6. Balance,i.e.,up-to-date (Item 4--5) (K) 

payments. 
7. Total amount of payments already made as per 

entry (K) of last ~ n n i n g  acmunt bill No. 
of forwarded with account for 

Figures for 
works 

abstract 

contractor's accounts.] 

Rs' 

I5 
P' 

Pay Rs. ( 

8 .  Payments now to be made, as 
detailed below :-- 

(a) By rec overy of Rs. p. -1 
amounts credit- 
able to this 
work :-- 

- 
Total 5 (b)+8 (u) (G) 

1 "' 
By recovery of 
amounts credit- 

(b )  able to other 
works or heads 1 Ib) 
of account. 

(a) By cheque 

Total 8 (b)+(c) (HI 

1 by 

Rs. P. 

I 
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FORM 48 (P. W. 409) 

HAND RECEIPT 

(Referred to in paragraph 10.2.12) 

Sub-division-- 

Name of work-- 

Division-- 

Name of payee-- 

Cash-book Voucher No, dated 

Pay by cash Rs. ( ) E. E. 

Pay by cheque Rs. ( ) S.D.O. 

Purpose for which payment is made :-- 

Received from the 

Dated 

1 Witness 

the sum of 

Signature of payee 

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.-- 

*Final and intermediate transac~ions should be arranged in two groups, each being totalled 
separately. 

• 

Name of contractor and 
reference to agreement 

(1: 

I 

Ivms of work 
kmuped under 
sub-heads and 
sub-works of 

estimaie) 

(2) 

Work done 

Up-to-dak 

Referena: to recorded 
measurements and date 

(3) 

Date M. Book Page 
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FORM 49 (P. W. 498)--co& 

Deduct value 
of wok 

shown on 
previous 

bill 

*(8) 

A 

Work done 
Net value 
of work 

since 
previous 

bill 

(9) 

Amount 

0) 

Up-to-date 

- 

Unit 

(6) 

Quantity 

(4) 

Tdal h ~ r m c d ~ a u  msaskorr3 . . 

Total for accounts affected by the 
month's msactlons. 

Add total for open accounts nc4 
affected by this month's msachms  as 
per details on back. 

Grand Total . . 

Rate 

( 5 )  



FORM 49 (P. W. 498)--cant. 

' T o ~ s  A and C of columns (8) and (1 1) should agree, respectively, with entries B and D of the 
last account. 

+In h e  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)--cod. 

Total of column12 in words-- 

I 
Payee's 

I 
adcnowledgement 

with date 

(15) 

-- -- 

Pay Rs. ( ) in cash and Rs, ( 1 by cheque. 

Date 

Dated 
s~gnature 
of wimess 

*(I61 

ttsignature of the officer prepa- 
ring the account and rank. 

Dated Signature of the officer autho- 
rising payment aid rank. 

*Payment should be attested by some known person when the payee's acknowledgment is given 
by a mark, seal or thumb-impressicm. 

Dated 
certificate 

of disbune- 
menu 

t(17) 

+The person actually making the payment should initial (and date) in this column, against each 
payment. 

Mode of 
payment 

in cash or cheque 
No. and date 

(18) 

+$This signature is necessary only when the officer authorising payment is not the Officer who 
prepares the account. 



FORM 49 (P. W. 498)--con&f. 

Detaiils d a l l  open accounts not affected by thls month's transactions 

Dated Signature of oficer preparing the account 

Name of 
contractor 

(1) 

Value of 
work done 
upto-date 

(2) 

Total of 
payments 

made 
up-to-date 

(3) 

. Reference to last 
transaction 

Month Voucher No. 

(4) ( 5 )  

Remarks 

(6) 



FORM 50 (P. W. 447) 

INDENTURE FOR SECURED ADVANCES 

(Referred to in paragraph 10.2.19) 
I 

(For ure in cases in which the cotUract ir for fvushed work and the contractor has entered into 
an agreemet~lor the execution of a cerfain specrid quantity of work in a given rime.) : 

THE INDENTURE made the 
BETWEEN 

day of 

(liereinafter 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 pan and THE GOVERNOR OF MAHARASHTRA (hereinafter called the 
Governor of ~aharashtra which expression shall where the context so admits or implies be deemed 
to include his successors in office and assigns) of the other part. 

WIEREAS by an agreement dated 
the contractor has agreed. 

(hereinafter.called the said agreement) 

AND WHEREAS the contmctor has applied to the Govemor 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 the said agreement for use in the construction of such of the works as he 
has undertaken to execute at rates fixed for the fmished work (inclusive of the cost of material and 
labour and other charges) AND WHEREAS the Govemor of Maharashtra has agreed to advance 
to the contraaor the sum of Rupees. 
on the aforesaid security and has resewed to himself the option of making any funher 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 contraaor on. 

NOW THIS INDENTURE WITNESSETH that in pursuance of the said agrczment and in 
consideration of the sum of Rupees 
on or before the execution of these presents paid to the contractor by the Govemor of Maharashtra 
(the receipt whereof the contrador doh  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 
Govemor 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) 'hat  the materials detailed in the said running account bill which have been offered to and 
acceped by the Governor 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 funher advance on the security of materials which are not absolutely his own property 
and free fm encumbrances of any kind and the muactor indemnifies the Governor 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 detailed in the said running account bill and all othe;materials on 
the security of .which any furher advance or advances may hereafter be made as aforesaid 
fiereinafter called the said matedais) shall be used by the contmaor solely in the e x ~ i t i o n  
of the said works in accordance with the dieredom 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 pmection against aU risks of the said materials and that until 
used in construction as aforeraid. the said materials sh311 remain at the site of the said works in 
the contractor's custody and on his own responsibility and shall at all times be p n  to inspection 
by the divisional officer or any officer authorized by him. In the event of the said materials or 
any p n  thereof being stolen, destroyed w damaged the contractor will forthwith replace the same 
with other materials of like quality or repair and make good h e  same as reguired by h e  divisional 
officer. 

(5 )  That the said materials shall not on any aaount be maved from the site of the said works 
except with the written permissian of the divisional offiaror an 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 Cmvemor of Maherashm of the price payable to him for the said works under the terms 
and U1e prov&ivrij of hi ~ i l d  igecmifil pmiiidd gmy in l~mcdia~a paymanis a= ma& iu 
Ihe contractor on account of work done hen on the occasim d u t c h  such payment the hvemor  
of lMahanrshtra will be at l i b e q  to make a recovery fran the cmtrector's bill for such payment 
by deduaing therefrom the vdue of h e  said materials then actually used in the construction and 
in respea of which recovery was not been made the value for this purpose king 
determined in respect of each description of materials st the mtes at which h e  amounts of the 
advances made under these presents were calculsted. 

(7) 7hat if the contractor shall at any time made any default in the performance or observance 
in ahy respect of any of the terms and provisions of the said agreement or of these presents the 
total amount of ihe advance or advances that nay still be owing to the Governor of Maharashtra 
shall immediately on the happening of such default be repayable by the contractor to the Governor 
of Maharashtra togeher with interest theereon a: 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 Governor of Maharashtra to repay and pay the 
same respctively to him accordingly. 

(8) 'hat  the contractor hereby charges all the said materials with the repayment to the 
Governor of Maharashtra of the said sum of Rs. and any further sum or 
sums advanced as aforesaid and all costs, charges, damages and expehses payable under 
these presents PROVIDED ALWAYS andit is hereby agreed and declared that notwithstanding 

Wlrng in \he agmmat and withaut prejudice to the powers contained therein if and 
whenever the covenant for payment and repayment hereinbefore conf~ined shall become 
enforcable and the money owing shall not be paid in accordance therewith the of 



Maharashtra may at any time thereafter adopt 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 ccmtractor 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 
to the Governor of Maharashtra on deanand. 

(b) Ranwe and sell hy public auction the seized materials or any part thereof and out of 
the m m y s  &sing fran $N a l e  retain all  the sums aforesaid repayable or payable to the 
G o v e r n  & Mahamhm under these presents and pay over the surplus (if any) to the 
mtractor. ' - 

(e) Dedlrct 'allor any pan of the money owing out of the security deposits or any sum due 
to the contractor under h e  said agreement. 

(9) That excep in the event of such default on the pan of the contractor as aforesaid interest 
on the said advance shall not be payable. 

(10) 'Ihar in the event of any conflict between the provisions of these psents and the said 
agreanent the provisiclns of these presents shall prevail and in the event of any dispute or 
difference arising wer  the construction or effect of these presents the settlement of which has not 
been hereinbefore expressly provided for tha same shall be referred to the Superintending 
Engineer, Circle, whose decision shall be final and ihe provisiclns of 
theIndian Arbitration Act for the time being in force shall apply to any such reference. 

IN WTh'ESS WHEREOF the said. . . . . . . . . . . . . . . . . . .and. . . . . . . . . . . . . . . . . . . . . . .by the 
order and under the dkction of the Govemor of Maharashtra have hereunto set their respective 
hands the day and year f i t  above written. , 

Signed, sealed and delivered by 
the said contractor in the presence of 

Witness Name-- 

Address-. 

Signed by 
the order and direction of the Govemor of 

Maharashtra in the presence of 

Witness Name-- 



FORM 50-A I 
DEED OF PLEDGE 

[Referred to in note 1 below paragraph 10.221 (c) ] 

THIS INDENTURE made the. ............................. day of. ............... 
19 ......... BETWEEN. .......................................... .A COMPANY. 
inoorporpted under the Indian Canpanies Act, 1913 (WI of 1913) 
Companies Act, 

........................... and having its registered office a. .hereinafter 
1956 (I of 1956) 
r e f e d  to as "the'CuntractOr (Which expression shall where the context does not so admit include 
its sucesson) of the one part AND THE GOVERNOR OF MAHARASHTRA exercising the 
executive power of the Govemment of the State of Maharashtra hereinafter referred to as "the 
Govemment" (which expression shall where the context does not so admit, include his successors 
and assigns) of the other pan 

WHEREAS by an Agreement dated the.. ...................... .day of.. ............. 
19 ........ expressed to be made between the Gmtrauor of the one part and the Government of 
the h e r  part (hereinafter referred to as "he said Agreement") the Contractor has undertaken to 
execlrte and carry out 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 to the Contractor of the sum of Rs. ................. 
on the security of plant, engimr. rnrdrincry. tools. spre parts and implements belonging to him/ 
thmhr and bmughr by the C o n t i a ~ r  to the s ~ k  of the sad wok for d ~ e  purpose of executing the 
said work ; 

AND WHEREAS the Government has accordingly agreed to lend and advance to the Contrador 
the sum of Rs. .................. 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 I 
the said work short particular w h d  arc set forth in the schedule hereunder wriuen (hereinafter 
referred to as "the said Articles"). I 

NOW THIS AGREEMENT WITNESSETH as fdlows : I 
I. In msideration of the loan of Rs. .............. advanced by the Government to the ( 

Contractor prior to the execution of these presents (the receipt whereof the Contractor doth hereby 
admit and acknowlcdge) the Conuactor doh hercby covenant with the Government that the 
Contractor will repay to the Government the said l m *  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 d the whole of the said sum of Rs. .......... 
(Rupees ................................................. ) with interest at the rate aforesaid 
shall forrhwith become due md payable by the Contractor to the Government immediately on the 
happening of any m e  of the following events that is to say-- 

(a) if in .the opinion of the ................................... .twhose 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 a* by the Executive Engineer ; 

* Note.--Mete provision for interest if the loan is interest-free. 

t Designation of officer. 
A--88-21-B 



(b) if the Contractor fails to bring on the site of the said work and p t  into operation the 
I 

machinery agxeed to be brwght on the site the W r a c t o r  ; 

I (c) if and when the said Agreement is determined by eitherparty for any reasons 
whatsoever ; 

I (d) the whole of he said work and/or a substantial part thereof is withdrawn by the 
Government from &mtractor ; 

(e) if there is any stoppage of the said work by the Contraaor for a cantinuous period 
exceeding one month without the prior permission in writing of the Engineer-incharge ; 

(fJ if any attachment levied.on the assets or property of the Contractor is n u  raised within a 
period of 21 days ; 

I (g) if the Contractor stop or discontinue their business ; 

(h) if a petition for winding up the Contraaor Company is presented to any Court or if the 
Contractor Company passes any resolution for being wound up. 

3. For ihe consideration aforesaid, the Contractor doth hereby deliver to the Government as 
and by way of pledge as d e f i i  in section 172 of the Indian Contract Act, 1872. All the said 
Articles short particulars whereof are specified in the Schedule hemmder m i a m  to be held by the 
G o v m e n t  as security for the due repayment by the Contractor to the Government of the aforesaid 
Im and interest t h e m  at.  . . . . . . . . . . . . . . . et the h e  and m the manner provided in the said 
Agreement 

4. At the request of the Contraaor and in order to enable the Contractor to carry out and exeate 
the said work Government has after taking delivery from the Contraaor of the said Articles as 
aforesaid handed aver possession thereof to the Contractor (receipt whereof the Contraaor doth 
hereby admit and acknowledge). ' h e  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 Government for the prpose of execution of the said work. 

5. ?he Contractor hereby cunvenants that upon the Government permitting the Contractor to I o x  the said Articles for the purposes of executin*the said works and nu for any purpose 
whatsoever, the Contractor will so use the same and will at the Contractor's o m  costs and expense 
maintain and keep the same in substantial order and repair and working condition (usual wear and 
tear excepted) and will f m  time to time during the continuance of this security subject to the 
neoessary import licences being granted by the Government of India either replace such of the said 
Articles as may fran decay deterioration, destruction or any other cause whatsoever became 
useless or unadaptable for the purposes for which they were intended with new substitutes orproper 
or suitable articles respectively failing which in the altemetive proporitionately repay such 
advances in addition to the stipulated rate of deduction provided in the said Agreement, so that the 
said work undertaken by the Contractor continues to be &ed on with the utmost efficiency 
possible. The Contraaor shall at all reasonable times keep the said AIticles open to inspection by 
the Engineer or his authorised representatives., 

6. The Contractor shall at hislitshheir own costs make al l  necessary and adequate arrangements 
for the proper watch, safe custody and pmteaion against all risks of the said Anicles and that the 
said Articles shall remain at the site of the said.works at histtheirfits own risk and on his own 
responsibility. 



7. The said sum of Rs. ............... so advanced by the Government 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 Cantractor hereby finnly binds himself/ 
itself/thmselves to repay the amount of the said advance to the Government at the option of the 
Contractor either by the cash payment in lump sum or by deduction f m n  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 Government as security are the absolute propetty of the Contractor and are free f m  
encumbrances of any kind whatsoever and the contractor hereby agrees to indemnify and save 
harmless the Govement of from and against any action, proaxding, claim and demand in respect 
of any of rhe said Artides and all costs, charges, expenses and damage sustained or incurred or 
payable by the Government in respect thereof. 

9. The said Articles shall be used by the Contractor solely cn the said works in accordance with 
the direction of the ............................................ as defined in the said 
Agreement and the terms of the said Agreement and the Contractor shall not sell, pledge, 
hypolhecate, transfer or pan with possession or in any way deal with or dispose ofthe said Artides 
during the continuance of this security. 

10. ?he Contractor shall at a l l  time during the a m ~ u n n c e  of this security at itshisbeir own 
costs insure and keep insured the said Alticles for h e  full value hereof in the joint names of the 
Contractor and the Government with an Insurance company to be approved by the ........... 
......................... against risk of lose or damage from whatever cause arising orher than 
the Excepted Kisks. During the continuance of this security the Contractor shall pay all premia 
and sums of mmey necessery for keeping such insurance on foot and the insurance policy and 
receips for premia in original paid shall k deposited with the ........................... 
......................... The Gmtractor shall assign all iubshheir dght, title and interest 
in such policyfies to the Govemment. 

1 1. Ihe  said Articles shall not on any account be m w e d  from the site of the said woks excep 
with  he previous written permission of the Engineer as stipulated in the,said Agreanent 

12 ?he Contractor hereby further coverlank with the Government that in case of default in 
payment or the whole sum becoming payable as provided in the said A g m e n t  and in this 
Agreement or in ihc payment of the principal money hereby secured cn due date or in default of the 
performance of any of'lhe cwenar~ts by the Cotittador hercinkfar~. mhd in case the said 
Agrmen t  is terminated for any masons whatsoever the Government may enforce all or my 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 rhree months s h d  be given to the Contractor. 

13. In the event of 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 difierence arising 
wer  the mstruction or effect of these presents the settlement of which has n a  hereinbefore 
provided for the same shall be referred to the arbitrahon of two persons one to be nominated by the 
Government and the other by the Contractor and failing agreanent between these two arbitrators 
fO U uvw app~hted by them bcfo~e entering upon the reference whose decision hereon shall 
be final andthepmvisions of the Arbitration Act, 1940 fl of 1940) or any modification for the time 
being in force shall apply to any such reference. 



.................................................... IK WITNESS WHEREOF (*) 

.............................................................................. 

................... the Canmon Seal of the Contractor has been hereunto affixed/(**) Shri. 

........................................................................... ,the 

Contraua abovenamed has hereto set hi hand/(***) ................................... 

.............................................................................. 

and.. ...................................................................... the 

........................ Conmuor abovenamed have hereto set their respective hands and 

.............................................................................. 

has f a  and on behalf of the Governor of Maharashtra hereto set his hand and afiued the seal of his 

office the day and year first hereinabove written. 

THE SCHEDULE ABOVE REFERRED TO 

flo be filled in by Depeltment) 

Canmcm seal of the Contractor was 
affued in pursuance to a resolution of the 
Board of Dkctors of the Contractor. 

I 
Dated the ...................... 

In the presence of-- 

(1) .............................. 

.............................. (2) 

SIGNED and DELIVERED by the above-- 

.............................. (1) 

.............................. (2) 



FOR PROPRIETARY CONCERNS 

.............. ................. Shri. ................................ son of. .  , 
....................... resident of ......................... carrying on business of 

..... ........... ................................... under the time and style of.  .,. 

.................................... at . .  ............................. hereinafter 

called "the Contractor" (which expression shall where the context does not so admit include his 

' i 
heirs, executors and administrators). 

FOR PARTNERSHIP CONCERNS 

................................. (1) Shri .son of.  .............................. 

.......................... ......................................... residentof a d  -.- 

(2) 9h~:::;,,-:~,~.,-: ....... . . . . . . . . . .  sonof ........................ : ...... 
............................... ..................................... resident of 

carrying on business in partnership under the firm. name and style of ....................... 

................................. ........................................... at 

.................... hereinafter collectively referred to as "the Contractor" (which expression 

shall wkre the contex~ does not so admit include them the survivor/s of them the heirs, executors 

and admyrators  of the last Survivor the partners or partner for the h e  hebg ~f b e  said Cilaf 

......................................................................... .) 
- 

(*) In case of Limited Company. 
(**) In y e  of individual. 
(***) In case of parinenhip fm. 



FORM 51 (P. W. 4027) 

PAY BILL OF WORK-CHARGED ESTABLISHMENT 
[Referred to in paragraph 10.2231 

Division-- 

Sub-division-- 

Section-- 

Cash-book Vr. No. for 
, 

Bill for the month of 

Total 
Total amount paid in words. 

Item 
No. 

*Names should be grouped by works the name of the work and reference to orders sancuoning 
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. 

Name of 
incum- 
bent * 

2. Certified also that the wages of every ~erson actually employed during the 
month have been claimed in this bill. pay Rs. ( 1 

Checked and entered. 

Desig- 
nation 

Dated signature 
of Subdivisional Oficer. 

Dated signature of Divisional Accountant. 

(This space is M e ~ e d  for remarks, if any, by the Executive Engineer.) 

Period Rate 
Amount 
due + 

Amount 
paid 

Dated 
acknow- 

ledg- 
ment of 
payee 

Dated 
inidals 

of officer 
making 

payment 



FORM 52 (P. W. 544) 

TRAVELLJNG ALLOWANCE JOURNAL 

[Referred to in paragraph 10.2.261 

Rank Headquarters-- 

Month-- Rate of salary-- 

Certified that no other Government servant travelled with the person or 
persons for whom travelling allowance IS claimed in rhis juurnal, by road in the 
same private, public but reserved conveyance except. * 

Date 

(1) 

Signature of the person preferring claim. Sub-divisional Officer 
Examined and approved. 

Executive Engineer. 
*Here ater the names and designations of Govememnt servants concerned. 

Total . . 

Deduct advance . . 

Net amount payable . . 

P a m c h  of claim 

(2) 

Kilo- 
metres 

'travelled 
each 
day 

(3) 

Remarks 

(7) 

Number of 
days for 
which 
daily 

allowance 
is claimed 

(4) 

Rate 

(5)  

Amount 

(6) 





r (1) If the supply is not provided in schedule 'A' of omma, the rnutet o* and i sa .  rate should be s u e d  bac. 

I (2) If the materials have been israed to a piece worlrer, reftaena to advance m v q  (Receipt No. and dated, etc) 
should be quored here. 

L (3) In case of change io stiplleted plaa of delivery. indicate hem the action takm to recoves a pay to the cohtractor 
transporntion charges saved a i n c u d  in excess by him. 

I have sccepted the above naed quantity and 
the coat thereof may be recovered from my bill. 

Dated signature of officer -lying 
the materials. 

/ 

. .  , 

Dated signature of mntractor. 

[For use in divisional office.] 
(i) Checked and found correct. 
(ii) Adjusted in accounts of. 
(iii) Entered in contmctora' legga,v& folio No. 

W 
F 

Datd&ture of Sub-divisional Officer. 00 

Dated signature of Executive Engineer. 

Clerk Divisional Accountam. 



UP-TO-DATE ACCOUNT OF MATERIALS CHARGUBLE TO THE CONTRACI'ORS 

Verified. 

1. T d  quantity atpulntcd in schedule ' A '  of the 
tmber. 

2. kld.for - ikms . . . . . . . . 
Total to be kmed' (~ )  . . 

 TO^ issues made as per previous rempt 
No. dated. 

Add issues as on levenre . . - . . . . . 
T d  uptoaate issues (B) . . 

Net balance avaiIabI8 for future umzes. (A--B) . . 

Sub-divisiaod Offiarn>ivisid Acanmtsdbxutive 
Engiaeer. 

CERTIFICATE 

C e d e d  that rhc toris iislrues of rhc material including the above ue not in exmas of actual requirements of the wok and the material 
issued as per this nxdp L not in wms of immediate ~quirunmts of the work. 

Descriptim of mate* 

,' 
Subdivisional Offiar a officer mqplyhg the rnateds. 

&mart hU S. bars 



L 

320 

FORM 54 

REGISTER OF MATERIAL--AT--SITE ACCOUNTS 

[Referred to in paragraph 10.3.91 

Section-- Estimated requirement-- 

Name of work-- Issue rate-- 

Name of article-- . 
Serial 
No. 

(1) 

Dateofre=@/ 
issue 

(2) 

Received 
frmn/ 

Issued to 

(3) 

Issues 

(3 

Receipts 

(4) 

Balance 

(6) 

Ranarks 

(7) 









FORM 56 (P. W. 424) 

WORKS ABSTRACT-A 

Befened m in paragraph 10.5.11 

Name of work-- 

Reference to measurements- 

Register of works entry--Rs. 

Details of up-to-date progress t 

Sub-heads 
is taken (quoting page and 
No, of measurement book) 

t Only quantities which have been actually measued and paid for on bills included in the 
accounts should be taken into his statement. 



From what source 

voucher 
Sub-heads 





327 

DetaiLr of contractor's closing balances. 

me closing balance under the s u s p s c  h a d  'LPbcumrs" u a&vul a i  h n ~  Bifi i ~ ~ ~ g a r s d  
with the d r e d  of unpaid wags for this work and found oomct. 

The work is st i l i  in progress.* 

Dated initials of the Sub-Divisional OK~cer. 

Cerl@ate of Divirional Accountant. 

This abstraa and the statement of progress have been checked under my supelvision. I have 
penonally compared all the items in the "Details of Contractors' closing balances" .with the 
contraam' ledger and f w d  them coma. 

Dated initials of the Divisional Accountant 

Remarks by the Executive Engineert 

Dated initials of the Executive Engineer. 

*Jf the work was completed during the month. the fact should be stated with an explanation of 
h e  steps taken to close the accounts of the work. 

tThe Executive Engineer will note k r e  whether he has examined the work, counted materials 
or checked measurements and make any other m a r k s  in respect of the execution of the work or 
of the state of account as he may consider necessary. 

Name of 
conmaor 

(1) 

Total . . 

Reference to last 
m i n g  accolrnt 

bill 

Vou- 
cher 
No. 

(2) 

Explanation 
for non-adjust- 

ment within 
3 months 

Q 

Date 

(3) 

Closing balance 

Advance 
PY- 

menu 

(4) 

Secured 
advances 

(5) 

Olher 
trsnsac- 

tions 

(6) 



FORM 57 (P. W. 426) 

WORKS ABSTRACT-B 

(Referred to in paragraph 10.5.1) 

Name of wok-- 
Iieference ta measurements-- 
Register of works ---&. 

I I I I 

The closia balance under the sus~ense head "Lehourers" as arrived at withim b a s k  sanlmrrd 
with me m-ami mni u n p i i  wages for o?o* ~oatnrd coma 

work is still in pmgreas.* 
Dated initids of the SubDivis id Waf. -- 

Dated iniriaks of the Exmavc Engineer. 

*If the work was canpleted during the month, the faa  s h d  be stated with m e q h a t i ~ n  of 
the stcps taken to close the accumtsof the wok. 

t'he Executive Engineer will nae here whether he has examined the work, counted materials 
or checked measuments and make my other remarks in respect of the execution of the wok 
of the state of acamt as he may consider necessary. 







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. 

Amount surrendered (if any) . . Rs. 

Date of commencement-- 

Date of completion-- 

Dated 
Accarnts Total Liabities initials 

Total cosr for ezpenditure t~ of the 
the month end of the sub-divi- Other Lsbouren 

transactions month h c u d  Liquidated Balance sicmal office 

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

(9) (10) 

L 



FORM 59 (P. W. 651) 
ACCOUNT OF EXPENDITURE AND LIABILITIES 

FOR MAJOR WORKS 
(Referred to in paragraph 10.6.1) 

Name of work-- 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 

Month 

(1) 

Suspense accounts 

C. V. 
No. or 
T.E.B. 

Item No. 
%) 

Brief particulars of 
Iransactions 

(3) 

Materials 

(12) 

Total 
cost for the 

month 

(17) 

Measure- 
ment 

5ook No. 
4 Page 

(4) 

Total 
expendi- 
ture to 

end of the 
month 
(18) 

Secured 
advances 

(13) 

Dated initials 
of the 

subdivisional 
officer 

(22) 

Liabilities 

I n c d  

(19) 

Sub-heads 

Labour- 
ers 

(16) 

Advance 
pay- 

ments 
(14) 

Contingen- 
cies 

(9) 

Chher 
transac- 

tions 
(IS) 

Liqui- 
dated 

(20) 

Amount 

(8) 

Quan- 
tity 
(5) 

Balance 

(21) 

Work 
charged 

establish- 
ment 
(10) 

Gross 
amount 

(11) 

Amount 

(6) 

Quan- 
tity 
(7) 



FORM 60 (P. W. 422) 

REGISIER OF WORKS : A.-FOR MAJOR WORKS 

mefend to in paragraph 10.7.1) 

Name of wok-- Aurhority- 

Months, ctc. 

Estimate No. of . . 

Ex@itu~ of pre- 
vious year brought 
fonvard (if my). 

Apd .. .. 
Total 

Rateofcoa .. 
May .. .. 

Total 
Rate of cost . . 

Juae .. .. 
Toul 

R*Qfmm .. 
July * .  .. 

Total 
Reteofcost .. 

August . . . . 
Total 

Reteofcoa .. 

Sub-heads 

Quantity Amount Quantity Amount Quady Amount 
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REGISTER OF WORKS : A.--FOR IMMOR WORKS 

- - 

Subheads 

Months, etc. 
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FORM 61 (P. W. 4 0  

REGISTER FOR WORKS : B.--FOR MINOR WORKS 
( R e f d  to in paragraph 10.7.1) 

- 

Name of work . . 

Authority . . 

Estimated cost . . 

Appropriation for the 
year. 



FORM 61 (P. W. 40T,--cant. 

REGISTER OF WORKS : B.--FOR MINOR WORKS 

Narne of work . .  1 
Authority 

. .  I 

Carried over to page of next year's register. 



FORM 62 (P. W. 53) 

WORK SLIP 

(Referred to in paragraph 10.7.3) 

Add--Suspense accounts :-- 
" Materials" 
" Contractors--Advance payments " 
" Gntracton--Secured advances " 

Conmcl~m--Chher transactions " 
L ~ ~ u R T s ' ' .  

Monih-- 

Total M e d  outlay to Lfe . . 
Probable further expenditure as per entry A above. . . 

Total . .  t 
Deduct--Suspense accounts recoverable . . 
Ultimate anticipated expenditure on the work . . . . . . . . 

Sub-heads 

(1) 

Work commenced in 
h s e n t  state of progress in general terms.-- 

Total of estimate Total chPrges 

As executed 

Unit 

(2) 

Qumtity 

(6) 

As per estimate 

Rate 

(7) 

Actual 
cost to 
date 

(8) 

Cost 

(5) 

Quantity 

(3) 

Rate 

(4) 



FORM 62 (P. W. 53)--conf. 

to be done and value of 
done but not brought 

Explanations for deviations 
excess, etc. 

Rubable further expnditure- 

Divisionel Officer. 
Bate 



FORM 63 (P. W. 401) 

DETAILED COMPLETION REPORT 

[Referred to in paragraph 10.7.1 11 
[Obverse]' 
Division-- 
Name of work-- 

Amount of estimate . . . . . . . . 
Expenditure . . . . . . . . 
Excess . . . . . . . . 
Percentage of excess . . . . . . . . 

Date of commencmcnt-- 
Date of comple~on-- 

Explanation for excesses 
[Reverse] 

Name of work-- 
Major head-- 
Mnor had--  
Detailed h a d  of classification-- 
Refere~ce to last schedule docket submitted-- 

*Excess to be entered in red ink ; savings in black ink. 
Dated Divbional Oflcer. 
A-88-23-4 





FORM 65 (P. W. 431-A) 

CONTRACTORS LEDGER 

(Referred to in paragraph 10.8.1) 

Name of the contractor-- 

*?hese letters indicated in respect of each mnning account bill the corresponding entries in Forms 47.67 or 68. 

?If there are several contracts in connection with a work or account, the transactims relating to each should be'distinguishd preferably by quoting 
the nlrmber and date of agreement or work order. 

$ ~ & e  
or work 

or account (in 
d ink) and 

paaiculars of 
transaction 

(7) 

Remarks 

(1 1) 

Particulars of bills 
or voucher 

Total 
value of 
work or 
supplies 

(lOA*) 

- 
Date 

(1) 

Net transactions detailed 
by suspense head 

Gross trnnsactions 

" Ad- 
vance 
pay- 

ments " 
+ =  

Debits -- 
=Credits 

(4D*) 
- 

Debits 

(8H*) 

No. 

(2) 

Cremts 

(9F*) 

Serial 
number 

if a 
nmning 
account 

bill 

(3) 

" Se- 
cured 

advances " 
+ = 

+Debits 
-- 

=Credits 

(SE*! 

" Other 
transac- 
tions" 
+ =  

Debits 
-- 

=Credits 

(6G*) 





FORM 67 (P. W. 466) 

RUNNING ACCOUNT BILL (INTERMEDIATE) 

[Referred to in paragraph 11.2.21 

(To be used for "intermediate payments" to contractors 
on lump sum contracts). 

Cash-book Voucher No. , &bA 

Name of contractor-- 

Name of work-- 

S e d  No, of his bill-- 

No. and date of previous bill for this work-- 

Reference of agreement-- 

Accepted by-- 

Date of written order to commence work-- 

Date of completion as stipulated in the contract- 

Extension granted up to-- 

i Conttactoxs' ledger folio-- 



FORM 67-contd. 

Part I--Account of work 

1. Approximate value of work done up-to-date excluding the 
measured up additions and alterations. I I 

P 
2. Value of measured up additions and alteratiorts'up-to-date. I I 
3. Deduct amount to be withheld, *per cent on Rs, . . . . 
4. Balance, i.e., up-to-date intermediate payments (items 

I+2-3) K. 

5. Deduct intermediate payment already made as per entry 
of the last running account bill. 1 I 

7. Amount of secured advances as per enrty E of part 11 . .I* 
8. Total payments now to be made as detailed below : t . . I I 

(a) By recovery of amounts 
creditable to this work. 

(b) By recovery ofamounts 
creditable to 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. 

Rs. 

??he total figure against item 8 should be tested to see that it agrees'with the tad of items 6 
and 7. 

P. 



Part II.--Account of secured advances allowed on the 
security of materials brought to site 

Total amount outstanding as per this account I I I (C) 

Deduct amount outstanding as per entry (C) 
of previous bill. 

Net amount since previous bill 
(in words) 

*First enter the difference between the quantities in columns (1) and (2) & 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. 

tEntries in column (8) show the money value of the total quantities outstanding ad in column (3). 



Part III.--Certificates and signatures 

I have satisfied myself by * that the value of 
work done up-to-date excluding the measured up additions and alierations 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. The detailed measurements of authorised additions and alterations up-to- 
date are recorded at page of measurement book No. 
6y (Name and designation) on 

3.  Certified that theplus quantities of materials shown iq cclumn (3) of part 
11 above have actually been brought by the contractor to th9 sitc of the work and 
the contractor has not pheviously recejved any advance on !*heir security, (2) that 
those materials arc of an imperishable nature and are all required for use on the 
work for which a lump sum payment for finished work has akerzdy been agreed 
upon and (3 )  that a formal agreement in form 50 signed arld executed by the 
contractor in accordance with paragmph 11 2.2 of the M. P. W. A. Code is 
recorded in thc divisjonal sfrice, 

Signature of coritractor. Dated signature of officer 
preparing the bill. 

A 

tPay Rs. ( 

Dated signature of the officer 
authorising payment. 

*Here specify the method employed for esii~ating \he value of work. 

?Here specify h e  net amount payable, vide item 8 (c) of pait I. 



Part IV-Acquittance 

$Received Rs. ( ) 
as an intermediate payment in connection with the contract referred io 
above. 

Dated Stamp El, 
§Witness-- Full signature of contractor. 

Paid by me cashlcheque 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 Accou~~tant General's 
I office). 

Checked 

I Accounts clerk Divisional Audited Reviewed 

i Accountant 

I Auditor Superin- Gazetted 
kndent Officer 

i *The payee's acknowledgment should be for the gmss amount paid as per item 8 (atbtc) of 

i pan I. 
§Payment should be attested by some known person when the payee's acknowledgment is given 

by mark, seal or thumb impression. 



FORM 68 (B. W. 467) 
RUNNING ACCOIJ'NT BILL (FINAL) 

weferied to in Pangraph 1 1.2.31 
(To be wed for " fmal poymenls " to contractors on lwnp sum con~racts) 

Division-- Sub-division-- 
Cash book Voucher No. dated 

Name of contractor-- 
Name of work-- 

Serial No. qf this bill-- 
No. and date of previous bill for elis work-- 

Reference to agreement-- 

Accepted by-- 
Date of written order to commence work-- 

Date of completion as stipulated in the amtract-- 
Extension granted up to-- 
Date of actual completion of work-- 
Contractor's ledger folio-- 

Part I--Account of work execrued 

Part I[--Certificates and signatures 

Sub-work, sub-head 
or item of work 

(1) 

Total brought forward . . 
Additional work . . 

Deduct--Omissions 

Total value of work 
done to date. 

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 upto- 
date., conformably witb the terms of the contractor's agreement, is Rs. 

2. The detailed measurements of the authorised additions and altrations mentioned above are 
recorded by (name and designation) on at page of measurement book No. 
and I am satisfied that they are correct 

Signature of contractor, Datd signatwe of the celufying 
Engineer* 

*This celtificate must be signed by the Executive Engineer or any Officer empowered by 

Rate 

(2) 

Government to sign it. 

Unit 

(3 

Lump sum 
for each 

Up-to-date 

Quantity Amount 
(4) ( 5 )  

Remarks 

(6) 



Part ill.--Memorandum of payments 
* 

1. Total value of work done up-to-date 
as per entry F of part I of this bill. 

(i) Up-to-date intermediate payment 
already made as per entry K 
of part I of last bill No. 
dated. 

(ii) Total secured advances outstand- 
ing as per antry C!of part of last 
bill No. dated 

Payments now to be made.-- 

(a) By recovery of amounts creditable 
to this work. 

(6) 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 (c) of part III. 



*Received Rs. ( 1 
in full s u k m n t  of all demands on account of the cmtract referred to above: 

tWitness- Signature of conmctor. 

Paid by me cashkheque No. 

Dated initials of perm 
actually inaking payment 

Pm V--Rcm~rh 

(This space is reserved for any remaks which the disbu& officer or the divisimd officer may 
wish to d in respect of the executitm of the wok, check of measurnem or the state of 
comracmr's account) 

(For use in divisional office) (For use in Accountant General's office) 

Audim Superintendent 

Cizmed Officer. 

*The payee's acknowledgment shwld be for the gross amount as per h 3 (atbtc) of part DI, 

tPayme.tU hddh ath~tkdby m e h m p e r s o n  when the payee's acknowledgment is given 
by a mark, seal a thumb impressim. 



Rs. 

FORM 69 

OMNIBUS TRANSFER EWRY ORDER 

(See pamgraph 12.2.2) 

Debit ~undries. To purchases Cr. h. 

Executive Engineer. 
Division. 
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Name 

FORM 72 

OUlTURN STATEMENT OF MANUFACTURE 

(Referred to in paragraph 13.3.2) 

of manufacture-- 

Authority- 

Site-- Season-- 

Month- 

Total values . . 
*lXe 

Date 

: values should be entered in red ink just below the quantities. 

Sub-Divisional O f i e r .  





FORM 73--cond. 
Part !I.--De~iled extract from deparit re~ister, form 70 

CeM1t-d that, with the exceptions noted below, all the interest hearing searities as per items or 
their acknowledgments by the authorised custodians, have been received and lodged a chest in the custody of the divisional officer. 

Exceptions (with reasons). 
Divkional Acco~p~tant. 

* To be indicated thus.--"New" for items appearing for the first time, "lW8" Emu December 1938, and so on. 
t Column 10.--"A" Repaid in cash, 'B Adjusted by transfer entry. "C' C~rive~md into an interest-bearing security and entered in the register 

of securities. The letters A. B. C. etc., should be entered in this column. If necessary, edditionalletters D. E. etc.. should be entered with explanation 
at foot. 
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FWRM 75 (P. W. 520) 

ACCOUNT OF INTEREST BEARING SECUUTlES 

( R e f 4  to in paragraph 15.6.1) 

Division-- 

Year 

Divisional Accountant. 

Certified hat, with the exceptions noted below, dl 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. 

*Items should be gmped separately for each of the classes of securities enumerated in 
paragraph 15.2.2. 







FORM 76--~0nld. 
PART 11--ACCOUNT OF DEPOSIT WORKS NOT AFFECTED DURING THE MONTH 

W 
m 
4 

Diviswnul Accountant. 
M)RM 77 

SCHEDULE OF TAKAVI WORKS 

( R e f e d  to in paragraph 16.3.2) 

Port 1.--Account of works affected by the mouth's nansactwns 

Total 
expenditure 

(4) 

Total 
deposits 

UP- 

(3) 

No. 

(1) 

Name af w-iaal;, with name of 
&psitor 

l'2) 

TotalcmmfeRedtopa~tI .. 

Expenditure 
debited to 

~ c e l l a n e o u s  
P. W. 

Advances 
up-to-date 

(5) 

Realisation 

(If the work is 
completed, 
my so) 

(9) 

Month in 
which 

work was 
completed 

(6) 

Steps taken 
to adjust 

(1) ~ p e n d e d  
balances of 

cmpleted worirs. 
and Q expenditwe 

debited to 
Miscellaneous P. W. 

Advances 
C7) 

Schedule 
docket 

No. 

P )1 

Serial 
No. 

(1) 

*Name of d. with the 
name and &ress of the 

cultivaton ~mpmible  
lion it 
u3:, 

Expenditurn 

Total 
charges of 
the month 

(4) 

Realisation 

Total 
up-todate 

(5) 

To end of 
previous 
month 

(6) 

t 
During the 

month 
(7) 

Total 
up-to-date 

(8) 







FORM 78 (P. W. 456) 

[Referred to in paragraph 19.3.1 (b)] 

Division 

Iiead of service 

Numbers of 
sub-vouchers 

Detailed bill of contingent charges of 

Description of charge, and No. and date of 
authority (where special sanction 

is necessary) 

(In words) Total 

Month 

No. of 
Vouchers 

Amouit 
Rs. 



1. I certify that the expenditure charged in this bill could not with due regard to the interests of 
the public service be avoided. I certify that to the best of my knowledge and belief the payments 
entered in t h ~ s  ~ L U  have been duly made to the parties entitled to receive them. Vonchers for aU 
sums above Rs. 250 in amount are attached to the bill. I have as far as possible, obtain4 vouchers 
or other sums, and I am responsible that they have been destroyed or so defaced or  mutilated that 
they cannot be used again. 

2. Certified that I have personally checked the progressive total in the bill with that in the 
contingent register and found it to agree. 

3. Certified that this bdl dose not include charge on account of municipal, sanitary and water 
taxes for hired residential quarters which are recoverable from the occupants. 

4. I certify that the ma:erials and stores bdled for above have heen brought on the respedive 
inventories and that all materials and stores are being duly accounted for and verified in the manner 
laid down in sections XXXV in part I1 of the Maharashtra Contingent Expenditure Rules, 1965. 

5. I certlfy 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. Certified 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 Depament. 

7. Certifiedrhat the service labelspurchased were required for born fide purposes viz., "India 
govern men^ Service only". 

8. Certified that the expenditure incurred does not include expenditure on carriage of tents. 

Ccrtif~ed that the expcndirure incurred as per sub-head No. 4 includes Rs. on 
account of carriage of tents for born fie purposes to which sanction of the Superintending 
Engineer has been obtained. 

9. Certified 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 expenditure incurred thereon is 
necessary. Grant of extra allowance which does not exceed Rs. 2 per month to a menial, is 
distinctly more economical than the employment of fresh agency. 

10. Certified that sub-head No. 11 does not include any charges for printing. 



Sub- 
head 
No. 

Country stationer- and other petty baza 
purchases. 

Sub-head 

Office'rent . . . . . . . . . . 

Postal, telegraph and money order commis- 
sion charges. 

Carriage of parcels, treasure and orher 
Government property. 

Amount 
Rs. 

Working pknkhas and kitties-- I I /  

P. 

Amount of estimate 
Previous expenditure. 

Expenditure during the 
month. 

Total expenditure . . 

P. 

Supplying drinlang water and dusting 
office. 

~ a w  charges . . 

Donation for passing ejtamination in 
native languages. 

Medicine and hospital charges . . . I '  





' Auditor. 

- -- 

S u b  
head 
No. 

10 

11 

12 

13 

(For use in the Accountant-General 's Ofice) 

Total amount of bill . . . . Rs. 

Admitted . . . . . . Rs. 

Objected to . . . . . . Rs. 

Sub-head 

Books and Periodicals-- 

Amount of estimate . . 

Previous expenditure . . 

Expenditure during the 
month. 

Total expenditure . . . . 

Printing, binding and advertising . . 

Offici? f~_E!ikiil (dlfW&Zl 3iid S1CCbuiilj 

only). 

Examiner. 

Amount 

Reviewing Officer. 

Other Charges not included in above 

Total . . 



FORM 79 (P. W. 622) 

REGISTER OF CONTINGENT CHARGES 

[Referred to in paragraph 19.3.1 (s)] 

Date 

(1) 

C. V. 
No. 

(2) 

Particulars of 
charges 

, Office 
rent 

Country 
station- 
ery and 
other 
petty 
bazar 
pur- 

chases 

(5) 

Dona- 
tions for 
passing 

examina- 
tion in 
native 

iaqgua- 
ges 

(11) (3) 

Medicine 
and 

hospital 
charges 

(12) 

I 

(4) 

Law 
charges 

(10) 

Postal, 
tele- 
graph 
and 

money- 
order 
com- 

mission 
charges 

(6) 

Appropriation 

Carriage 
of 

parcels, 
tressure 
and 

other 
Govern- 

ment 
property 

4 7 3  

1 

Working 
punkhas 

and 
khas 

tatties 

(8) 

Supply- 
ing 

drinking 
water 
and 

dusting 
Office. 

(9) 





FORM 80 (P. W. 521) 

INDENT FOR SERVICE POSTAGE STAMPS 

[Referred to in note below paragraph 19.3.23 

No. Office of the 

Division : 

Dated 

Tc--The Treasury Officer, , 

Please supply this office with service postage stamps, etc., of the value of Rs. ( 1 
as detailed below :-- 

Service postage sumps 
I ,  ., I. 

.. 1, .* 
9. ,. .. 
., I. .I 

9, .. 7. 

I. 11 7. 

,. .. I. 

$ 9  ., 1 .. .I .. 
I, .. ,. 
., .I I. 

9. 3. .. 
I. 11 *t 

., ., $9 

3. 7. 3. 

I. ,, 1, 

I. 9, *. 
11 ,. ., 

A receipt for !he amount sent herewith by cheque No. dated 
mop, is requested. 

Divisional Accountant. Divisional Officer. 



FORM 81 (P. W. 573) 

UST OF MONTHLY SUB-DIVISIONAL ACCOUNTS 

[Referred to in paragraph 21.1.61 

Sub-Division-- Division-- 

Month-- 

If any document due is not ready, a suitable note of explanation for delay and the probable date 
of its submission should Lw: recorded against it in the column for remafks. 

Serial 
No. 

(1) 

1 

2 

3 

4 

5 

Sub-Divisional Officer. 

Form 
No. 

(2) 

32 

28 

82 

56 

54 

72 

14 

82 

57 

14 

i Q  

, - Name of document 

(3) 

Survey reports . . . . . . . .  

S ~ l e  accounts . . . . . . . .  

Detailed list of works abstiicts A with-- 

Works ahstrncts A f ~ i  major works . . 

Register of material at site accounts . . 

Outtum-statement of manufacture . . 

. . . . . .  Transfer entry orders 

Detailed list of works abstracts B with-- 

Works abstracts B for minor works . . 

. . . . . .  Transfer entry orders 

. . . .  Other transfer eniry orders 

Number of 
documents 

(4) 

Remarks 

(5) 



FORM 82 (P. W. 574) 

A.--For major works. 
DETAILED LIST OF WORKS ABSTRACTS 

B.--For minor works. 

[Referred to in paragraph 21.1.61 

I Sub-Divisional Qfficer. 

Serial 
No. 

(1) 

Full name of work as given * 

in the estimate 

(2) 

Register of 
materials 
at site 

account 
(Form 54) 

' (3) 

I 

Accompanied by 

Ourtum 
statement of 
manufacture 

(Fom 92) 

(4) 

I 

Transfer 
entry orders 
(Form 14) 

(5) 



FORM 83 (P. W. 510) 
REGISTER OF S4NCTIONS TO EMED CHARGES 

[Referred to in paragraph. 22.241 

*Each entry of sanction should be initialled and dated by the divisional accounmt 
?Name of the month forwhich wages have been earned. 
Note I--Entries should be made briefly, e.g.. Voucher 24 for July will be entered as 24-7. . 
Nora 2--Amount paid should be entered in black ink ; and unpaid mounts oefms in d ink, the entries for fines being distinguished by the 

1-r F. Subsequent payments of unpaid amounts should be entered underneath in black ink it being seen that hey do not exceed the ampunts available 
as entered in red ink. Claims for anears not included in the original claims f a  ghe month mnamed should onlbrily not be admitted without fdl 
explanation of the circumstances under which they were o m i d .  

Nofe 3--8Re or more pages should be set apart for each wosk or account 

a 

Reference to 
sanction 

with period 
for which 

the sanction 
has been 
a d  

Cl! 

A 

Sanctioned scale* 

Amounts paid for each month 

Name of 
appoint- 

ment 

(2) 

t April 

No. 

(4) 

Rate 

(3) 

~e,ference 
to Amount 

per 
mensem 

(5)  

tMay 

Amount 
Referen= 

to 

And so 
on 

Amount 

(9) 

voucher 

(6) 

+dune 

(12) 

, 

-- 
Reference 

to 
voucher 

(10) 

Amount 

(1 1) 

voucher 

(7) 
1 

(8) 



FORM 84 (P. W. 511) 

EPEGISTER OF MISCELLANEDUS SANCTIONS 

[Refened to in paragraph 22.2.41 





-P!P 30 VPR m a a  

Xra~mar 30 
s s a p  lo s a p  ana 

U 
2 Ii 
8 $ 

f $! e! 
(r 
0 

!j 
3 
VI 

j i i  

rJ s " l a e J  
e % g U g t r  
? g  e 5 2 g 
2; a% 

a +  b W k 5  s : .g s, 
d # ~ + d o  
zu20e! 

l g  u 



FORM 87 (P. W..535! 

COXSOLZDA'ED TREASURY RECEIPT 

[Referred !a ui paragraph 22.3.21 

Rmma from the officer-in-charge of 

Di\isia, the sum d Rupees (in words and figures) 

L & -'. 
as detailed klow for d i t  to the --- 

B. & C. 

Dqament, during 19 :-- 

Date Treasury Officer. 



SCHFaULE OF MONTHLY STATEMENT WlTH 'ZREASURES 

(Referred to in parsgraph 22.3.3) 

Annlysis d the difference as pcrline 5 

A.--Received by treasuries too latc for incorporation in the 
accounts of the month. 

B.--Remitted after closing sub-divisional accounts of 

PART I-- Rwcrrw, *NO m w  

Total Trrasur)! 

-- 

Tseasury 

- 
3. Total! . . 

4. Amounts acknowledged by txeasuries as per 
consoIidaGd receipts attached 

5. Differma @in: 3 nninas 4) as explained below. . . 

1. Dliffemce brwght over as per line 5 of last month's 
schedules. 

2. Cash ~ t : d k d  during the month . . . . 

Treasu~y 

-- 
- "- 



- 

. - 

PARTTI.-CHEQUES ~ U Q )  *ND PAID 

*The differena relating to each treasury should be detailed in the manner indicated. 
~ iv is io& l  Accoun~nt.  

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 cerrificates of issues (attached). 

5. Difference (detailed below) . . . . . . - 
Paaiculars of 

cheques 

* Details of difference 
W 
00 
0\ 

Treasury 

Amount 

I 

No. 

! Net difference . . 

Date 

Treasury 

Total . . 

Uncashed 
cheqws. 

Particulars of 
cheques 

Treasury 

Amount 

No. 

Total 

- 

Date 

Total uncashed cheques. 
Deduct--Total of cashed 

cheques as per last 
column. 

Amount 

Particulars of 
cheques 

Cheques carhed during the month,' bul 
taken lo account in sub-divisimal c a h  
books of the following mondh. 

No. Date 



FORM 89 (P. W. 615) - 

TREASURY PASS BOOK 

[Refemd to in note 1 below paragraph 22.3.31 

Initials of 
treasury officer 

(5) 

Amount of 
cheques 

(4) 

Month and 
date of payment 

(1) 

Pa~culan of 
cashed 

NO. 

(2) 

the cheques 

- 

Book 

(3) 



Notes to k printed on the Ry-leafof the abstract book, fonn !XJ (P. W. 37Q 

1. 'Ike standard fonn is ady  a model. The number of vertical columns may be varied 
acmrding to requirements, the examples givm being those suitable form ordinary division of the 
a. and C. D. 

2. 'Ihe book should be posted from the several cash kooks in respect of cash transauions, fran 
the tmsfe: entry took in respect of transfer entries and fmm the summary of srock receips and 
issl~es in ~ s p e c i  of stock transauions. 

3. The amount of each cheque entered in cash book should be shown on the charges side under 
the head to which the pyment relates, and the total amount on cheques drawn s h d d  be sbm ss 
Bingle entry on the receips side in the column for " Public Works Cheques ", or " III--Other 
RnniDences ", according as themsuries on which the cheques are d ram are within or outside the 
a w m t  circle in which the diviim itself is. 

4. In p o s ~ g  the stock transactians f m  he, summary of SO& receipts issues, debits (and 
d u )  to stock which qmsent Bedits (and debits) p o e d  in thc summaries from the cash book 
dthetrwsferent~ybadc,and which are separately shown in ?he summaries, vide pagraph 9.2.26 
should be excluded, as these are posted in the abstract book direct from the cash bmks and the 
transfer envy book. In the vertical columns, headed " Stock ", should be entered, on the receipt 
side, the total of the stock issues (corrected as ~ b v e )  and on the charges side, the total of the stock 
receipts (also corned as above). 

5. As t h e p b g s  fmm each cash bmk afo&~rer dmumerrv are oomp1e~ed it should be seen h t  
theklal posthgr on the receipts side a p e  with those on !he charges side, and that, funher, the totals 

of h e  columns headed " Cash from treasury ", agree in respect of cash hook and those of the 
columns, headed " Transfen within division '"in respect of wade division, separately for cash and 
stock d e s s  my cash or stock be in transit, see paragraphs 22.4.12 and i2.3.5. 

6. Refunds of revenue appear as charges in the initial accounts, and will therefore be posted cm 
the charges side d the abstract book. As they are to be taken ultimately in reduction of revme  
~ceipts,  the t d s  for the month should be ~ ~ ~ s i e ; r e d  to the receipts side ss mkw entries in the 
c a l m i s  for the revenue heads concerned. 

7. Similarly, mip which are to be taken in reduction of expenditure on individual woks in 
progress or on establishment and mls a d  plant, v& statanent D d appendix, should be posted 
as receipts in the first instm~ce under appropriate: headings, axiJ ultiistely transfened to the charges 
side as minus entries in the columns for h e  heads .under which the charges to be red-aced are 
classified. 

8. Finally, it should be seen that the totals of the vertical columns agree with the t d s  of the 
relevant schedules, registers, etc., or of Ihe corresponding figcres therein. Diffzmm should be 
traced and set right 



s 
Receipts. 

FORM 90 (P. W. 378) 

ABSTRACT BOOK 

[Referred to in paragraph 22.4.11 

Month- 

Public 
Works 

deposits 

(10) 

Establish- 
ment-- 

" Deduct" 
percent- 
age re- 

coveries 
(7) 

+ 

Su b-division. 
etc. 

(1) 

Cash 
Divisional Officz . . 

Total . . 

Sub-division . . 

Total . . 

Sub-division . . 

Total . .  

Sub-divis ion . . 

Total . . 

X X X W ,  
Public 
Works 

(2) 

Suspense Accounts Tools 
and 

plant 
" Deduct " 

reco- 
veries 

(8) 

Miscella- 
neous 

Heads of 
Account 

(9) 

Purchase 

(3 

Miscella- 
neous 
P. W. 

Advances 
( 5 )  

Stock 

(4) 

Workshop 
suspense 

(6) 



(3) 

70 
(pur- 
chases.) 

C1) 

Transfer entriu . . 

Total . . 

Srock 

Sub-division . . 

Total . . 

Sub-division . . 

Total . . 

Sub-division . . 
Total . . 

Total, cash, transfer 
entries' and stock. 

Deduct.--Refunds of 
revenue rransfqrred 
from charges side. 

Net . .  . . 

Reference to schedule 
register, etc. 

(4) 

70 
and 

98 

(2) 

19 

16) 

I 

. . 

(5) 

70 

a) 

100 

(8) 

100 

(9) 

95 

(10) 

- 

- 

70 











Charges 

FORM 90 (P. W. 378) 

ABSTRACT BOOK 

Referred to in paragraph 22.4.1 J 

Month- 

Subdivision, etc. 

(1) 

Cash  ' 

Divisional Office . . 
Total . . 

Sub-division . . 

Total . . 
Sub-divj sion . . 

Total . . 
Sub-division . . 

Total . . 

50--Public Works 

Tools 
a~ld 
plani 

(6) 

----- 

Suspense accounts Establish- 
ment con- 
tingencies, 
grant-in- 

aid 

(5)  

Original 
Works- 

Build- 
ings 

(2) 

Purchases 

(7) 

Chiginal 
Whrks- 

'Corn- 
rn uni- 
canions 

( 3 )  

St& 

(8) 

Repairs 

(4) 

Miscella- 
neous 
P. W. 

Advances 
(9) 

Workshop 
suspense 

(10) 





Sub-divisions. etc. 

(1) 

C a h  

Divisional office . . 

Total . . 

Sub-division . . 

Total . . 

Sub-division . . 

S I I I )  ~ I V I S I C I ~  

Miscella- 
neous 

Heads of 
Account 

(11) 

-- 

p-- 

Public 
Works 

Deposits 

(12) 

------ 

S. REMI1TANW 

--- 1 

Adjusting accaunt 
between Central and 

State Government 

A 

Govern- 
ment of 

(13) 

- 

Adjusting account 
with Railways 

(14) 

I 

P. W. Remittances 

Railway 

(16) (15) 

Remit- 
tances into 
Treasuries 

(1 8) (17) 

Other 
Remit- 
tances 

(19) 









FORM 91 (P. W. 375) 

SCHEDULE DOCKET 

[Referred to in paragraph 22.4.21 
No. 

Name of wok* or schedule-- 

fClassificatim of charge-- Month-- 



FORM 92 (P. W. 513) 

SCHEDULE DOCKET FOR PERCENTAGE RECOVERIES 

[Referred to in the note below paragraph 22.4.31 
Month-- 

Item *Name of work 
No. (i. E., full bApIIuL- 

name as given in ture 
the estimate) 

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 or office should be prefied that of the work in red ink. 

Divisional ~ccountant. Divisional Officer. 

FURM 93 
DitllTs 

SCHEDULE OF --- TO "ADJUSlWG ACCOUNT BETWEEN 
CREDITS 

"CENTRAL AM) STATE GOVERNMENT' 1 "ADJUSTING ACCOUNT 
m RAILWAYS- I "ADJUSTING ACCOUNT WJTH P. AND T." I 

"ADJUSTING ACCOUNT WITH DEFENCE. 

[Referred to in paragraph 22.4.41 
Month-- 

I *The entries should be grouped by each Governme~~t or RailwayIP. and T. or Defence accounts 
officer as the case may be. 

$b h e  schedule of credits, items representing cash receipts should be so described in this column 
and against all other items should be given a reference to the schedule docket in which the 
corresponding debit appears. 

w e -  
marks 

(6) 

Divisional Accountant. 

Amount 

( 5 )  

.< . 

Item 
No. 

1 
I 

(1) 

*Name of 
Governmenti 

Railwayp. and T. or 
Defence account 

officer 

(2) 

Particulars 
of 

debiucredit 

(3) 

Reference 
to authority 
or No. and 

date of 
acceptance 

of 
transfer 

(4) 



n 
Item No. 

Name of division or office (with 
h 
N name of department and Gov- 
V 

emmenl if necessary). 

5' m 
U ,  

6 

C - 

1 

$Whether an original (0) or 
e . - a responding (R) ircm. 

-. 
t. 2. E 

w, 5 2 
w 9 3 " P C  

? % 

&,I " s 
h m g p i j - .  " Z $  - 3 g F Z  

e O " 6  g,, - - 4 2  p j 2 m 2 ~ ~ 0  - " 4'6;  2 - 0 5  

n Ot $ 5  $ p ?  
w $ m o m  E 

yv i?; $6. 

Q Amount brought to account. 
w 

;; Amount 
V 

1 s Ranarks 
I 

- 2  
$ g 5 , . -  t: &E?'i 
5 2 5 2  
s h a m  
~ 2 ? , " $ '  

i- 

P 
2 -. 
ti 
2 

C 

2 
0 
c 
-i 
4 





FORM 95 (P. W. 383186) 

DEBITS 
SCHEDULE OF TO MISCELLANEOUS HEADS OF ACCOUNT 

CREDITS 

[Referred to in paragraph 22.4.41 

B v i s  ion - - 

divisional Accountant. 

*In the schedule of credits. items representing cash receipts should be so dacriked in this column ; and against sll other items should be given a 
reference to the schedule docket whereiii the corresponding debit appears. 





Division- 

FORM 97 (P. W..W) 
SCHEDULE OF WORKS-EXPENDITURE 

[Rderred to in paragraph 22.4.61 

Total 
charges of 

the 
month 

herd, rcmuounce or other acamn- 

month un 
whuch 

expemdi- 
ture la n 
appea=' 

No. Total 
charges 
of the 
Yea= 

ma- 
ment 

Excess 

(8) 

Mame of work (i.e., 
Full name as given 

m the estimate) 
K B.-Admmlsua- 

love approval and 
~lechniclll sanction 
m a y b e d i n  

red ink when 
a work is 

entered for 
the first time 

Minor d 
detailed 
heads at 

clas slfi~m- 
110n 

I 
I 

Schedule 
docket 

No. 

Divisional Accountant. 
Note.-41) Nomnldly only those wlo&:s should be inc!uded on which expenditum has been incurred during the month. In the schedule accompanying 

the m o n M y  acmumlts for September asnd March (Supplementary), however, all &e works (including those relating to works where there are no fresh 
transactims dumg: he month) should Ite included. 

Month- 

- (2) In respect of minor works and ~epurshnaintenance works for which there is .a lump allotment, column (8) may bz filed only in the comprehensive 
schedules accompanying the monthly talccounts for September and March (SuppLementary). 

(3) In mlurnns (84 and (9),the refentrmrae to the communication intimating the amount of allotment/sanctioned estimate should also be quoted in the first 
month in which &us: expenditure a p m  or a revised sanction is issued. 

(4) The WO* dating to a particd.w!pmjea shculd be included at one place w i i l  the name of the projea as the heading, Highways and Central Road 
Fund executed by lPre division, im@e of whether any expenditure has bem incurred during the particular month or not. 

(5) The S c h e d d a  for the months 4 rune. S+anber, December and March shculd include all works relating to National. 

Sanc- 
tioned 

estimate 
- 
Excess 

Remarks 
regarding 

action taken 
to regularise 
the excess 
If the work 

is completed, 
indicate the 

date of 



FORM 98 (P. W. 391) 

SCHEDULE OF DEBrrS TO STOCK 

ltem 
No. 

(1) 

[Referred to in paragraph 22.4.81 - 

Sche- 
dule 

docket 

(2) 

Month- 

*Name of manufacture or 
other item of expenditure 
(as given in the estimate) 
IV. B.Sanctioned to be 
noted in red ink when a 

work or item i s  entered for 
the fint time 

(3) 

MunJactwe 

h n d ,  kilns, elc. 

Total 
transac- 

tions 
of the 

Remarks 
if the work 
is comple- 
ted, say so. 
(Amount of 
estimate to 
be filed in 

office wpy 
d y )  

Grand T d  . . 

those works or items should be entered on which there has ken any transaction during the 

m a ,  ~dhenoperation" and "outturn" transactions of each manufacture should be shown in two 
separatk lines. In March, all items under the groups "Manufacture" and "Lad, Kilns, etc.." the 
arnUX)mts &which are still open, should invariably be shown. 



FORM 99 (P. W. 384) 

STOCK ACCOUNT 

pefemd to in paragraph 22.4.91 

Month- 

Part I-classlfieal a c c o w  of receipts, issues and balance 

Cefied that entries in lines 1,2 and 4 of this accwnt agree with the comspdiig entries 
in the suspense register of etock. 

Divisw~I Accountant. 



410 

Part 11--Derailed account of issues 

Divisional Accountad. 

*For details see schedule of debits to stock, form 98. 

-a 

2 
E - 
4 

$If the balance inc!udes the value of the stores in transit within the division, the certificate should 
be amglified to sute the value af such stores and the steps taken to adjust it. 

6 
9 8 
8 
g B  . %  

g a  

Form 98 

S.D.No. 
S.D.No. 

R e v i ~ l s  
column 

msoli- 

$If 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. 

Particulars 

Line 1 
--Manufocttue, 
Credits for 

Outturn. 

Line 2.--L~nd, 
kilns, etc. 
T.E.No. .. 
T.E.No. .. 

Total . . 
Line 3- 

Other sub-heads 
Issues to works, 

etc. 

6 

Total . . 
Issues 
LO works. 
etc. 

4 4 

ti 0 

Cash credits to 
stock. 

Sale account . . 
1. *I . . 

Total . . 
Line 4 . - T d  

Issues. 

FORTI 28 
Form 28 



FORM 100 (P. W. 517 TO 519 

CLASSIFIED ABSTRACI' OF EXPENDITURE 

[Referred to in paragraph 22.4.1 11 

Month- 

*When a minor head of account is split up into two or more primary units. the figures of each of 
these shculd be entered in the inner column, and the total for the minor head in the outer 
dumn. The minor head "Suspense" should be detailed as shown. "Refunds of revenue" wil l  
not appear in this abstract, but "Remipts and recoveries on capital account" should be shown as 
deductions. 

?These are only speiimen 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 bid. 

Total 
charge of 
the month 

(3) 

Reference to schedule, 
schedule docket 

or bdl 

(1) 

Form 97 . . . . 
Form97 . . . . 

Consolidated -Ca l~gen t  
bill. 

F a n  92 . . . . 

Form 97 . . . . 

- - 

*Minor heads and primary un~ts of 
appropriation (separately for each) 
major head or distinct part hereof) 

(2) 

t43-A. Irrigation Works (Commercial; 
(a) Productive Works--(i) Working 

Expenses. 

Extension and improvements . . . . 

Maintenance and repairs . . . . 

Establishment- Rs. P. 
$htingenCia . . . . 

Dedwt-Percentage . . 
recoveries. 

Net establishment . . 
Tools and plant . . . . 

Deduct--Recoveries . . 

Net tools and plant . . 
Total final heads . . . . 



FORM l k o n r d .  

Refemu! to schedule, 
schedule dodret 

or bill 

Form 99 . . . . 
Form 103 . . . . 
FormiW .. . . 

Workshop suspense s&e- 
dhle. 

i Form 99 . . . . 

Form103 . .  . . 
Form 105 . . . . 
Workshops suspense sche 

dde. 

*Minor heads and primary units of 
appropriation (separately for each 
major head or,distinct pait thereof) 

Rs. P 

Debits G I I 

MkmIlaneous P. W. 
Advances. . . 

W&shap mspense 

Taal debits . . . . 

Purchases . . 
Miscehwus P. W. . . 

Advances 
Workshop suspense . . 

Total credits -*Lj- 
Net debit to suspense 

* -  . .  I 
Total charges 

.. ( 1 .  

Total charges 
of 

the month 

Di*visionai Accountant. . 



FORM 101 (P. W. 383) 

MONTHLY ACCOUNT 

[Referred to in paragraph 22.4.121 

Month- 

lObMinor  Inigation, Navigation, 
Embankment and Drainage Works- 

6 

7 

8 

9 

10 

11 

12 

13 

106-Miwr higation, Navigation,, Em- 
bankmat and Drainage Works-Direct 
lFxeipts. 

059 Public Works . . . . . .  
EXPENDITURE 

333-Irrigation, Navigation. Drainage and 
Flood Cmmi Pmjeds. 
A. Inigafion Works- 
Muc t ive  Works-Working expenses 

Unproductive Works-Working expenses 
33%Inigatiq Navigation. Drainage and 
Flood Control Pmjas .  

B. Navigation, Embankment md Drainage 
works. 
Productive Works-Working expenses . . 
Unproductive Woh-Working expenses 

306Minor  Inigation and other Minor 
Inigatim Works. 

A-higalbU W Q ~ S - M ~ S C ~ ~ ~ O U S  e X p -  

d i m  
E-Navigatim, embankmart and Drainage 

Works-Miscellaneous expenditure. 

Do. . . 

Do... 

Form 100. . 
Do. . . 

Do. . . 

DO. . . ' 
, 

q 



Item 
No. 
(1) - 

Name of major heads etc. 

306Minor  Irrigation Capital outlay on Iniga 
tion, Navigation, Embankment and Drainagr 
Works. 
Inigatipn Works- 

Navigation, Embankment and Drainage 
Works. 

259-Public Works, 283-Housing and 337 
Roads and Bridges. 

50-Public Works- 

5 3 3 a p i t a l  outlay on Inigation, Navigation. 
Drainage and Flood Gmtrol Projects. 
994apital outlay on Irrigation, Navigation, 

hbanlotlen€ tdid Dfilinng~ W*rks (a* 
mersiul). 

A-Irrigation Works- 
Productive Works. 

Unproductive Works. 

B-Navigation, Embankment and Drainag, 
Works- 
Productive Works . . . . 
Unproductive Works . . . . . . 

S m a p i t a l  outlay on Minor Inigatim, Soi 
Conservation and Area Devebpnent 

1 U p i t a l  outlay on Irrigation, Navigation 
Embankment and Drainage Works won, 
commercial). 

A-Irrigation Works. 

&Navigation, Embankment and Drainag, 
Works. 

459--Capital outlay on Public Works and ohel 
Functional Capital Heads of Accounts. 

103-Capital outlay on Public Works . . 
Miscellaneous Heads of Accounts 

T-Deposits- 

L 
Cash Settlement Suspense Accoun 

Do. . 

Form 100 

Do. . 
Do. . 
Do. . 

Do. . 

Do. . 
Form95 . 

1 Do. . 

Receipts 

(4) 

Disburse- 
ment 



415 

I 
I 

i 

*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 column. 

t ' he  total of the columns for receips and disbursement must agree and if there is any difference 
dpe 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 so as to slate the amount and 
the steps taken to adjust it. 

Item 
No. 
(1) 

26 

27 

28 

29 

Schedule 

(3) 

Form 73 . . 

Form 77 . . 

Form 93 . . 

Form93 . . 

Name of major heads etc 

(2) 

T-Deposits and Advance* 
Civil Deposits-Public Works Deposits 

Depamental Advances-Advances of the 
Public Works- 

Takavi works advances . . . . 

U-Remittances- 

Adjusting account between Central and State 
Governments. 

Adjusting Account with RailwaysP. and 
T m f e ~ = -  

30 

Receipts 

(4) 

Disburse- 
ment 
(5) 

Rem~ttances--Cash remittances and 
ments between officers mdering accoun 
to the same Accountant-GmeraL 

Previous 
Month's 
ac4mmt 

Total . . 

*Cash balance .. .. 
diminished .. .. 

incased, 
Qpening balance . . . . 
tClosing balance . . . . 

Rs. P. 



Memo of miscellmeo~s cash receipts paid into treasuries 

I Rs. I P. 

Balance froh last account . . . . . . . . . . I !  

Certified (i) that the closing balance in the account agrees with the total of the b a r n s  r e s ~ r $ d  

rn the severol eaeh halane E ~ M  h f~rm 11, (u) that no single h d s  an ~mptest d r n ~  
than Rs. 1,000, (Gi) that alf imprest holders who have to furnish security under the rules have either 
furnished the security or have heen 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. 

Receipts during the month . . . . . . . . . . 
Total . . 

I 

*See foot-note overleap prefixed by a*. 

Divisional Accountant 

Paid into treasuries- . . . . . . . . 

. .Treasury, vide F m  88 . . . . . . . . 

. .Treasury, vide Form 88 . . . . . . . . 

. .Treaswy.vide Form 88 . . . . . . . . 

Divisional Officer. 

Bahce remaining to be paid as explained below . . . . 
*Celtificate of cash balance. . 

Rs. P. 







FORM 104 (P. W. 546) 

LIST OF ACCOUNTS SUBMlTED TO ACCOUNTANTGENERAL 

[Referred to in paragraph 22.4.151 

Fonn 
No. 

(1) 

101 

102 

1W 

97 

78 

91 

92 

99 

98 

I 103 

105 

Local 
Form 

95 

95 

No. of 
documents 

(3) 

Month- 

Name of document 

(2) 

Monthly accumt 

Schedule of nevenue m k d  

dunds  of revenue 

receipts and recoveries on capital account. 

Classified abstract of expenditure. 

.%hedule of works expenditure. 

Consolidated condngent bill (with neaessary 
vouchers). 

Schedule dockers (with necessary vouchers" transfer 
entry orders, survey reports and sale account attached 
to each). 

Schedule docket of percentage recoveries. 

Stock account (with sale accounts in suppon of the. cash 
credits to stock). 

. Schedule of debits to Stodr. 

Abstract account of credits, debits and balances of the 
purchase account (supr ted  by a list of credits to the 
suspense head "Purchases" showing references to the 
transfer entry 'orders aggregating tothe figure shown in 
the classified abstract of expenditure). 

Schedule of Miscellaneous P. W. Advances. 

Schedule of Workshops suspense. 

Schedule of credits to Miscellanwus Heads of Account. 

Schedule of debits to Miscellaneous Heads of Account 

Remarks 

(4) 



96 Scheduler of transactions adjusted under the hea 
"Gsh settle men^ Suspense Accwnt". 

Form 
No. 

(1) 

93 Schedule of credits to Adjusting Acxount 
Railways. 

Name of document 

(2) 

93 

93 Schedule of debits to Adjusting Accwnt wi 
Railways. 

93 Schedule of credits to Adjusthe Acwunt with 
and Telegraphs. 1 

Schedules of credits to Adjusting Account betwee 
Central and State Governments. 1 

Schedule of debits to Adjusting Account with POS 
and Telegraphs. 

.I 

Schedule of credits to Adjusting Accwnt with 

No. of 
documents 

(3) 

93 1 Sdvdule. d debits to Adjusting A w n ,  with Drfmtx. I 

Remarks 

(4) 

94 Schedule of a d i t s  to Remittances. I I I 
94 Schedu!e of debits to Remittances. I I I 

73 1 schedule of Deposits. I I 

88 

76 Scnedule of deposit works. I I I 

Schedule of monthly senlement with treasuries (wit 
supporting consolidated treasury receipts an 
cenificates of issues, signed by treasury officers). 

Schedule of takavi works. I I 
Copies of statement of tools and plant receipts an 

indents for tools and plant in respect of special tool 
and plant (with supporting survey report of stores, sal 
accounts and ac'knowledgments of officers concern 

Governments). 

4 
in the case of stores transfend to the public work 
divisions including the divisions of other 
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The vouchers e m r a t e d  below do not nccompony for the remom stated against 'mch :- 

Divisional Accountant. 

Forwarded to the A-tmt-General. 

Dated. 

A--88-28-A 

Divisional Officer. 



BWRM 10.5 (Ip. W. 536) 

SCHEDULli OF M I S C E W O U S  PUBUC WORKS ADVANCES 
( R e f e d  to in paragraph 22.4.15) 

&-Port I.-ex&actfrom rhc swpm register, fonn 70 

Month- 





FORM 106 (P. W. 547) 

DMSIONAI, OFFICER'S REPORT OF SCRUTINY 
OF hCCOUNTS 

{Referred to ~II pawgraph 22.4.181 

Month- 

After due exmination of the office copies of themonthly account, and supporting dwummts, 
for the mor,th of . which were despatched under the signature of 
the divisional accountant during my absence from headquarters, I accept ~sponsibiity for the 
same. 

2. 1 have initialled the office copies of the monthly accarfit and the list of accounts (form IN), 
and a duplicate copy of the monthly account signed by me atached to this Rpon 

3. I have issued instructions for ihe adjustment in the next month's a c m t  of the errors and 
omissions detailed below, which my scrutiny of the accounts has disclosed :- 

Enclosure : Monthly account. Divisional Officer. 



FORM 107 (Po W. 255) 

ANNUAL ~ ~ C A T E S  OF BALANCES 

I For the year ended 31st March 

A. Manrgfactwe.-€ertified (1) that the closing balance of rupees 
.............. .in the mount of the head "hhiufactuPe" far XlIarch 
.................... consisted, with the exceptions notkd Mow, ody of the 
unadjusted chzrges upon operations in progress, (2) ttut a11 outtun from the 
operatioms has been duly brought toaccount,and(3) that theclosing balancedoes 
not rcIate to any operations the accounts of which, under the rule in paragraph 
13.1.4 should have been cbseri and adjusted during the previous twelve months. 

B. Land, kilns, etc.-Cmified (1) that the clasing balance of rupees 
................ h the acmunrs d the head "Land, U s ,  etc," for March 
................ consists of the items enummaed below, (2) ba& all charges 
Y'e~v~rable h m  other heads of account under nrle or order (vide paragraph 
13.2.2) have been duly credited to this kad during the year, and (3) that the 
balance in respect of each ikm represents in my opinion, a fair residue which the 
operations of the corning seasons may be reasonably expected to bear at the 
prescribed rates of recovery :- 

*In neamst rupees d y .  



C- Other & W . a e d  (1) that the closing balance of rupees 
. . . . . . . . . . . . . . . . . under the head "Other subheads" in the stock account for 
M m h  . . . . . . . . . . ., represents the value of stuck materials, d M e d  quantity 
twmqts w h m f  have been maintained in 8ccordance with the prescri'bed pro- 
calm, and (2) that, with the exceptions noted below, none of the materials 
staked are in excess of the probable requirements for the works of the elivision 
f a  the subsequent *twelve months :- 

(stue die rtcpo mkal 
to. obtrin tbe sear- 

@taw the a q ~  rrkm to 
dispose of the matetials. 
a to obtain rhe mccs- 
sary arder fa heir du- 

Wr any orha period that C;rmmspr may h v t  pmcibtd. 
tkr nclma nrpees only. 

~ U ' I F ~ ~ A T E  NO.  WORKSHOP SUSPENSE 

Certified (1) that the closing balance of rupees. . . . . . . . . . . . .. in the accounts 
of the head 'Warkshop Suspend" for March . , . . . . . . . . . . . . consists of the 
unadjusted charges for labour and materials on the undermentioned jobs in 
~prowss, which, for the reasons noted against each, it was not possible toadjust 
in the accounts for March. . . , . . . . . . . . ., as required by paragraph 14.2.4 and 
(2) that action has been taken to ensure their clearance in the supplementary 
account. 



(3i~m1m-r~ NO. 3 . - O m ~  s u s m  ACCOUNIS 

AND Dmm 

A. Generd.-ed (1) that the accoun$ of aU works, the actual con- 
sawtion of which is completed, have ken clssea as far as possible, and (2) ohat 

b in cases in which the accounts of such works have still to be kept open, 
amangemeats have been made to ensure that no further charges will be i n c d  
without my permission as required by pamgraph 10.7.4. 

B. Matenbk.-Certi6ed that in respect of each work in progress in the 
accounts of which the wpnse head "Un is g i g  operated upon, the 
 balance^ as per the register of material4t4t .p accounts as on 31st March 
............... 1 have been veriftd and the regoft of verification reviewed by 

I me, and (2) that necesssry action to elear the suspense Ma'MaaQials" has been 
taken iu &e case of all - w d s  complaxl during rhe year. 

W e d  (1) that the closing balances of the accounts named in the ~lPargin 

t 

....... (as specified against each) for March. 
have been reviewed in detail, (2) that no items 
are include8 therein which under the rules do 
not pertain to the arccount mncerned, (3) that, 
with the exceptions noted below, none of the 
items, in view of the period it has been out- 
sta~dhg or of any other circumstances which 
may diminish the chance of its recovery, d s  

I 
I 

i 

for any special actian, to effect clearance, and 
(4) that, in respa% of the exceptions specified, necemy action is Wig taken 
under my orders. 

C. ContractonMdlabourers.~ed(l) that the closing balancesof the 
accounts of 'Tontrac~s" and ''Labourersn as maintbed in registers of works 
in respect of works the accounts of which were open oh the 3 1st March. ...... 
were as d d e d  below, (2) that the total of the contractors' balances as shown 
in adfieate I, has been reconciled by the divisional accountant with the total of 
the balances CONQCM' ledger, (3) that the hboum balances have been 
s h k 1 y  reconciled by the sub-diyisional officers concerned with the relevant 
records of unpaid wages [vide paragraph 10.2.3 (e)], (4) that there has been no 



abnormal delay in closing or adjusting the accounts of contracts which are no 
longex in operation, (5) that all "secured advances" are covered by duly executed 
indentures in form 50, which I have seen are in existence in the divisional oflice, 
and (6) finally, that none of the other oulstanding debit balances represent any 

. overpayments, or have become or are likely to be irrecoverable :- 

*In nearest rupees only. 

Serial 
No. 

(1) 

I 

Remarks 

(7) 

Full name of work 

(2) 

Total . . 

labourers 

(6) 

I 

DETAILS OF B A W C E S  

Crnlramrs 

O~her 
trans- 
actlms 
Debits 

Cdits 

Advance Secured 
payments advances 
(Dehits) 1 (Debits) 

(3) (0 1 ( 5 )  

* C 

I 
I 



/ 

CERTIFICATE NO. 5.-ARREARS OF REVENUE 

Certified (1) that the register of rents of buildings and lands and other records 
of assessment and redisation of revenue (vide paragraph 8.1.4), for the year 

. ending 3 1st March.. . . . . . .,have been reviewed in detail and that all immoveable 
properties belonging to the division which are available for letting out and other 
import an^, sources of revenue, are entered in the relevant registers with full 

I particulars, (2) that adequate action is being taken under my orders in respect of 
revenue which remairls undiscd for more than one month by reason of delay 
on the pan of tenant or other person concerned, and (3) that there are no arrears 
which have become, or are likely to be irrecoverable. 

C E R ~ C A T E  No. =ASH SEITLEMENT SUSPENSE ACCOUNIX 

Certified that the closing balance of rupees. . . . . . . . . . . . in the accounts of 
the head "Cash settlement suspense accountw consists with the exceptions 
noted below, only of oulstanding @ansactimspataining to the month of March 
. . . . . . . . . . . ., for which the intimations of claim were duly despatched to the 
div i~ io i i s  concencd within &a pmm-tred perid, (2) that no mwmi clams arc 
outstanding for more than ten davs, snd (3) that action has been taken to ensure 
the clearance of the outstanding amount. 

Divisional Accountant. Divisional Officer. 



FORM '108 

ANNUAL CONFIDENTW, REPORT ON THE DIVISIONAL 
ACCOUNTANT 

[Referred to in paragraph 265 of appendix 21 

Period- 
Full name- 
(Capital letters) 

Father's name- 
Date of birth- 
Educational qualifications including 

professio~lal a n d  technical 
qualification+ 

Departmental emination passed- 
Date of appointment i p t  

(i) Government service. 
(ig I. A. and A. Degtt. 
(iii) The present grade. 

Date of confirmation- 
~ivisions in which pasted during the 
period of report- 
1. (a) Knowledge of the work on 

which engaged. 
(b) Knowledge of codes, rules, etc. 
(c) Ability in BPafhng letters and 

presenting cases. 
(d) Knowledge of the work of the 

division as a whole. 
2. (a) Regularity and punctuality in 

attendance. 
(b) Industry and application. 
(3 Ability to maiiage the division 

"' compekntly . 
(d) Ability to atrange for prompt 

W s a l  of work. 



FORM 108-contd. 
I 

3. (a) Amenability to discipline and 
official decorum. 

i (6) Capacity to control those 

i working under him and get bhe 
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. 

(0) whetke~ he h a  twa i ~ ~ p n =  
sible for any outstanding or 
noteatble work. . 

[ If the answer to (a) andlor (b) is 
yes, a detailed statement of the 
reducedjnoteable work done, 
should be given in a separate 
sheet to be attached to this 
confidential report.] 

5. Aptitude displayed for any w i d  
type of work. 

6. (a) 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 
tr& of character, his general 
conduct and behaviour. 

7. Integrity. 



FORM lOS-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 
turn ? If so, what are the 
special positive qualities, attain- 
ment and/or activities which 
would justify his out of turn 
promotion ? 

Signature of the Reviewing Officer 

Name (in block letters) 
Designation 
Date 



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 turn 
promotion.) 

Signature of the next Superior Officer 

Name (in block letters) 
Designation 
Date 



D ~ O I ' ~ ' W I S E  mxsm OF ~ S A C I Z O N S  mm WW. 
THE HEAD "CASH S m  SUSPENSE A C C O W  

[Refartd to in rule I (I) of appendix 61 

Part I--Details 

Name of Division- Month- 

tkw ~ t a ~  the month . . 

No. cw.e 
I 

.................... Copy dongwith. vouchers fawarded to the Exwndvc 
....................... Engineer. D~vbion. A of I&. (@ detailad Q M Y ~  

is due from him on account of stores issued or services RW&& tailis 
................................. division during and to end sf. He is 

requested to send within ten days of the mip of this cJaim, a ckque/bank for 
the total amount drawn in favour of the undersigned. 

Executive Engineer, 
Division. 

tHere give reference to the No. and date of cheque/Mt received. 



Part II4bstract accowit of debirs, credirs and balances wider the 
head "Cash Settlement Suspem Account" 



436 

FORM 110 

REGISTER OF CLAIMS RE- 

[Refed  to in rule I (2) af appendix 6] 

Division . . . . . . . . . . . Month . . . . . . . . . . . . 

No. and date of Amamt of Number and Initials of RanarlEs 
leanwithwhich claim dateofchequ~ divisional 
theddmwa bmkbaft accountant 

m e i d  iaaued 

(1) (2) (3) (4) (5)  



FORM 111 

DMSIONWISE REGISTER OF CASH RECOVERIES, EX., MADE 
ON BEHALF OF OTHER DMSIONS 

i [ R e f e d  to in rule I1 (1) of appendix6 ] 

I Name of Division- 

.......................... Copy forwarded b the ~xecutive ~ngineer 
. .  ! - .  - - - - - - - - 

Ui~iitifi iiiith ik fetnaks ttiili tl gum 6f RY. ............................ 
as Per details given above is due to him on account of cash recoveries, etc., 
made in this division on his behalf. A chequebank draft No. ............. 

............... ........... dated for Rs. (. .) is sent herewith in settlement 
of this account. I 

The receipt of the chequebank draft may please be acknowledged. 

Remarks 

(3 

End--One chequebnk draft. 
A-88-29-A 

Authority 

(4) 

Executive Engineer, 
Division. 

Amount 

(3) 

Serial 
No. 

(1) 

, 
Particulars of transadion 

(2) 



INDEX 

This Index has been compiled sokly for the purpose of assisting references. No 
exprosslon used In it should be considered as In any way lntetpretlng the rules. i 

Paragraph Appendix ! 
I 

Abstract book- 

Formmduse.. . . . . . . . . . .  22.4.1. 

Abstract cccount ol credits, debits and bahnces of 
the purchase account- 

Form and submission to Acmuntmt-General . . 22.4.15. 

Accwntant-General's Inspection- 

Discussion with the head of the office . . . .  4.3.1. 
l h s p a l a f l ~ p m t a  : . . . . . . . . .  4,3.i,4,5sl 
Rrra& 91 ',: z i ~ w s i d .  icmmirn~'r  t tiny of 2.2.11. 

recounts to be available for- 
Review of regisler of divisioaal x m u n ~ n t ' s  4.23. 

objections. 

Accounts- 

All tmpadions dating to ash, stores, propexty 
orconcessions, ctc, having mmey valuer to be 
brought to a m t .  

Amalgamation o f 4 f  two a more divisiond 
offirxs. 

Aman in- . . . . . . . . . .  
. . . . . . . .  Closing of--for a month 

Closing o f - 4  the year . . . . . . . .  . . 
Fictitious adjustment h-phhd  .. . .  

. . . . . . . . . . . .  Initid--ncords 
Respsibilities of disbursing officeri in regard to-- 
Should be kept in accordance 'with the rules of 
this Code, 

. . . . . . . . . . . .  Exceptions 
Should be so kept as to satisfy the audit department 

and a court of law. 
. . . .  Submission of* Accountant-General 

. . . . . . . . . . . .  S y s m  of- 
. . . .  Transactions to be recorded at once 

A48-29-R 



Accounts of petty contractors- 

Paragraph Appendix 

. . . . . .  F m  and pepamtion 

Acquittance rdl . . . . . . . . . .  

Administrative accounts-- 
Of irrigation works, e tc  . . . . . . . .  

Administrative approvaC 
E x p r e s s i d f i n e d  . . . . . . . .  

Advance payment- 
E x p r e s s i d f i n e d  . . . . . . . .  
F m  of bills . . . . . . . . . .  
Posting in works ebstracts . . . . . . . .  
Procedun for- . . . . . . . . . .  

Advances- 
To contractors on approximate measurnmu d 

marerialr. 
When dlowid li) mmmrs . . . . . .  

Annual certificates of balanc- 
Form preparation and submission to . 4 m t a n t -  224.20. 

General. 

Appropriatlon- 
Check against smc--made by divisional officer 

left to divisicmal a m t w t  
. . . . . . . . . .  E x p r e s s i d f i n e d  

F a  English cxpd i t r e  . . . . . . . .  
For suspense provides for gross debits of the whole 

year. 
For works chargeable to ocher divisions, depart- 

ments, etc. 
Primary units of- . . . . . . . . . .  
Procedure for watching actual expenditure against- 
Procedure for-of funds . . . . . . . .  
Secondary units of- . . . . . . . . .  

Assets and liabilities- 
Description of classes of liabilities . . . . . .  5.4.2 (c) Note. 
Effect of--on appropriations, and watching of 5.4.2. 

actuals. 
. . .  . .  Expression "Assets" defined 2.1.1 (5). 
. . . . . .  Expression "Liabilities" defined 2.1.1 (29). 



Paragraph A P P ~  

A--cant. 

Assets and liabillties--cont. 

Incorporation of liabilities in accounts of work not 10.5.21. 
permissible acepiom. 

Incurring of liabilities on behalf of ccntnrctors 10.220, 10.5.22 
Registration of-adjustable by transfer and watching 5.4.3. 

of their adjustment 
Responsibilities of divisional accountant for settle- 224.21. 

ment of- 
Settlement of* completion of woks . . . .  10.7.4-10.7.8, 

Audit no& 
See also Result of audits . . . . . . . .  4.5.1. 

Bank- 
Application of lu les to - s e e s  in amau~t  wid+ 6.1.5. 

. . . . . . . . . . . .  Rsnk dnfta 6.4.t, 17.2.1. 18.3.1. 
E x p r e s s i o n d e f i  . . . . . . . .  2.1.1(6). 

Bills- 
Form of- . . . . . . . . . . . .  10.29.10.2.13. 
Genera1,instructions regarding h e  form of bills and 6.4.5. 

their preparation. 
Preparation. examination and pnyment of- . . 9.2.17, 10.2.14. 

Bin Cards- 
Fonnandmaintenance . . . . . . . .  9.2.13,9.2.16. 
Register of- . . . . . . . . . .  9.2.14. 

Book transfer- 
Expressiondefined . . . . . . . .  2.1.1 (7). 

Cadage and inddentai charges- 
See dassification of transactions. 

Cash- 
Disposal of surplus-in hand . . . . . .  6.2.8. 

. . . . . . . .  Enp~ssian-defined 6.1.1. 
In the hands of cashiers to be cwnted . . ' . . 6.8.2. 

. . . .  Modes of o b i n i n g - f m  treasuries 6.2.1-6.2.7. 



Money obined on bills drawn at ueasuria should 
not be mixed with general- 

. . . . . .  Obtaining d.4m sub-tmsuries 
Obtairdng of-fmn treasuries of other States . . 
Rivatedhould not be mixed up with public- 
Rules regsrrfing custody of- . . . . . .  
Verification of-* chest adth cash book balances . 

Cash balance r e p o r t  

Form and plqmmtion . . . . . . . . .  
Submission o f 4 0 1  March to AccountantGenerat 
Submission o f 4 0  divisional office . . . .  

Alternative- . . . . . . . . . .  
Date of dosing of- . . . . . . . .  
Detailediostrudons fw writing up-are given on 

the form . 
Form of- . . . . . . . . . . . .  
Reuification of e m  in- . . . . . .  
VfiCation of- . . . . . . . . . .  
Certificate of ccunt of cash . . . . . .  
Deffermces found an actual count . . . .  
Monthly verification . . . . . . . .  

. . . . . . . .  Of total of cash books 

Accounts classificatiQn ofdrawn oa msusies . . 
Canc(Ila~m of- . . . . . . . .  
Canpletim of cw~terfoils of- . . . . .  
Cumcy  expires after 3 months . . . . . .  
Delivery thmugh subordinates . . . . . .  

. . . . . . . .  Drawn on subtreasuries 
Drawn on vuuuries of &I States . . . .  
Lapsing of- . . . . . . . . . .  
Marking of- . . . . . . . . . .  
Paymenu should generaily be made by- . . 
Renewal of- . . . . . . . . . .  

. . . .  Rules for guidance in drawing- 
&dement of account with treasuries . . . .  

Paragraph 

6.6.6. 
22.4.19 (a) . 
21.1.4. 

17.1.9. 
6.2.14. 
6.2.12. 
6.2.13. 
6.4.3. 
6.2.2,6.2.11. 
6.2.5. 
6.2.13. 
6.2.10. 
6.2.6, Note, 6.4.1. 
6.2.13. 
6.2.9.6.2.13. 
22.3.1; 22.3.4. 
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Paragraph 

Should not be drawn until intended to be paid away. 64.3. 
. . . .  Statanent ofdrawn during March 22.4.19 (b). 

Cheque books'and receipt books- 

Count of receipt . . . . . . . . . .  
Custody of- . . . . . . . . . .  
Form of- . . . . . . . . . .  
How obtained . . . . . . . . . .  
Intimation of number of cheque books to ueasury 

bzfore bringing it into use. 
Register of- . . . . . . . . . .  
Return of counterfoils of uscd-to divisional office 

and watching the same. 
Slatanmt of- . . . . . a + . . .  

Additimal charges f a  materials iasued to 
contractorsldind to works. 

Camp equipage, drawing materials, motor cars, 
office furniture, scientific instruments of direction 
and special officers. 

Camage and inadental charges . . . . . .  

Cash recoveries and payments m behalf of aher 
divisims, departments, uc. 

Charges for examination of soil . . . . . .  
Charges for land and quarries for road metal digging 
Charges for land for manufacture operatiau . . 
Charges for prism labour . . . . . ? . .  

aargm of whkh h c  aUwtion is nol known . . 
Chcq~cs drawn m treasuries . . . . . .  
Civil works expendimre . . . . . . . .  

Classes of tnmsaaions adjusted finally in divisional 
accounts. 

Classes of transactions psscd on to other offices for 
adjustment. 

Classification heads prescribed for works of other 
departments are intimated by A w t a n t b r a l  

%struaion, repairs and renewals of kilns end 
special plant 

. . . . . .  Contributions and grants-in-aid 

3.1.8, Note 3. 

10.10.6, Note 1. 

Appendix 



Chtributions and recoveries towards pensions and 
uher d n m e n t  benefits. 

Cost of land acquired and establishment charges, UC, 
in connection therewith. 

Deposits . . . . . . . . . . . . .  
Deposlt w& . . . . . . . . . .  
English expenditure on stores, etc. . . . .  
Expenditure on inauguration ceremonies . . 
Expditm an works met f m  subvention f m  

Central Road Fund. 
Indian charges on English stores . . . . . .  

. . . . . .  Loss or gain on manufacture 
Losses, retrcnchmerits, exrors, uc . . . . . .  

. . . . . . . .  hnufacture accounts 
Minary tooh and plant . . . . . . . .  

. . . . . . . .  Plym#~W kit0 ~ s u r i c s  

Purchase of materials . . . . . . . .  
. . . . . .  R w  .nd taxes on buildings 

Receipts and charges on aocount of stock materials 
Reoeipts and expendiim of worlshqs . . . .  
Recoverie.. for audit and accounts cdtsbliaiunent . . 
Recoveries of expenditure . . . . . .  
Recc~veries of inmme-tax . . . . . .  
Recowries of pensionary charges . . . .  
Rmt of hired buildings and lands . . . .  
Revenue receipts and tlhei refunds and ranissims. . 

Sales on credit . . . . . . . .  
S e ~ c c s  rmdered or articles supplied to 

divisions. 
Spcial incidental charges on manufacture 
Specialtoolsandplant . . . . . .  
Storage charges . . . . . . . .  
Stms obtained fmm England . . . .  
Stores purchased for general use or styk . . 

, Stores purchased for works . . . .  

. . 
other 

Surcharge on stores Mined thmugh L S. D., 
London transferred to State Government, etc. 

10.1.5. Note 2. 
17.1.2, 17.1.3. 

15i1.1, 15.3.1. 
124.3. 16.21, 
16.22. 

5.3.2, 5.3.3. 
10.10.3. 
224.4 (e). 

. . 
13.4.3. 
124.4. 
13.4.1. 
9-?:!: 
17.1.9. 
1221. 
10.10.4. 
123.3. 
14.21. 14.23. 
224.4 (e). 

8.1.3. 
224.4 (e). 
224.4 (e). 

17.1.4. 
8.1.1. 8.1.3., 

8.4.2. 
124.2 
17.1.7. 
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Paragraph Appendix 

Suspense Accounts (Purchases, stock, rniscdlmeous 
P. W. advances and worltshop suspense). 

Supe~sion charges on stock sold . . . . . .  
Takavi works . . . . . . . . . .  
Tools and plant of direction and special offices . . 
Tiansacdons are grouped under certain heads of 

r m t .  
Transfer of lands and buildiqgs . . . . . .  
Travelling expenses to labourers brought from a 

distance. 
Watercourses . . . . . . . . . .  
Workshop jobs . . . . . . . . . .  

C l d e d  abstract d expenditure-. 

. . . . . . . .  Form and preparation 
Submiision to AccountantGeneral ., .; 

Commercial departments-. 

Expmsion-defined . . . . . . .  
Property uansferred to a--should be charged for . 

Commercial undertaking-- 

System of accounts is prescribed l d y  . . 
Competent authority-- 

Expression--def~ned . . . . . .  

Completion report . . . . . . . .  
Completion statement of works and repairs . . 
Consolidated treasury receipt-. 

Form and submissicm to tmstuy . . . . . .  
. . . .  Submission to AccountantGeneral 

Contingencies (Works)-- 

Charges to--an account of expendihlre on pans of 10.5.9. 
works rebuilt. . . . . . . . .  Exp~i i iGn=&fd  21.1(12). 



Paragraph 

Contingent charges-. 

Appendix 

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 

. . . . . . . .  hntersignature of bills 
Expression-defined . . . . . . . .  
Form of bill-- 

. . . . . .  Specialand d i i o n ~ o f f i c e s  

Modes of obtaining cash . . . . . . . .  
Payment ftum imprest . . . . . . . .  

. . . .  Procedure for obtaining cash by cheques 
. . . . . .  %MCC stamps : Payment fw-- 
. . . . . .  Specid and d W c m  &ices 

Submission of bills o f 4 0  AccolmtantGeneral . . 
Contract and contractor-- 

Sepame working estimates of Rpair works, etc., 
may be covered by a single- 

A d d i t i d  charges for materials issued to-- 

. . . . . .  Adjustment of closed acmunts 
Advances to-how posted in words abstracts . . 
Advances to--when permissible . . . . . .  
Aid to-- . . . . . . . . . . . .  
Financial aid to-- . . . . . . . . . .  
h u e  of materials to--accounts procedure . . 
Issue of materials to-general d t i o n s  . . 
Liabilities incurred on behalf of- . . . .  
Omission of fractions of a rupee in bills of- . . 
Procedure for charges recoverable from- . . 
Recovery for materials issued to . . . . . .  

. . . . . .  Return of surplus materials 

. . . . . .  Tools and plant lent for use 
Watch over balances of accounts . . . . . .  

20.3.6. 
19.2.1-19.2.4. 

20.3.6-20.3.8. 
19.1.1. 
19.3.2. 
19.3.1. 
19.3.2. Note. 
20.3.6-20.3.8. 
22.4.15. 

10.2.17 (d). 

10.35. 10.5.9, 
10.7.7.. 

10.5.19. 15.3.2. 
10.5.15. 105.17. 
10.221. 10.2.22 
10.2.20. 
10.2.20, 105.22. 
10.3.4. 
10.3.1, 10.3.2. 

10.3.3. 
10.2.20, 10.5.22 
10.2.15, Note 2. 
10.1.2, Note. 
10.3.6. 
10.3.8. 
9.3.3. 
10.5.20. 



Balancing and mciliations . . . . . . .  
Debits based on transaaions recorded in acccunts. 
Form and use . . . . . . . . . .  

. . . .  Liabilities not liquidated, to be excluded 
Maintenance of--in subdi'cisional office is not 

necessary. 
Posing of- . . . . . . . . . .  
Responsibilities of divisional accountant . . 

. . . . . .  Review dunsettled acmunts 
. . . . . . . .  Scrutiny by umtrsdas 

Value of work done to be credited on payment of 
bills. 

Cash acmunts . . . . . . . . . .  6.6.4.6.6.7. 
Comctions advised by AcccuntantGencrai . . 22.4.26. 
Divisional r m t s  . . . . . . . .  22.4.25.224.26. 
Stens accpunrs . . . . . . . . . .  9.238,9.241, 

9.3.19.9.4.2. 
Worksaccounts . . . . . . . . . .  10.7.12. 

Date of dodng recounts- 

Cash and stock acmunts of divisional office . . 22.1.1. 
Cash md aock accounts of sub-divisional office 21.1.3. 
Transfer entry book . . . . . . . .  22.1.2. 

Departmental head- 

Expressidfined . . . . . . . .  3.1.7 Note 1. 

Departmental labour- 

Payments made on muster rolls . . . . . .  10.1 .I., 10.23. 
. . . . . . . .  Record of unpaid items 10.2.3 (c) and &I. 

. . . . . . . . . .  b s e s  of- 15.1.1. 
. . . . . . . .  classification of- 15.1.1, 15.3.1., 

15.2.5. 
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Paragraph Appendix 

Contractors' closed accounts . . . . . .  
Conversion of cash deposits into interestbearing 

securities. 
For works . . . . . . . . . .  
Interest-bearing securities- . . . . . .  

Accounts . . . . . . . . . .  
Recognized forms . . . . . . . . . .  

Lapsed and confiscated deposits- 
Repayment of . . . . . . . . . .  
Time-limit for lapsing . . . . . . . .  

Miscellaneous deposits defined . . . . . .  

Security deposits- 
Bond to cwer . . . . . . . . . .  

. . . . . . . . . .  Repayment 

Deposit register . . . . . . . . . .  

bposlt-at-all receipts of scheduled banks- 

To be treated as cash . . . . . . . .  
Deposft works- 

Accounts classification of deposit and expenditure. 

Accounts classification of expenditwe m excess of 
deposits. 

Ac€mnts *re . . . . . . . .  
Adjustment of percentage charges . . . .  

~bmsion-defined . . . . . . . .  
Procedure for m e w  for- . . . . . .  
Progress report of expenditure on-submission to 

Accountant-General, 
Refund of unexpended balance . . . . . .  

Detailed completion report . . . . . . . .  

Changes in the standard list are made by Accuu~tant- 
General. 

. . . . . . . .  Expression-defined 
Subdivided into service heads and departmental 

heads. 

16.22-16.2.4. 
16.23, 16.24., 

22.4.3., 224.6 
Note 2. , 

2.1.1 (15). 
16.21, 
22.4.15. 



Paragraph Appendix 

Direct charges- 

Expression4e6ned . . . . . . . . 2.1.1 (17). 
Pertaining to manufacture accounts .. .. 13.21. 

\ 

Pertaining to workshop accounts . . . . . . 14.21, 14.23. 

Direction and special office (s)- 

Classification of office furniture, etc. . . . . 20.3.8. 
Contingencies . . . . . . . . . . 20.3.6. 20.3.7. 
Expression 'Dimtion office'' defined . . . . 2.1.1 (18). 
Expression " M o n  officer" defined . . 2.1.1 (19). 
Head of-not concaned with axecution of works or 20.1.2 

disbursements. 
Mode of obtaining cash from treasuries . . 20.3.1,20.1.2 
Pay and allowances .. .. .. .. 20.3.3-20.3.5. 
Receipts realised byshould be remined d o  treasury. 20.21. 
Rules for accounting of tools and plant . . . . 20.3.8. 

Direct receipts-- 

Dismantled 'materials- 
Account of- . . . . . . . . . . 10.9.1. . 

Attestion of co&ons in accounts .. .. 
Check of works abstracts .. .. .. 
Duties as an internal checker . . . . . . 

Employment of clerks as accountant in a divisional 
office. 

Enfacing of vouchers checked . . . . . . 
F~aaions of- . . . . . . . . . . 
Handling of cash by-not permitted . . . . 
Inspection of subdivisions .. .. .. 
Position analogous to hat of a subdivisional officer. 
Posted to each divisional office . . . . . . 
P-titioas against second claim . . . . , . 
Promp settlement of remittance transadions . . 
Responsibility for . . . . . . . . 

224.26. 
10.5.24. 
4.2.2 (a) (ii), 

4.2.34.2.5, 
22.2.1.22211, 
22.4.8 Note. 
22.4.31, Notes. 

4.2.1, Note 2. 

22210. 
4.2.2 (a). 
4.2.5 (c). 
4.2.6. 
4.2.2 (c). 

4.2.1. 
22.23. 
224.21. 
22.4.26, Noie. 



Paragraph 

Divisional accountant--cant. 
Accuracy of scheduled dockets .. .. 
Bringing corrections advised by A m t a n t -  

General to divisional officer's notice. 
Bringing inegular transactions to notice of the 45.4, Note 2. 

divisional officer. 
Checking of expenditure against specific appro- 

priations made by divisional officer. 
Recording orders and sanctions in suitable 

registers. 
Remiwince psactions .. .. .. 
Unvou&ed and stock charges .. . ,  
Watching recoveries ordered . . . . . . 
Responsibility for intimating to divisional offiaers 

concerned, changes of emoluments d Govem- 
ment servants t r a n s f d  to other divisions. 

Responsibility in regard to assessment and 
revision of rents of residences. 

Contraam' ledger .. . . . . . . . 
Responsibility regarding unauthorised expaditme 

against savings and recoveries. 
Responsible for seeing that al l  statements of renu 

pertaining to a particular treasue have bcen 
recdved from the Accountant4kned f u  
verification. 

Review of all registers and ~CCOMLS . . . . 
Review of measurement books . . . . . . 
Rules regarding the establishment of- . . 
Scrutiny of- 

Bills drawn at tnasuries and d acmunts of the 
disposal c4 money obtained. 

Divisional &ice trsnsactiom . . . . . . 
Personal claims . . . . . . . . 
Sanctions, tenders, orders and transauicns . . 
Service books, leave bcmunts, etc . . . . 
S u b d i v i s i d  accounts, subordinates accounts on 

behalf of divisional officer. 
\I wchers and accounts . . . . . . . . 

Works expenditure . . . . . . . . 
Settlement of remittance transactions . . . , , 
ShOUld be menant with a 1  sandions, orders and 

17.2.8. 
22.4.2, Note 2. 
22.2.8. 
8.3.4. Note 8. 

22.4.31, Notes. 

8.3.5. Noes. 

22.2.2. 
22.1.3, Note 2. 
4.2.3,4.25. 
22.1.3. Note 2. 
4.2.5. 

Appendix 

App. 2 

proceedings affecting estimates and accounts. 
Signing of monthly accounts . . . . . . 22.4.18. 



Divisional officer- 

Closing h e  accounts of works responsibility of- 
regarding. 

Counting of cash in the hands of cashiers . . . . 
1)lsbursing officer of the division . . . . . . ' 

Examination of works abstracts . . . . . . 
Expressiondefined . . . . . . . . 
Investigation of charges under "Additional charges 

for materials issued to contractonldirect to works". 
May allow travelling expenses LO labourers brought 

from a distance. 
May relax the rule regarding advance recovery oi 

cost of work done in a workshop. 
May seek advice of the Accountant-General . . 
Passing of excess expenditure on works . . . . 
Relations with divisional accounmt . .  . .  
Responsible for- 

Acquisition, custody and disposal of stores . . 
Financial regularity of transactions . . . . 
Maintenance of accounts of ~e division . . 

Making accounts available for accountant 
General's inspection. 

Submission of accounts to Accountant General 
Responsibility for- 

Disposal and clearance of audit objections . . 
Reiovery of d&s due to Government . . . . 
Verification of cash and cash b w k  . . . . 
Watching progress of expenditure . . . . 

Responsibility in regard to- 
Arrears in accounts . . . . . . . . 
Communicatio~~ of sanctions and orden to 

Accountant-General. 
Responsibility in respect of custody of keys of 

cash chest. 
Responsibility in respect of proper ti;sbursement 

of money. 
Responsibility i7 respect of tmnsfer entries . . 
Kesponsibility r e g a r h g  irrigstion revenue . . 

Review of all registers and accounts . . . . 
Review of- 

Register of works . . . . . . . . 
Vouchers . . . . . . . . . . 

Paragraph 

10.7.3, Note 2, 
10.7.4. 

6.8.2. 
3.2.1,6.1.2,6.2.1, 
10.1.6. 
10.5.25. 
2.1.1 (22). 
10.7.7. 

10.7.3. 
22.4.18. Note. 
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Paragraph 
D--con[. 

Divisional officer--conl. 

Signing of contingent bills . . . . . . . . 22.4.18. 
Signing of monthly account . . . . . . 224.18. 
Watching of suspense accixmts- 

"Contractors" and "Labourers" .. . .  10.5.20. 

Divisional officer's report of scrutiny of accounts. 22.4.18. 

Division and divisional office-- 
Expressiondefined . . . . . . . . 2.1.1 (21). 

English expendi ture  
Includes cost of Engli;h stores and other charges 5.3.1. 

paid in Endand. 
Procedure for accounting . . . . . . . . 5.3.2-5.3.4. 
Requires separa~e provisicn of funds . . . . 5.3.1. 

Execution of works by- 
imal ksdier . .  .. , . . . . 10.10.6. 
Olher departments . . . . . . . . 10.10.5. 

Expenditure- 
Charged-expression defined . . . . . . 2.1.1 (8). 
English--how accounted for . . . . . . 5.3,2-5.3.4. 
Expressionaefined . .  . .  . .  .. 3.1.10. 
General conditions for incurring expenditure . . 3.1.9, 5.1.1. 
Scrutiny of-by divisional accountant . . . . . 22.2.1-22.2.9. 
Watching of-against grants and appropriations . . 5.4.1. 

Extent of application . . . . , . . . . . . 1 . 1 . 1 ,  1.1.2. 

Final payment- 
Expressiondefined . .  . .  . . . . 2.1. 1 (23). 
Form of bill printed on yellow paper . . . . 10.2.17 (b) and 

Sote 2. 
Prmdure  for obtaining acknowledgmcnt . . 10.2.17. 

Financial sanctions- 
Communication to audit . . . . . . . . 4.4.1. Note 2. 

Appendix 

Financial year- 
Closes on 31st March . . 



Paragraph Appendix 

Grant- 
Expressiondefined . . . . . . . . . . .  
For English expenditure . . . . . . . .  
Preparation of demands for- . . . .  
Separate provision is made for Indian and English 

expenditure. 
Subdivided -to units of appropriation . . . .  
Watching of actuals against- . . . . . .  

Grant-in-aid- 
Classification in public works accounts . . . .  

Form of bill for-- . . . . . . . .  
Inclusion in contingent bill . . . . . .  

Covernrnent- 
Expressiondefined . . . . . . . .  

10.10.6, Note. 
16.1.3. 

19.2.4. 
19.2.4. 

Government securities-- . . . . . . . . .  15.2.2. 

Hand receipts- 
Form and use of- . . . . . . . .  10.2.9,10.2.12, 

10.2.25. 
Handling charges- 

How fixed . . . . . . . . . .  9.2.24. 
Included in the issue rare . . . . . : . .  2.1.1 (27). 

Imprest cash account- 
Expression "Imprest" defined . . . . . .  
Form of account . . . . . . . . . .  
Maximum amount of an imprest . . . . . .  
Posting in cash book . . . . . . . .  
Responsibility of imprest holder for safe custody of 

imprest. 
Scrutiny by recouping officer . . . . . .  

Inauguration ceremonies- 
Classification of expenditure on- . . .  

Inclusive rate of coxt- 
Expression-defined . . . . . . . .  

. . . .  How to strike in accounts of works 



Paragraph 

Indent for stores- 
Form and preparation . . . . . . . .  9.2.9-9.2.1 1. 
Valuation . . . . . . . . . . . .  9.2.27. 

Register of- . . . . . . . . . .  9.2.10. 
Indent of tools and plant . . . . . .  9.3.5. 

Indenture for secured advances- 
Form . . . . . . . . . . . .  10.2.19. 

India Stores Department London- 
Rules for the adjustment of the transactions 

connected with stores obtained thrcugh- 

Indirect charges- 
Expressiondefined . . . . . . . .  2.1.1 (17). 
Pertaining to manufacture accounts . . . .  13.2.2 (c) and (d). 
Pertaining to workshop accounts . . . . . .  14.2.1, 14.2.5, 

14.3.1. 

Indirect receipt- 
Expression-defined . . . . . . . .  2.1.1 (20). 

Inevitable payments . . . . . . . .  5.1 .l (b) Note, 
10.5.21. 

Interest-bearing securities- 
See dtposits. 

Intermediate payment- 
Expressiondefined . . . . . . . .  2.1.1 (26). 
Forms of bills . . . . . . . . . .  10.2.11. 

Inter-divisional transarlions- 
Settlement of-procedure regarding . . . .  9.2.18, 17.1.8. 

Issue rates- 
Expressiondefined . . . . . . . .  2.1.1 (27). 
Fixing and revision of-- . . . . . . . .  9.2.20, 9.2.21. 
Precautions, when the issue rates are less than the 9.2.22. 

market rates. 

Labour- 
Departmental-accounted for on master rolls . . 10.1.1, 10.2.2, 

10.2.3. 
Divirior~s in works abstracts . . . . . .  10.5.8. 

. . . . . . . .  Expressiondefined 2.1.1 (28). 
. . . .  labourers employed through contractors 10.2.6. . . [ravelling cxpcnses lo--brought from a distance . . 10.2.7. 
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Appendix 

App. 4. 

App. 6. 



Labour report- 
Discrepancies between--and muster rolls . . 
How prepared . . . . . . . . . .  
Submission of- . . . . . . . . . .  

Land- 
Adjustment of cost . . . . . . . .  
Adjustment of charges for establishment and 

contingencies connected with aquisition. 
Charges for-for quarries . . . . . .  
Full market value of--to be recovered when trans- 

ferred to or from canmercial department. 
Rent of--payble by department occupying it . . 

List of accounts submitted to Accountant-General- 

Form of-and submission to Accountant-general. 

Loss or gain by exchange . . . . .  
Lump sum contracts- 

Accounts procedure 

Major e s t i m a t e  
Expression-defined . . . . . . . .  
Form of register of works . . . . . . . .  
Form of works abstracts . . . . . . . .  
Materials accounts for- . . . . . .  
Sub-head o f - in  works abstract . . . . . .  

Major head- 
Expressiow-defined . . . . . . . .  
List of- . . . . . . . . . .  

Manufacture Account- 

Accounts classification . . . . .  : .. 
Accounts of expendimm maintained as for works 

exceptions. 
Accounts of road metal digging not treate as- . . 
Closing of accounts . . . . . . . .  

. Each manufacture requires a separate account . . 
Expenditure chargeable to the account of the 

operations. 

Paragraph 

10.2.2. 
10.1.1. 
10.2.3 (d). 

Chap. 11. 
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Manufacture Account--cod. 

. . . . . . .  For jobs executed in small shops 
~rocedure for adjustment of 14s or gain . . 
Procedure for recarding manufacture transactions in 

stock accounts. 
Rules for special incidental charges on land, kilns. 

special plant, etc. 
Valuation of outturn . . . . . . . .  

Market r a t e  

Expression-defined . . . . . . . .  
. . . . . .  Issue rates should be within- 

When stock can be issued to contractors at- . . 

Material* 

Account of-charged to works . . . . . .  
Delay in supply of--to be notified to the contractors. 

Issue of- 
Direct to works . . . . . . . . . .  

. . . . . . . . . .  To contractors 
I Statement of-* be anached to final bills . . . .  

Surplus . . . . . . . . . .  
1 Materials account- 
I closing of- completion of work .. .. 
I Detailed accounts of materials issued direct to works. 

. . . . . .  Disposal of surplus materials 
. . . . . . . . . .  For repair works 

Forms- 
Detailed statement of materials . . . .  
Register of clearance of materials account . . 
Reports of verification of unused materials . . 

. . . . . .  Opening of--in works abstract 
Review of- . . . . . . . . . .  
Stmrces of receipt of materials . . . . . .  
Verification of unused balances . . . . . .  

Measurement book- 

Form and use . . . . . . . . . .  
Measurements of materials received . . . .  

. . . .  Measurements of road metal received 

Paragraph 

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 
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Paragraph Appendix 

Measurement book--cant. 

Measurements of works done by departmental labour. 10.2.3 (h) 
Measuren~ents of work done . . . . . .  10.2.3. 

Minor estimate- 

Expressiondefined . . . . . . . .  2.1.1 (33). 
Form of register of works for- . . . .  10.7.1. 
Form of works abstract for- . . . . . .  10.5.1, 10.5.2, 

10.5.12. 
Materials account for- . . . . . .  10.3.10. 

Minor head- 

. . . . . . . .  Expression J e f i n e d  2.1.1 (34). 3.1.7, 
List of- . . . . . . . . . .  . . 

Miscellaneous P. W. advances (Suspense) 
See su'spense accounts. 

Monthly accounts- 

Abstract book : form and use of- . . 
Compilation of classified abstract of expenditu 
Compilation of registers and schedules . . 
Compilation of schedule dockets . . . .  
Date of submission to Accountant-Genera! 
Documents.submitted to Accountant-General 
Incorporation of sub-divisional accounts in- 
List of documents . . . . . . . .  
March accounts : special points U . . 
Preparation of- . . . . . . . .  
Signing of- . . . . . . . .  
Special points for March accounts . . 
Vouchers sent with- . . . . . .  

Ire 

Municipal rates and taxes . . . . . .  10.10.4. 

Muster roll- 

Form and preparation . . . . . . . .  10.1.1, 10.2.2, 
10.2.3. 

How payment made in the case of loss- . . 10.2.4. 
. . . . . . . . . .  Loss of paid- 10.2.5. 

. . . . . . . .  Must be written-up daily 10.3.3 (d). 
. . . . . .  Record of progress of work done 10.2.3 (h). 



Paragraph w 
M-conf. 

Muster Rolkonl. 
Record of unpaid items . . . . . . . .  10.2.3 (e), (n and 

(g), 10.5.20. 
and 10.5.24. 

Rules dating to a a w t  of- . . . . . .  . . APP 3- 

Nan-Government works- 

Acmmts classifiatim of anuritmtions fmn mml 
Rvenucs ro Id funds. 

Include deposit works, takavi workr . . . .  
Pemmtage charges for embkhmmt, tools and 

plant. e. 

Transfer sfurmks fw d &we io I& Mi d a i s  
nar G M i i h t c  adpsiment in acmunU. 

Watercourses . . . . . . . . . .  

On recount payment- 
Expressiondehed . . . . . . . .  2.1.105). 
Forms of biUs . . . . . . . . . .  10.2.9. 10.2.11. 

( OmnIbustrpnsfw&tryorder- 
Form and uw of- . . . . . . . .  12.2.2. 

Operatloo- 
Account of expditure kep as for a work . 13.1.2. 
Exprrssion4efined . . . . . . . .  2.1.1 pi). 
Operation charges . . . . . . . .  13.2.1,13.226 

14.23. 14.24. 

. . . .  Account of--from mmufaaurc 13.19. 13.3.1, 
13.33. 

Expession4efined . . . . . . . .  2.1.1 (37). 
Valuationof- . . . . . . . . . .  13.3.1,13.3,3, 

Outturn statement of manufadur- 

h and use . . . . . . . . . .  13.3.2. 
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PW* Appendix 

Pas books (for ehequcs)- 

hy and Allowmces- 

Arrangements to prevent delays in pafmmt . . 18.5.1, 18.5.2. 
Cash dram cm biUs not to be mixed up wirh general 6.24, 18.4.2 

ash. 
Gnnmuniatim of aanctiow to Accowtmt Gmeral. 18.6.1, 18.6.3. 
Dhibaion of- . . . . . . . .  18.4.1, 18.4.2. 
§auriny af claims by di-rkPimaI acamtant . . 22.1.3. 
Watch wcr undisbursed moullu . . . . . .  18.4.2. 

Classification d- . . . . . .  
hashmeat of- . . . . . .  
F m  of- . . . . . . . .  
*ration of- . . . . . .  
Rwu,veries f d  cnu~bhhmatt . . 
Regiaer of-- . . . . . . . .  
Spccial ~nangemcnu to avoid delay in payment 

Wery af cheques through subonhates . . 
Manner of- . . . . . . . . . .  
M.deanau~ofpayorder . . . . . .  
Outside thc aamn~~ cirde in which the divisional 

herdquam are situated. 
On productim of nilway reoeipts . . . .  
Pettysmsshouldbepaidincuh . . . .  

. . . . . .  Prcautiarsgdnadouble- 
Aanpt lecord $1 a s h  book . . . . . .  
Shwld be made monthly for w d  done or supplies 

made oa a numing rcunmt. 
. . . . . .  T o c a n ~ ~ a r a  md suppbcnr 

. . . . . . . . . .  To labourrn 
. . . . . .  To workdarged establishment 



Plyneat# into trea!mrd* 
Entryinthedtanebodc . . . . . .  
Procedure for payment into the bank . . . .  
Verifiutim of- . . . . . . . . . .  

Percentage recoveries-- 
Accomt~ procedure . . . . . . . .  

Primary unit of appropriation- 
Expressiondefined . . . . . . . .  

Pro-foma rrrount- 
Authorities cmpemt to pmmibe forms . . 
Cases in which-necessary . . . . . .  

Irrigation works, ctc. . . . . . . . .  
Receipts and charges are obtained fmm gened 

. . . . . . . . . . . .  Residence 
Responsibiliiy for canpilauon of- . . . .  
Workshop. manufactories and similar quasi- 

m c r c i a l  undertakings. 

Profit and loss m st&- 
Adjustmeat of- . . . . .  

m?==- 
Exhibition of-& work abstmcts . . . . . .  
Expmsiondefined . . . . . . . .  
Poning of-in ngistm of w ~ r k s  :. , , . 

Ratu .ad lues- 
Oa buildings . . . . . . . . . .  

6.5.1. 
6.5.1. 
6.6.5 Note 

224.27, Nae 1. 
3.2.1 (d), 13.22, 
N* 1 (4. 
14.3.1,22.4.27. 

3.2.1 (d), 22.429. 
3.2.1 Id), 2.428. 

3.2.1 (d), 224.31. 
224.27, Note 2. 

22.4.29-22.43 1 
3.2.1 Id), 5.2.1, 

14.3.1.22.430. 
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R-cont. 

Rateof- 
m- . . . . . . . .  21.1(42). I 

Re-aperopFLatlob 
Expsion-defined . . . . . . . .  2.1.1 (43). 
Roadwe regarding- . . . . . . . .  523. 

Receipts- 
Acamnu proadrnefamxiptofmmey . . . . 63.1.6.33. 
lrppropnrtwa of r l e p m m ~ ~ w  e q m d i m  6.2.3. 

prohibited. 
Disposal of- . . . . . . . . . .  63.4. 
hptreoordincashbodc . . . . . .  6.1.3.6.3.1.6.3.2. 

Recoverable payment 
E x p r e s s i e e d  . . . . . . . .  2.1.1 (44). 
PadcuIars to be noted on ~uchers  and rcunmts . . 96.10, 10.21, 

10.5.22. 

Recoverls of empendlture 
Acw~nm p~!mdule . . . . . . . .  85.3. 
Kula for clas&iticatioa in a m m t a  . . . .  8.1.3. 

Refund- 
Smction to-of meouc . . . . . . .  

Refund and remkions-- 
Accounts classificatim . . . . . . . .  
Ac~~unts poadure . . . . . . . .  
Original ordesa of court of loar toi should be 

submined to AccomtantGeneral. 
Precautions in payment . . . . . .  

Register showlng the clearance of s u q m ~ ~  bead 
"Material"- 
Form and use . . . . . . . . . .  

Register d dlvlslanrl rrrountant's ob)eetlow-- 
Form and use . . . . . . . . . .  

Reglster of expenditure and Il~~MliUes- 
Form and use . . . . . . . . . .  

Register of interest-bearlng searritks- 
From and use . . . . . . . . . .  

Reglster of matedab-at-site account- 
F m  and prepration of- . . . . . .  



Paragraph 

Register of manufacture 
. . . . . . . . . .  Form of- 13~1.3. 

Register of miscellaneous recoveries- 
. . . . . . . . . .  Form and use 22.2.8. 

Register of miscdlaneous sanctions-- 
Form and use . . . . . . . . . .  22.2.9. 

Register of permanent sources of r e v e n u e  
Form and use . . . . . . . . . .  8.5.8. 

Regis!er of rents of buildings and lands- 
. . . . . . . .  Form and up-keep 8.3.5, 8.3.6.8.3.5, 

8.5.:. 

Register of revenue realised refunds of revenuelreceipt 
and recoveries on capital account,- 

. . . . . . . . . .  Form and up-keep 8.5.1-4.5.4, 
22.4.4. 

Register of sanctions to fixed charges- 
. . . . . . . . . .  Form and use 22.2.4. 

Register of transfer awaited- 
. . . . . . . . . .  Form and use 5.4.3. 

Register of unpaid aages- 
. . . . . . . .  Form and maintenance 10.2.3 (e). 

10.2.25. 

Register of works-- 
. . . .  Closing entries and review of expenditure 

Closing of annual maintenance works . . . .  
Clesing the accounrs of can~mcrors and labomrs 

Closing the accoucu of materials . . . .  
Closing the accounts on wmpletion of work . . 
Excesses over estimates . . . . . .  

. . . .  Excesses passed by divisional officer 
Examination by divisional officer . . . . . .  
Forms and preparation . . . . . . . .  
Funher charges prohibited on completion of works. 
Posring of . . . . . . . . . .  
Review of unsettled accounts . . . . . .  
Settlement ofliabilities on completion of works . . 
Work siips . . . . . . . . . .  
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Remission-+ 
See refunds and remissions. 

Remittance transadion- 
Accounts procedure .. .. .. . .  
Adjusunect in accounts . . . . . . . . 
Adjustment of establishment and contingent charges 

connected with acquisition of land. 
Cash remveries and payments for other divisions, 

departments, etc. 
Charges for prison labour . . . . . . . . 
Cheques drawn on treasuries, classification . . 
Cheques drawn on treasuries, settlement of account. 
Cost of land acquired . . . . . . . . 
Examination and adjustment of transfers intimated by 

Accountant General. 
General rules .. ,. . ,  .. .. 
Payments into treasuries- 

Acosu~tj: classification . .. .. .. 
Settlanent of account . . . . . . . . 

Procedure for transfer of charges for wok done . . 
P m p t  settlement of- . . . . . . . . 
Pmvisional acceptance of transfer . . . . . . 
Railway debits for warrants aiid credit-notes require 

acceptance in full. 
Rents of buildings and lands ,. .. .. 
Responding transfer adjusted on receipt of intimation 

of original &bit or credit, exceptims. 
Responsibility of divisional accountant . . . . . 
~esbsibi l i t ies  of responding office . . . . 
Schedule of works expenditure for- . . . . 
Submission of accounts to Accountagt General . . 
Transfers advised should be accepted in full . . 
Transfer advised should be sup&rted by vouchers or 

certificate of audit 
Transfer of Jands and buildings . . . . . . 
Transfer of works free of charge to local bodies does 

not necessitate adjustment in accounts. 
Transfers not pertaining to the division may be 

rejected, 

Work done for other divisions and departments- 
Kesponsibility 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. 

17.1.8. 
22.3.1-22.3.4. 
17.2.6. 
22.4.21. 
17.2.3, 17.2.8. 
17.2.3 Note. 
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, Paragraph Appendix. 

Remittance transaction-onf. 
Responsibiiity for saving and excess over rippropria- 17.26. 

tion. 
Services rendered or articles supplied . . . . 17.1.1. 17.1.7, 

3.1.5. 

Rents- . 
Amom, due m account of h i  of M t u r e  or value 
* of furniture lost or damaged. 
Amount of--specified by divisional officer should be 

recovered in fulL 
Assessment and revision of bills for- . . 
Changes in emoluments of tenants necessitate 

revision of rate of--recoverable. 
Debits for--realised, raised in anticipation of credits. 
Demand of-+ vacation of quarters . . . . 
Of h i  non-residential buildings and lands, payable 
by departments mcemed. 

Of hired residences . . . . . . . . 
P d u r e  for recovery of from Govement swmtg 

and pensioners. 
Recoveries of-fm non-gazetted Government 

sprvrmtl: whose pay is drawn by heads of offices 
to be made by &e 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 Government servants 
wncemed. 

Recoveries of-relating to state Government which 
are realised in another accounts circle, remitted 
by bank drafts. 

Recovery of--from pensioner ; . . . . . . 
Recovery of-made in advance from private persons. 
Refunds of--how accounted for . . . . . . 
Representation against assessment of- . . . . 

8.3.2, Note. 

8.3.4, Note 5. 

22.4.31, Notes 
8.3.3, 8.3.4. 

8.3.4. Note 7. 

Report of value and verification of unused rnaterials- 
Form and use of . . . . . . . . . . 10.3.12-10.3.16. 

Residences- 
Additions, alterations, provision of furniture etc., 22.4.31, Notes. 

necessitate revision of rent 
Allshould be entered in the register of rents of 8.5.5,22.4.31. 

buildings and lands. 



Proloma, or capitd and revenue accounts of 
buildings. 

Recovery of all dues for which a Government servant 
may he liable in respect of-allotted to him. 

Kent d ~ e  from date of occupation .. . ,  
Rents of hired--to whom chargeable . . . . 

Results of audit- 

Communicated in thc form of audit-notes inspection 
reports, letters or memoranda. 

Disposal of- . . . . . . . . . . 
Objections raised by divisional accountant . . 
Replies should be based on divisional officer's own 

knowledge. 
Responsibility for clearing objections . . . . 
Results of divisi~nal accountant's scrutiny of sub= 

divisional accounts and vouchers. 
Suggestion to obviare rhe issue of unnecessary audit 

objections. 

Revenue receipts- 
Accounts classification . . . . . . . . 
Accounts classification of refunds and remissions . . 
Cases in which-should be rewrded by works . . 
Credited in accounts on realisation, exceptions . . 
Procedure for demand and recoveries of rents of 

builJigs and lands. 
Procedure for irrigation revenue collected through 

district and revenue authorities. 
Promdore for refunds and remissions . . . . 
Recovey of debts due should rcceive special 

attention. 
Responsibilities of depamental officers for- . . 
Rtdes for assessment, realisation and accounts 

procedure prescrihcd locally. 

Of wr~tractors' ledger . . . . . . . . 
Of deposit register . . . . . . . . . . 
Of expenditure against appropriatiorls . . . . 
Of registers, books and accounts of divisional and 

sub-divisional offices. 

3.2.1 (d), 22.4.31 

8.3.2 Note. 

22.4.31 Note 3. 
17.1.4. 

8.1.1. 8.1.3, 
8.4.1. 

8.4.1. 
3.2.1 (d), 8.5.1. 
8.1.4. 
8.3.1, 8.3.10. 
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Paragrzph Appendix 

Review4ont. 

Of registers of works . . . . . . . .  10.7.3, 10.7.9, 
, 22.4.20. 

Of rent registers . . . . . . : . . .  22.4.20. 

Of suspense accounts . . . . . . . .  22.4.20. 
. . . . . .  I Of tools and plant accounts 9.3.3. 

. . . . . . . .  Of unsenled accounts 20.4.20, 22.4.21. 

Of works sbstracu . . . . . . . .  10.5.25, 22.4.20. 
Of workshop annual accounts . . . . . .  14.3.2. 
Of vauchas . . . . . . . . . . .  22.4.18. 

Road metal- 

Accounts drasification . . . . . . . .  9.1.3. 
Aaounts classification af charges for quemes . . 9.4.4. 

Accounts of- . . . . . . . . . .  9.4.1. 

Adjustment of cost of--co11ected during scarcity . . 9.4.3. 
Conenbns in r ~ u n t s  . . . . . . . .  9.4.2. 
Payrnmr for supplies . . . . . . . .  9.4.1. 
Aamp mod of transactions . . . . . .  9.1.2. 
Vmfication of- . . . . . . . . . .  9.4.2. 

Running nccount- 
Expression-defined . . . . . . . .  2.1:1(45). 
FomsofbilIs . . . . . . . . . .  10.2.11. 
Foms and use . . . . . . . . . .  10.2.1 1, 10.2.14, 

Sale account- 
For stock sold . . . . . . . . . .  9.2,25 (d). 
For tools and plant sold . . . . . . . .  9.3.14 Note. 

Sanctions and orders- 

. . . . . .  Compliance with orders in force 4.2.3. 
Divisional officer's sanctions to excess expenditure. 4.5.4. 

~, 
Divisional officer's svlctions . . . . .  4.4.1 Note 1. 



Sanctions and orders-dent. 

Procedure is settled locally . . . . . .  
Procedure in respect of-affeding two or more 

disbursing officers. 
Sanctions affecting gazettcd Government servants. 
Sanctions affecting non-gazetted Government 

sewants. 
. . . .  Sanctions to creation or abolition poas 

Sanctions to scales . . . . . . . . . .  
. . . .  Scrutiny of--by divisional accountant 
. . . .  Should be recorded in suitable registers 

Transfers of divisional, subdivisional or other 
executive charges. 

Schedule docket- 
Attaching of vouchers . . . . . . . .  

. . . . . .  Check by divisional accountanl 
For percenlage recoveries . . . . . .  
Form of- . . . . . . . . . . . .  
Preparation of- . . . . . . . . . .  
Submission to Accountant-General . . . .  

. . . . . .  Transactions for which necessary 

. . . .  When--may be disposed with :. 

Schedule of debits or credits to "Adjusting amount 
between Central and State Government", 
"Adjusting account wiUl Railways", "Adjusting 
account with Posts and Telegraphs", "Adjusting 
account with Defence"- 

Form and use of- . . . . . . . . . .  
. . . .  Submission to Accountant-General 

Schedule of debits or credits to miscellaneous heads 
of account- 
Form and use of- . . . .  : . . . . .  

Submission to Accountant-General . . . .  

Schedule of debits or cedits to remittances- 
. . . . . . . . . .  Form and use of- 

. . . .  Submission to Accountant-General 

Schedule of debits to st&- 
Form and use of- . . . . . . . .  

. . . .  Submission to Accountant-General 

A-88-31 -B 

Paragraph 

22.4.15 (S), 
22.4.17. 

22.4.2, Note 2. 
22.4.3. 
22.4.2, 22.4.3. 
22.4.2,22.4.3. 
22.4.15. 
22.4.2. 
22.4.2. Note 1. 

22.4.4,22.4.5. 
22.4.15.22.4.19 (c). 
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Paragraph 

Schedule of d e p o s i t s  
For March should be accompanied by an account of 

interest bearing securities. 
Form and use of- . . . . . . . . . .  
Submission to Accountant-General . . . . . .  

22.4.19 (d). a 

Schedule of deposit works-  
Form and use of- 

\ . . . . . .  

Submission to Accountant-General . . . .  

Schedule of miscellaneous P. W. Advance* 
Form and use of- . . . . . . . . . .  

Schedule of monthly settlement with treasuries- 
. . . . . . . . . .  Form and use of- 

Schedule of revenue realised/refunds of revenud 
receipts and recoveries on Capital account- 

Form and submission to the Accountant-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- 

Submission to Accountant-General . . . .  
Schedule of works expendi ture  

Form and use of- . . . . . . . . . .  
Submission to Accountant-General . . . .  

Secondary unit of appropriation- 
Expressiondefined . . . . . . . .  

Sectional omcer- 
Expressiondefined . . . . . . . .  
May be authorised to record collectively once 

a month the issues of petty stores. 
May issue stores without indents . . . . . .  

Secured a d v a n c e  
Against materials, etc. . . . . .  

Expressiondefined . . . . . .  

Notes 1 to 3 below 
para. 10.2.20 (c). 

2.1.1 (46). 
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Secured advance--cant. 
For materials used for centering 

.. For sand, asphalt, etc. 

Form of bill .. ,. 
Indenture to be obtained for- 

Not admissible to piece-worker 
Posting in works abstnct 
Procedure . . . .  
When may be granted . . 

Note 3 below para. 
10.2.2 (a). 

Notes 1 and 2 below 
para. 10.2.21 (a). 

10.29, 10.2.11. 
Note 2 below pam. 

10.2.19. 
10.2.21 (a), Note 4. 
10.5.16. 
10.219. 
10.221. 

Security deposit- 
See deposits. 

Service bead- 
Expression-defined . . . . . . . .  3.1.7,Notel. 

Special a&- 
. . . .  Expressiondefined . . . . .  2.1.1 (49). 

Speclai ofTicer- 
. . . . . . . .  " Expressiondefined 2.1.1 (50). 

Statement d receipts, issues and balances of road 
materlat- 

. . . . . . . .  F m  and use of- 9.4.1,21.1.7. 

Statement of rents recoverable In cash Ctr by 
deduction Cram pay bills-- 
Form and use of- . . . . . . . .  8.3.4. 
Inclusion of dl dues for which a Government 8.3.4, Note 3. 

servant is IiabIe m respect of his residence. 
VeriAcatiorl on receipt. of audited copies of-from 8.3.5, Note. 

rhe Accountant-General. 8.3.6 Nore. 

Statement of stock receipts- 
Form and maintenance- . . . . . .  9.2.5--9.2.7. 

. . . .  Payment to be made on the basis of- 9.2.8. 
Register of- . . . . . . . . . .  9.2.8. 
Valuationof- . . . . . . . . . .  9.2.26. 

. . . .  Statement of tools and plant receipts 9.3.4. 
Register of . . . . . . . . . .  9.3.4,NoteZ. 

Stock (suspense)-- 
See suspense accounts. 



Abstract of twnsactions in- . . . . . .  9.2.31. 
Amunts kept by objects of expenditure . . . .  9.2.29,22.4.8. 
Authority for d p p  of stock . . . . . .  9.2.4. 
Carriage and Incidental charges . . . . . .  9.2.28, 10.9.1, 

22.4.8 Note. 
Cases in which purchases of materials are chargeable 9.1.3. 

to stock. 
~ t i m s i n a c c o u n t s  . . . . . . . .  9.2.3842.41. 
Date of closing . . . . . . . . . . .  22.1.1. 
Description of arrangements for keeping stock . . 
Forms . . . . . . . . . .  

. . . .  Fiaitious adjustments in-prohibited 
Form. pqamtion arid examination . . . .  
Issues- 
Au_&~nfy of& divislonal or sub-chvlslmal ~fficcr 

iequued-Execptims. 
Maintenance of-in subdivisional and divisional 

offices. 
Mode of remvery . . . . . . . . . .  
Prompt record of transadom Exceptions . . 
Purposes explained . . . . . . . .  
Receipts- 

. . . . . .  Procedure on taking delivery 
Payment for supplies . . . . . . . .  
Should be entered in the bin cards . . . .  
Should be m r d d  in gtatemmt of stock receipt. 
Sources described . . . . . . . .  
Suppliers to be given acknowledgments . . 

Recovery of s u p ~ s i o n  charger ., . -  
Respnshhty for recovery of value and clearance of 

Responsibility for maintaining wmct accounts . . 
Rescmsibility of divisional officer . . . .  
Sale account . . . . . . . . . .  
Schedule of debits to stock . . . . . .  
Separate account for s&k under the chargeof 

divisional officer. 
Stock-taking procedure . . . . . . . .  
storage rate . . . . . . . . . .  
Suppliers' bills- 

. . . . . .  Examination and preparation 

. . . . . . . . . .  Valuation 9.2.26.9.2.27. 
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Stock ledger- 

Closing of . . . . . . . . . . . .  9.2.34. 
Form and maintenance . . . . . . . .  9.2.32. 
Posting of . . . . . . . . . .  9.2.33. 

Stock taking- 

Materials charged to wcAs . . . . . .  10.3.12-10.3.15. 
Road metal . . . . . . . . . .  9.4.2. 
Stock materials . . . . . . . . . .  9.2.36, 9.2.37. 
Tools and plant . . . . . . . . . .  9.3.18. 

Storage charges-- 

Expressiondefined . . . . . . . .  2.1.1(51). 
Recovery of- . . . . . . . . . .  9.2.23. 

Stores- 
Categaiks ~ f -  . . . . . . . . . .  9-1 ,4- 
hidd PmXUnt sf- . . . . . . . . . .  9.1.5. 
Purchased through India Stores Department . . 12.2.1. App. 4. 
TO be supplied free of cost . . . . . . . .  Note 3 below para. 

10.3.2 (b}. 

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 book todivisional 

office. 
Submission of month's accounts to divisional office. 
Up-keep of initial accounts . . . . . . . .  

Sub-divisional officer- 

Expressiondefined . . . . . . . .  2 1.1 (52). 

Sub-heads-- 
Expressiondefined . . . . . . . .  2.1.1 (53). 
Determination of-in accounts of works . . . .  10.5.3, 10.5.13. 

Sub-work (s)- 
. . . . . . . .  Expression-4efined 2.1.1(52). 
. . . . . . . .  Works abstract for- 10.5.2. 10.5.5. 



Paragraph Appendix 

Summary of stock receipts-- 
Form and posting . . . . . . . . . .  9.2.30. 

Summary of indents- 
Form and posting . . . . . . . . . .  9.2.30. 

Supervision charges-- 
Expressiondefined . . . . . . . .  2.1.1 (55) . 
Recovery of- . . . . . . . . . .  9.2.25 (c) . 

Supplementary accounts.. 
Date of submission . . . . . . . .  22.4.23. 
Definition and preparatim of- . . . . . .  22.4.22. 

Survey report of stores- 
Form and use of . . . . . . . . . .  9.2.39.9.3.19. 

. 9.4.1.9.4.2. 

Suspense accounts- 
Acwuntsclassification . . . . . . . .  121.1. 
Appqriatims intended for gross expenditure . . 5.2.2. 

. . . . . . . . .  Expression-defined 2.1.1 (56) 

Miscellaneous P . W . Advances- 
Classes defined . . . . . . . . . .  12.4.1. 12.4.5. 
Clearance . . . . . . . . . .  124.6. 
Form of account . . . . . . . . . .  124.7. 

Purchas- 
Credits . . . . . . . . . . . .  122.1. 
Debits . . . . . . . . . . . .  12.24. 
Form of accounts . . . . . . . . . .  12.2.6. 
Unclaimed balances . . . . . . . .  12.25. 
Valuation . . . . . . . . . . . .  1223 . 

Stock- 
Account. when necessary . . . . . . . .  123.1. 
Debits and credits . . . . . . . . . .  12.3.3. 
Form of general account . . . . . . . .  12.3.5. 
Limit of reserve . . . . . . . . . .  12.3.2 
Sub-heads . . . . . . . . . . . .  12.3.4. 
Subsidiary accounts . . . . . . . .  Chap . 9 . 

Subordinate to accounts of works- 
uContract~rs" account- 

Adjustment of balances due to or by contractors . 10.5.19. 
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Subordinate lo accounts of works--cant. 

Advances on security of materials . . . . . .  Hi.5.16. 
Advance payments . . . . . . . .  10.5.15. 
Othertransactions . . . . . . . . . .  10.5.16,10.5.17. 
"labourers" account . . . . . . . .  10.5.17, 10.5.18. 
"Materials" account . . . . . . . .  10.5.14. 
Unpaid balances due to contractors and labourers . . 10.5.17-10.5.20. 
Watch over balanoes of contractors and labo~rers . . 10.5.20. 

Workshop Suspense- 

Credits . . . . . . . . . . . .  12.5.2,12.5.3. 
Debits . . . . . . . . . . . .  12.5.1. 
Form of account . . . . . . . . . .  125.4. 

Suspense register- . . . . . . . .  ; . 12.2.6, 12.3.5, 
12.4.7, 22.4.4. 

T 

Takavi works- 

ACCOM~F classification . . . . . . . .  
Accounts procedure . . . . . . . .  

Closing of accounts . . . . . . . . . .  
Cost may be recovered in advance or inarrears . . 
Expressiondefined . . . . . . . .  
Procedure for recovery through revenue and district 

authorities. 
Provision of funds . . . . . . . . . .  

Technical Sanction- . . . . . . . . . .  224.15. 
Expression-defined . . . . . . . .  2.1 .I (58). 

Temporary advanc- 6.6.12. 

Temporary establishment charged to works- 

Leave salaxy, travelling allowances, etc., to be 10.2.24. ,.. 

regulated by the ~ l e s  'applicable to temporary 
establishment. 

Tenders- 

Check by divisional accountant, . . . . . . .  4.2.4. 
Cost of tender forms to be credited to revenue- Note 3 below para. 

8.1.4 (a). 
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T--cotat. 

Camage of- . . . . . . . . . .  9.3.13. 

Tools and plant- 
Accounts classification of transactions . . . .  9.1.3,9.3.1. 10.1.5. 
Adjustment c~ account of famine-+ansfelred to the 9.3.17. 

stock of ordinary- 
Comtions in acmmts of . . . . . . . .  9.3.19. 

Procedure and posting in indents for tools and plant 9.3.5,9.3.6, 
9.3.9. 

Ledger of- . . . . . . . . . . . .  9.3.9. 
Form and posting . . . . . . . . . .  9.3.7.9.3.8. 

Lent crr seqt out for repairs- 
Acknowledgments . . . . . . . . . .  9.3.5. 
Posting in tools and plant register- , , . . 9.3.8. 
Numcncal account kept both for ordinary and special 9.3.2, Note. 

tools and plant 10.1.5. 
Ordinarydefined . . . . . . . .  9.3.1. 
Papent for supplies . . . . . . . .  9.3.10. 
Pmmpt record of transactions in accounts .. 9.1.2. 

Acknowledgements to suppliers . . . . . .  9.3.4. 
Examination and count, posting in the statement of 9.3.4. 

tools and plant receipts. 

Recoveries and adjustments- 
Hi ,e tc .  . . . . . . . . . . . .  9.3.12. 
Caniage charges of tents . . . . . . . .  9.3.!3. 
Sales and transfers . . . . . . . . . .  9.3.14,9.3.16. 
Use on works . . . . . . . . . .  9.3.11. 
Specialdefined . . . . . . . . . .  9.3.1. 
Special--sanctions to . . . . . . . .  9.3.1. 
Verification . . . . . . . . . . . .  9.3.18. 

Transaction with treasuries  
Marking of forms used for central- . . . .  6.1.4. 

Transfer entry- 
HOW registered . . . . . . . . . .  7.1.6,7.1.7. 
Respons~blllty of divisional officer . . . .  7.1.4. 
Should be suppolted by an order of divisional or 7.1.2,7.1.4, 

subdrvisional officer. 7.1.7. 



Transfer entry-cont. 
Should set forrh explanation for c o d o n  or 

adjustment. 
Submission to Accountant General . . . .  
When necessary . . . . . . . . . .  

Transfer entry book- 
Date of closing . . . . . . . . . .  
Form and upkeep . . . . . . . . . .  

Transfer entry mders-- 
Form and use . . . . . . . . . .  

. . . . . .  Posting into schedule dockets 
Posting into registers and schedules . . . .  

Transfer of c h a r g e  
I Divisional, sub-&~icmal ar d s r  c x a i y e  chatg~. 

Treasury pass-book . . . . . . . . . .  
Treasury remittance books . . . . . . . .  
Treasury rules . . . . . . . . . .  

Unit of approprlation- 
Expression-delined . . . . . . . .  

Vocabulary of stores- 
 maintenance of . . . . . . . . . .  

Vouchers- 
Accepance of value payable covers (with invoice 

and bill) as- 
Acknowledgements on . . . . . . . .  
Checkby divisional accountant . . . . .  

Comparison with cash book . . . . . .  
For liabilities incurred on behalf of contraaors . . 

6.4.8,42.6. 
22.2.1-22.23, 

22.2.10. 
6.6.5 Note. 
10.5.22. 

Appendix 



Vouchers--cod. 
General rules for preparation and completion . . 

. . . .  I Pamadan of classification . . . . . .  Pay order on- 

I Payments should be mppoIted by- 
Posting into a schedule dockets . . 

I Posting into registers and schedules 
Review o f -by  divisional officers . . 
Submission to AccountantGeneral 
Review o f -by  divisional officer . . 
Submission to Accountant-General 
W&4onn, preparation, examination 

. . . .  

. . . .  
and payment 

Watching of actual* 
Procedure . . . . . . . . . . . .  

Water courses- 
. . . . . . . . . .  Acpwnr rules.. 

E x p ~ ~ . s s i d f i n e d  . . . . . . . .  
Work-charged e..staMlshmenL 

Pay bills . . . . . . . . . . . .  
Travelling expenses . . . . . . . .  

. . . . . . . . . .  Unpaid wages 

Work done for other departments, etc- 
See remiaance tmsauions. 

Works abstract- 
Additional charges for materials issued to contractorA 

dim to works. 
Check and completion in divisional office . . 
Classification and record of final charges- 

. . . . . . . . . .  Major estimates 

. . . . . . . . . .  Minor estimates 
. . . . . .  Closing of contra~ors' accounu 

Examination by divisional officers . . . .  
. . . . . . . .  Farm for major estimates 
. . . . . . . .  Form for minor estimates 

Kept for each working estimate and sub-work a 
pomons thereof. 
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Liabilities not incoporated Exceptions . . . .  
Materiala account . . . . . . . .  
Pam of works pulled down or h i l t  . . . .  
Percentage charges for estabilishment, etc. are not 

included in- 
Pqamicn ,  mmpletim and dkpossl . . . .  

. . . .  Receipts and recoveries of expdinue 
. . . . . . . . . . .  Recod of progress 

Subheads, how & W e d  . . . . . .  
Sub-heads may be assigned numbers . . . .  
Sn~pense accounts . . . . . . . . . .  
Unpaid wages of labourers on completion of works. 
Watch wer a n t r a m '  and labourers' balances . . 

ACQH~U returns of sub-divisional o £ f k s  
Adjustments . . . . . . . .  

. . . . . . . .  * Wpeym-  
Classes of works executed . . . .  
Closing the heaccounts of completion of woks 
Completed woks include abandoned woks 
C d m s  of errors after closing amounts 
Cost of w d s  ex& in divisidnal wodc shops 

piivate bodies to be recovered in advances. 
Dbpd of surplus materials . . . .  
Fonna of bar aid veucken .. 
herilpsincipks regtidig . . . .  
Include the cost of land . . . . . .  

Object of keeping account9 by sub-heads . . 
Payments to contractors and suppliers . . 
Payments to labourers . . . . . .  
Payment to charged establishmen: . . 
Re-opaing of ac-t . . . . . .  
Review of unsettled accounts . . . .  
schedules of depsit works and takavi works 
Schedule of works expenditure- 

. . . . . .  Form and preparation 
Suhksion to AccormtantGeneral . . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 
for 

Paragraph 

10.5.24, 10.5.25. 
10.5.11. 
10.5.6, 10.5.23. 
10.5.3-10.5.12. 
10.5.3 Note. 
10.5.13-10.5.20. 
10.5.18. 
10.5.20. 
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Works amunts-conl. 

Suspense a w m t  . . . . . . . . . . 10.5.13-10.5.20, 
10.7.5-10.7.8. 

Transactions adjusted linally in the accoun~ of 3.1.3. 
divisional officer : Exoeptions. 

Tranefer of woks free of oest to local bodies does 16.1.4. 
nu necessitate adjustment m auxlpnts. 

Unaudrorisd liability to be repnsd to higher 5.1.1 (a) Nue. 

Works expenditure and Works outJay- 

workshop amunts- 

Annual p f m a  ~~cunmts 
Repantion and miew . . . . . . . 

Applicable to larger shops .. .. ., 
~ssification of mnspctions .. .. ,. 
Dependonthesizeoftheshop .. .. .. 
Direct and mdirea charges .. .. .. 
Direct charges on jobs . . . . . . . . 
Estimated cost of work emcut& for murunpalitiu 

or private panics to be recoved bd advmce. 
Form of accounts is prescribed locally 
Indinxt charges an! prescribed locally . . 
Indirect charges, revision of- .. .. .. 

Estimates of cost , . . . . . . . 
Settlement of accounts . . . . . . . . 

3&s executed in small shcps, BccOOmed for an works 
or mamufacture. 

Limit (d the cost of job . . . . . . . . 
Workshop (Suspense)- 
See suspense accounts. 

Work slip- . . . . 
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Note of posting d eorrectlon slips 

No. of slip 

(1) 

Page on whi& pasted 

(3 

No. d slip 

(1) 

Page on which pasted 

(2) 



No. of slip 

(1) 

correction 

No. of slip 

(1) 

Note of posting of' 

Page on which pasted 

(2) 

GPN-A-~&DOPWDB-I~-~~-~~~~-?A~* 

sllps-conl. 1 

Page on which pasted 

(2) 

I 




