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FOREWORD

Arrangement has besen made to reprint Account Code
volume IIL to meet the requirement of new offices at District
and Upazila level. Due to paucity of time this volume of Acc-
ount Code, which is a reprint of the Second (Pakistan) Edition,
had to be brought out without extensive revisions.

s readers are requested to substitute the words “Fast
Pakistan” and “Pakistan” by the word “Bangladesh” and the
terms “Governor®”, “Governor General”, “Prime Minister®’” and
«Chief Minister®® by the term ‘‘Prssident”.

It will be appreciated if errors, omissions or mistakes coming
to notice are reported to the office of the Comptroller and
Auditor-General of Bangladesh for necessary corrections in the
next edition.

Dated, DHAKA;
The 27th A. K. AZIZUL HUQ

February, 1986. Comptroller and Auditor-
General of Bangladesh.






PREFACE TO FIRST EDITION (Pakistan)

This edition is an adaptation of the 1940 edition of the
Account Code, Vol. ITl published in undivided India. It in-
cludes all corrections issued up to the 14th August, 1947.
Opportunity has been taken to carry out certain verbal changes
due to the establishment of Pakistan from the 15th August, 1947.

Errors or omissions, that may come to light, or suggestions
regarding amendments should be brought to the notice of
Auditor General of Pakistan.

GHULAM ABBAS
KARACHI, Auditor General.
The 31st March, 1951.
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ACCOUNT CODE

Volmne Il
DEPARTMENTAL ACCOUNTS.

PARY L—GENERAL.
CHAPTER L—-GENERAL.
A.—INFRODUCTQRY-

The directions given below shall apply to departments of Goverament
whose initials and subsidiary accounts are compiled in whole or part
éepartmentally, accounts §0 compiled being rendered moathly or
pariodically to the Account and Audit offices.

B.—PusLIC WoRKs AND FoREST DEPARTMENTS.

; directions in accordance with which the jnitiat and subsidiary
accounts should be kept in the Public Works and the Forest Depart-
ments 2nd the forms #o which the compilcdmountsofmdeput-
meats should be rendoved to the Accountant General, have been presczibed
in dstait in tho following chaptere of this volume. These directions ate
supplementary to the general directions contained in Volume I which are
applicable to these departments unless there be something repugnant in
the subject or context and except to the extent that they are modified by
. the directiops in the following chapters.

3. The forms of initfa¥ and subsidiary accounts prescribed should be
regarded g3 standard or model forms which may be modified by Govern-
ment according to local requirements in coasultation with the Accoun-
taat G:neral concerned. Similarly, the Accountant General may introduce
such chaages i the detail of accounis returns 28 he may deem nocessary.

C.—Qruer DEPARTMENTS.

4. Whegever an order Is passed by competent 2uthority, vide Article 33
of Volume T, transferring any Publfic Works to the administrative contsod
of a department other than the Pudlic Works Pepartment and that
mens itself arcanges for the execution of those works, the detailed classi-
fication of the traasactions conaected with the works so transferred should
 pa such a8 the Accounfant Geperal my determine in consultation with’

the Auditor Graesal, ject to such jors s may be authorised
by the Accountant General with previous concurrence of the Auditor
G:neral, the transactions should be accounted for in the forms and in
eceordanca with the direstions prescribed in Chapters III and IV for
similar cransactiong of the Publfic Works Department.
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5. The forms of initial accounts relating to the Defence, Railway and
other Departments whose accounts are not kept by the Auditor General
undazr paragraph 11 (2) of the Audit and Accounts Order, 1936, shall be
d:termined by the departmental acccunting authority concerned subject
to the provisions of Article 4 of Volume 1.

6. TIn the case of all other departments of the Central and Provincial
Governments whose initial and subsidiary accounts are compiled depart-
m :atally, the orders and instructions contained in the relevant departmental
Cod:, Manual or Regulations in so far as they provide for the forms of
initial and subsidiary accounts kept in any department, shall continue to
bz followzd unless the Accountant General considers it necessary to re-
place the cxisting forms or any of them by some other forms or form. In
the event of any diffzrence of opinion bztween the Accéuntant General and
the dzpartmental authority concerned, the question should be referred by
the Accountant General to the Auditor General for issue of necessary di-
rections under paragraph 4{b) of the Initial and Subsidiary Accounts Rules

(vide Appendix 1 to Volume I).

7. The directions regarding the accounts fo be rendered to Audit by
the d:partments mentioned in Articles 5 and 6 and the forms in which such
accounts are to bs rendered have bzen issued separately and incorporated
in the Maauals of the Audit Officers concerned. - .

8. Whenever the activities of a Government department are such as
to require the maintenance of initial and subsidiary accounts not covered
by th= dirzctions contained in Articles 6 and 7, the forms of the accounts
should b: such as may be sattled by Government after consultation with
th= Accountait General and subject to the previous concurrence of the

auditor General. .

D.—DEFINITIONS. g

) 9, Unless there be something repugnant in the subject or contexf. the
terms defined bzlow should be interpreted in the following chapters’ and

forms in the sense herein explained.

(1) Advance Payment means a payment made on a running acCount
to a contractor for work done by him but not measured, et

~(2) Assets.—In the accounts of works this term indicates all out-
standing or anticipated credits, which have to be taken in reduction of final
charges. Examples :—recoveries of advances or recoverable payments,
and sale-proceeds or transfer value of surplus materials. R

(3) Bank.—The term * The Bank ™ means the Stale Bank of
Pakistan or any offize or agency of the State Bank of Pakistan and includes
‘any branch of the Imperial Bank of India actifig as the agent of the State
Bank of Pakistan in accordance with the provisions of the State Bank of

~ Pakistan Order, 1\943- : ' T T
(4) Cash—The term “Cash” includes legal tender coin, notes,

3
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d drafts payabie on demand. A small number of one-anna

cheques an
be treated as part of the cash balance.

reyenue Stamps may

Note—Government securities, deposit reccipis of banks, debe ntures and berds,
amcszpted as security deposit under the rules of Government, do not fall under
this term.

(5) Competent Authority.—The term “ Competent Authority ' means
the Government or other authority to whom the relevant powers may be

delegated by the Government. ‘

(6) Completion and Completed. —The expression “completion of wor »
may b= understood to include “abandonment of a work”, and sscompleted”

to include* abandoned g

Contingencies.—When used in respect of the accounts of works,
the term “Contingencies indicates the incidental expenses of a miscel-
laneous character which cannot be classified appropriately under any
distinct sub-head or sub-work, yet pertain to the work as a whole.

(8) Contract and Contractor.—The term * Contract™ means any
kind of undertaking, written or verbal, express orf implied, by a person,
not bzing a Government servant, of by a syndicate of §rm, for the cons-
truction, maintenance or repairs of one of more works, for the supply of
materials, or for the performance of any service in connection with the
execution of works or the supply of materials. The term * Contractor
means a person, syndicate or firm that has made such an undertaking, but
often its use is restricted to contractors for the execution of works or fof
services in connection therewith.

(9) Deposit Works-—This term is applied to works of construc-
tion or repair the cost of which is met, not out of Government funds, but
out of funds from non-Government sources, which may either be deposited
in cash or otherwise placed at the disposal of the Divisional Officer.
Works executed for municipalities and other public bodies fall under this
category when the cost is debitable either to cash deposits made for the
purpose, or to their credit balances at treasuries.

(10) Direct and Tndirect Charges.—* Direct Charges,” are those
charges pertaining to a work, project or job, which are incurred directly
for its execution and are included in the regular accounts of it. *“Indirect
Charges ”* are those charges which pertain, or are incidental to a work,.
project, workshop job or manufacture job, but which are not incurred ai-
rectly and 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.

(1) Direct and Indirect Receipts.—* Direct Receipts ** are those
items of revenue receipts which are realised in connection with a work or
project either by officers of the Public Works Department or other de-

partments and are broueht to account directly as appertaining to the work
or oroject. *‘Indirect Receipts” are those receipts which pertain, or are
incidenrtal, to a scheme or work, but cannot be taken directly into such
detailed accounts of it as are incorporated in the regular accounts of the

receipts of the Department.

2
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(12) Division and Divisional Office.—These terms are used to denote
respectivelv the executive charge held by a Divisional Officer [clause (13)
b:low] and the head office of such a charge. Thus, the office of an inde-
pendant executive sub-division is a divisional office for the purposes of
this volume, as also that of the Superintendent of a Workshop working
indepzndantly of a Divisional OlLicer.

_ (13) Divisional Officer.—This term is applied to an executive officer
of the Public* Works or Forest Department who is not subordinate to
another executive or disbursing officer of the Department, even though the
executive chargs held by him may not bz recognised as a ““division’ by the
Government concerned.  Thus, the officer in charge of an independent
su!;-divis.ion is also treated as a Divisional Officer for the purposes of this
volume.

Disbursing Officers of other departments, if they spend Public Werks
funds and are required to render their accounts direct to_the Acccuntant
Genergl, are also included in the term Divisicnal Officer in this volume.

(14) Final Payment means the last payment on a running account
made to a contractor on the completion or determination of bis contract
and in full szttlement of the account.

(15) Government means the * Central Government ™ in respect of
matters relating to Central divisions and sub-divisions and *‘ Provincial
Geovernment * in respect of those relating to Provincial divisions and
sub-divisions.

(16) Imprest.—This term represents the 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.

(17) Intermediate Payment is a term applied to a disbursement of
any kind on a running account, not being the final payment. It includes an
*“ Advance payment ', a “ Secured advance ” and an* On account pay-
ment (other than the final payment on a running account)”, or a combina-
tion of these.

(18) Issue Rate.—This term denotes the cost per unit fixed, in res-
pect of an article borne on the Stocks of the Department, at g valuyation
for the purpose of the calculation of the amount creditable to the sub-head
concerned of the Stock account (i.2., the sub-head under which the article
is classified) by charge to the account or service concerned, when any

" quantity of that article is issued from Stcck. This does not take into

account the storage charges mentioncd in clause (33).

(19) 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 (1) the cost of materials issued direct and (2) carriage
and incidental charges in connection with the materials.

(20) Liabilities. —When used in respect of accounts of works, this
term includes all anticipated . charges which are adjustable gas final
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charges, but have not been paid, regardless of whether cr not they have
fallen due for pavment, of, having fallen due, have or have not been placed
to the credit of the persons concerned in a Suspense head subordinate
to the accounts of the work concerned.

(21) Local Loan Works.—This expression indicates works executed
by the Public Works Department on behalf of a Pakistan state,
Municipality, Port Trust, of other corporatior, when the cost of the
works is to form part of a loan given to it by Government for the purpose.

@2) Lump Sum Coatract is a contract for g complete work which a
contractor agrees to execute with all its contingencics for a fixed sum
subject to such conditions as the Government may lay down.

(23) On Account Paymeat or Payment on Account meansa payment
made on a running account fo a contractor in respect of work done
or supplics made by him and duly measured. Such a payment may of may
not be for the full value of work or supplies; if it isan intermediate paymeant,
it is subjsct to the final settlement of the running account on the com-
pletion of the contract for the work or supplies.

24) Operatiol}.—Used in resp_ect_of_the accounts of manufacture and
workshop transactions, this term indicates the charges ircurred on the
manufacture oparations connected with specific jobs.

(25) Outturn.—Used in respect of thc accounts of manufacturc and
workshop transactions, this term denotes the value of the finished
products (or of the work done, in cases in which the articles ‘wrought are
not supplied dzpartmentally) of manufacture operations connected with
specific jobs.

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

(27 Quantity—In the accounts of works this expressionis used to
describe the extent of work done, supplies made or services performed,

when these can be measured, weighed or counted.
(28) 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.

(29) Rate of Cost and Inclusive Rate of Cost.—Rate of Cost means
generally the total cost of 2 work or supply divided by its quantity. In the
accounts it represents the recorded cost pel unit, as arrived at by dividing
the up-to-date final charge on a sub-head, by the up-to-date progress
thereof. Inclusive Rat? 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.

(30) Recoverable Payment means a payment to or on behalf of a con-
tractor which does not represent value creditable or payable to him for
work done or supplizs made by him, and has therefore to be made good
ta Government by an cquivglent cash recovery or short paymert of dues.

(31) Rumning Account is a term applied to the account with a
gontragtor when payment for work or supplies is mad:s to him wat
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convenient intervals subject to final settlement of the account on the com-
pletion or determination of his contract.

(32) Secured Advance is a term applied. specifically to an advance
made, on the security of materials brought to site of work, to g contractor
whose contract is for the completed items of work.

(33) Storage Rate and Storage Charges.—These expressions denote,
respectively, the centage rate fixed for, and charges levied on, all issues of
stock to cover such actual expenditure as is incurred, after the acquisiticn
of the stores, on work-charged establishment employed on handling and
keeping initial accounts, the custody of steck and the maintenance of
the store godown or yards, etc.

(34) Sub-divisional Officer.—This designation is applied primarily to
an official, whether a gazetted officer or not, 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 bzen consti-
tuted into a regular sub-divisional charge, but is held by the Divisional
Officer himself, the latter #s also treated as the Sub-divisional Officer in
respect of such charge. When a Divisional Officer holds the immediate
charge of a recognised sub-division in addition to his own duties as the
executive head of the division, he is treated as the Sub-divisional Officer
in respect of the charge of the sub-division,

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

(36) Sub-work.—In the case of a large work consisting of several
buildings or smaller works, or groups thereof, the term sub-work is often,
applied to 3 distinct unit of the work if that unit is sufficiently large or im-
portant to be kept distinct for the purposes of accounts. For example.
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 Trrigation, Navigation,
Embankment, Drainage and Water Storage projects, the Head Work,
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, all form separate sub-works.

(37) Supervision charges.—This term in relation to stores, is applied
ordinarily to the charges which are levied, in addition to book value and
storage charges, in respect of stock materials sold or transferred, and are
intended to cover such items of the expenditure incurred on the stores as
do not enter their books value and are not included in the storage charges
[ see clayse (33) ]. .

(38) Suspeuse Accouats.—This term is apolied primarily to certain
heads of accounts, falling under the minor head * Suspense ™ of a2 major
head of expenditure, which are reserved for the temporary passage of such
transactions as must be taken at once to the account of the sanction or



1

Cuar, 1] GENERAL. [SA

grant concerned, but cannot bz cleared finally cither becdusct the relevant
payment, recovery of adjustment is awaited, or because it is necessary to
keep an cilzctive watch over the values of any stock materials, until their
final disposal. - The charges under a suspense account are taken in enhance-
ment 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 Article 136. -

(39) Takavi Works.—This term denotes works of construction or
maintenaace relating to water-courses or any other works, expenditure on
which is treated by Goverpment as a tal-gvi advance (i.e, an advance to
cultivators) recoverable from the party of parties concerned.

(40) Valae.—This term used in connection with the sale of stock
materials (vide Article 55) of their issue to works (vide Articles 127 and
128) includes storage charges.

(41) Work.—Thc term « work © when by itself, is used in a compre-
hensive 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.

(42) Works Expenditure ‘and Works Outlay.—These terms are used
to indicate rebpectively the expenditure, and the capital charges, onthe
spzcial services connected with the construction, repair and maintenance
of works. The charges falling under these categories may be net when,
undzr rulz, any receipts are taken in reduction of the charges, but they do
not include the cost of the general services, Tools and Plant and Establish-
ment, or any charges not taken to final heads of account but kept under
one of the suspense accounts.

9A. Deleted.
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EXPENDITURB.

PART @I —PUBLIC WORKS ACCOUNTS.

CHAPTER HL.—CLASSIFICATION OF PUBLIC WORKS
RECEIPTS AND EXPENDITURE.

A-"—GBNM.

10. The major and minor heads prescribed for the classification of
Public Works receipts and expenditure are set out in Appendix 2 to
Velume I. Subject to any specific directions contained in this Code, the
sub-heads, detailed heads or units of grants and appropriations will be
determined by Government according to local requirements in consulta-
tion with the Accountant General,

Note 1.—For departmental purposes, Public Works Officers usually divide a
detaited Il:a:aclI t:zd:_.nun;ubzr gf “gervice hea}ds" an:t. themlulge:*i,nto 3 augl::lrl 3‘
udqnﬂmen H r TPOSES oOf accou St term
head™ should be used for all diﬁdoﬂwsubordinth to a minor head,

Note 2.—In the case of Irrigation, MNavigation, Embankmesnt, Draimage and
Water Storage Works, the sub-divisions into which the minor head “Works” is
divid:d for departmental purposes are “sub-works'” and the Ruther
sub-divisions of the latter, “detailed heads”.

11. In the case of Irrigation and other works for which separate
capital and revenue accounts are Kept, the allecation of expenditure
batwseen capital and revenye should be determined in accordance with such
priaciples and msthods as may be prescribed by Government in consulta-
tion with the Accountant General.

12. A transaction of receipt or expenditure should be classified under
the final or the debt or remittance head to which it pertains, if that be
known, but if the exact head cannot be ascertained at once, the transaction
should be classified temporarily under *“ Public Works Deposits ” if a
receipt, or under * Miscellaneous P. W. Advances ”, if a charge.

13. Heads 17, 18 (1) and 19 are purely transfer heads normally operated
upon by the Accountant General in which the_execptive officers of the de-
partment are not directly interested. At the discretion of the Government
executive officers may operate upon the transfer head * 19 ” monthly, pro-
vidsd that the expenditure recorded thereunder, at the end of the year, is
combined with the expenditure brought to account directly under the head
“ 68 ” to show the total Capital expenditure relating to each capaland
arrangsments satisfactory to the Accountant General are made for this

putpose. When this procedure is adopted, the expenditure should be ac-
counted for, separately for each irrization project, in the same detail as
regards minor and detailed heads as are prescribed for the major head “68™.
Note.—A similar method of accounting may be adopted at the discretion of
Government with regard to the transfer head 18 (1) where this head is used. ’

B.—TRANSACTIONS WITH OTHER GOVERNMENTS AND DEPARTMENTS.

l4.l The general directions under which one department of the
public service may raise debits against another department under the
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same Governpment of any department under another Government for
s‘?r;ﬂces licndered or articles supplied to it are contained in Chapter 4 of
olume 1I.

15. In Prowincial Divisions, all trapsactions including those of
Railways, originating on behalf of the Central Government should be
classified initially under the appropriate central head of account but in
the compiled accounts they should be collected together under the head
* Adjusting Account between the Central and Provincial Governments ”
Transactions originating in Provincial Divisions on behalf of other Provin-
cial Governments and those originating in Central Divisions on behall
of all Provincial Governments, should be classified both initially and
finally under the heads ** Inter-Provincial Suspense Account—Government
of » and “Adjusting Account bstween Central and Provincial
Governments, Government of: » respectively. The
requisite adjastment against the balances of the Government concerned
will b2 made by the Accountant General himself through the Central
Accounts Saction of the State Bank. In Central Divisions such central
transactions as are adjustable in another accounting circle should
be classified under the Exchange Account head concerned (vide
Appendix 2 to Volume 1). :

16. All other remittance transactions, whether originating in the
division or in another division or department of another Government,
should bz accounted for under the heads™ Transfers bztween Public Works
Officers ” of “‘Public Works Remittances” as the case may be (vide foot-
notes 399 to 402 in Appendix 2 to Volume I) unless the Accountant
General directs otherwise.

Notz.—Transactions on account of ch:quss drawn on, or remittances made to,
treasuriss should bs treated as originating at “treasuries’’,

17. In the case of works done as a standing arrangement for other
departments when the cost in dehitable to those departments, the pres-
crib=d classification applicable to the connected transactions will be
intimatzd by the Accountant General to the Divisional Officers concerned.

C.—INTBR-DIVISIONAL TRANSFERS.

_ 18. Services rendered or articles supplied by one division to another
under the same Government will not bz charged for except in the
following cases :—

(i) Stores—if they are issued from a Stock of Material Account
or if their transfer affects a work for which a separate capital
account is kept ;
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(ii) Other Services—if they affect the accounts of (a) any work for
which a separate capital account is kept, (6) a work in progress,
or (¢) Suspznse or Deposits.

~ 19. When the cost of a service undertaken on behalf of another

division of the same Government is debitable to that division, the
connected receipts and charges should b2 classified under the head
* Transfers b:tween Public Works Officers * and passed on for adjustment
finally in the accounts of the latter division.

D.—REVENUE RECEIPTS.

20. Public Works revenue should be brought Lo account in accor-
dance with the classification prescribzd by the Auditor General, vide Article
10. Distinction should bz made bztween receipts which are firally creditable
te Government as revenue of the department and transactions which re-
present marely such cash or other value received as has either to be repaid
eventuaily or to b= utilised to meet the cost of some service to be rendered
or already Tendered or to bs takenin reduction of expenditure previously
incurred. Receipts of the latter class should be credited to the debt, deposit
or expenditure head concerned.

Note 1.—Should Governmant deem any source of revenue not specifically
mentioned in the minor heads provided, to b: of sufficient  importance to justify
the keeping of a separate account of it, a d-tailed head for the purpose may be
opened under the minor head Misc:llaneous™.

21. Refands of reveaue astaally coilected and brought to account
aader “XXXIX.—Civil Works” * or Irrigation heads, when made in cash,
should bz accounted for under the minor head “Deduct Refunds” of the

avenue major head concerpzd. All other refunds of revenue, such as
refunds of rents adjusted by short assessment or short realisation in a
subsequent moath and repayments of receipts and recoveries on capital
account, should b: taken as reduction of revenue receipts or of
“Receipts and Rezoveries on Capital Account”, as the case may be,

under the heads concerned.

E.—WoRrks ExPENDITURE.

I.—Original Works or Repairs.

22. Subject to any general or special orders issued by Government in
this b-half in consultation with the Accountant General, the following
principles should bz observed in classifying the expenditure between
** Original Works " and ** Repairs "' :— :

(1) Original Works should comprise all new construction, whether
of entirely new works or of additions and alterations to
"existing works, except as hereinafter provided ; aiso all
repairs to newly purchased or previously abindoned buildings
required for bringing them into use.
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(2) Repairs should. inclpde primarily oOperations urdertaken o
maintain in proper condition buildings and works in ordipary
use and alsq new works in circumstances indicated in clause (3)

(3) When a portion of an existing structure or other work, not
being a road,. road. surface, road. bridge, causeway, embank-
ment, ferry approach, protective or training work in connsc-
tion with a road, is to be replaced of remodelled (whether of
not the change involves any dismantlement) and the cost of
the change represents a genuine increase in the value of the
propesty, the work of replacement or remodelling, as the case
may be, may be classed as ““ original works ** the cost (which
should be estimated if not known) of the portion replaced or
remedelled being credited to the estimate for ** original work
and debited to ** repairs . In all other cases the-whole cost *
of the new works should be debited to ** repairs .

(4) When an existing-portion of a road, road bridge, causeway,
embankment, ferry approach, protective or training work 1in
connsction with a road is to be replaced or remodelled (whether
or not the change involves any dismantlement) and the change
represents genuine -increase in the value of the property, the
whole cost of replacement or remodelling, as the case may be,
should be elassificd -as ** new work ” and the cost or value of

: -or remedelled should not be debited to

(5) In addition to all repairs and renewals in material similar fo
that pre-existing, the followipg items of road. work should be
classed:as “* repairs 7':

(i) ordinary repairg, and maintenasce includmg sutface painting
and th:l necessary addition of stone chips,-gravel or sands but
not including asphaltio conelete, premig asphalt :macader,
bitumen grout, bitumen semigfopt, mixin-place, cemeat
concrete, or cemgent macadam »

(ii) special repairs and.periadical renewals;and-

(iii) pstty and miscellaneous items of work in any material wnich
are.cl: ; ordinasiy -as “ new-works -, ‘provided that the
watks in question domodin the opinionof the competens autho>
rity form-paet of Any Comprekensive-6chems or project covered
by s-works ¢stimais:

1L~Cigil Werks

23 The gcoetal iples-to be fallowed-in ifeganef-Civi)
w i mﬁm Ag'ﬁllé 33 g“x‘r’m

24, In Provincial Public Works Diyisians. tra, jops Telating !
Central Civil Works, which are to ;:c accounted. fott m o‘p: thbbﬂl:

3
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of the Accountant Gzneral to whom the divisions render accounts, should
bz classified under the central final heads concerned, thcse relating
to other works of the Central Government, under the remittence
hedd concerned. For purposes of adjustment against the balapce of
the Central Government, the amounts involyed should be included
in the account of the head ‘* Adjusting Account between Central and
Provincial Governments ** vide Article 15.

IY.—Irrigation, Navigation, Embankment and Drainaze Works.

25. All works of Irrigaticn, Navigation, Embankment, Drainage and
Water Storage should be classified primarily into the ‘ollowing two
sections : —

(A) Irrigation Works.—This section should include Wuter Storage
Works also.

(B) Aavigation, Embankmens and Drainage Worl.s.--This section
should include receipts and charges relating to waterways,
navigable canals, emgankmcnts and other agricultural and
drainage works undertaken primarily pct for irrigation
purposes but for ths pencral improvement of the country or
for general administrative purposes.

26. Works for either of the two classes mentioned above, should
be classified further into (1) Productive and (2) Unprcductive in gecor-
dance with such general principles as may be determined by Government
in consultation with the Accountant General,

NoTE.—W!hiin undxr th: rules of Government a work is traniferred from the
productive to the unproduciive catzgory, or vice versa, no adjuztmant ne>d be
mad: in the goneral accounts in respect of past transactions but the necessary
trasfers may b2 made in the pro forma acccounts of the wark,

27. Works expenditure which under prescribed rules of allocation is
debitable to the Capital account should be classified undsr ;e mirer head
** Works " of the major head ““ 19 or 68 ** as the case may be. That which
is debitable to the Revenue account should fall under tle minor head
“Extensions and Improvements ™ or ‘‘Maintenance and P2pairs” of the
division “Working Expenses’” of the major head *“ XVII " according as
the expenditure pertains to the category of “Original Worl's™ or “Repairs;”
vide Article 22.

28. The expenditure on a work or project which is clasced as Produc-
tive: by orders of Government, should be recorded in two sections
separately for capital and revenue charges. For Unproductive works also,
the arrangement should be similar where it is desirable or porsitls to main-
tain accounts on a guasi-commercial basis. When, however, a work of
this class is too small to justify the maintenance of a separate account on
such g basis, gll expenditure upon it should be treated as a revenue charge,
the work being classified as one for which no capital accounts are kept. In
the category of Unproductive Works should also fall *Miscellaneous Ex-
penditure ', which is expenditurc upon the preliminary survey of new pro-
ject and also the cost of famine surveys required for the preparation of
famine programme.
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29, Each of the three minor heads mentioned in Article 27 should
be divided ordinarily into the following sub-divisions =
(1) Head Works.
(2) Main Canal and Branches.
(3) Distributaries.
(4) Drainage and Protcctive Works.
(5) Water-courses (for * Works ™ only.
(6) Special Tools and Plant (for Works “ounly).
(7) Losses on stock.

Under the minor head * Maintengncc and Repairs " an eighth head
** Compensation ", may be opened. The det iiled heads subordinate to
these heads will bz such as may be prescribsd by Government after
consultation with the Accountant General.

30. All works expenditure relating to M:in Canal and Branches
may be divided into (1) Main line of a canal, rnd (2) each of its branches
separately : that relating to distributaries wil! also be grouped for the
distributaries belonging to the main line of the canal and to each of its
branches separately.

1V.— Non-Governmenl Weorks.

_ 31. Non-Government Works should for parposes of classification be
divided into three broad classes :—(1) Depo'it Works , (2) Local Loan
Works and (3) Takavi Works.

32. Expenditure incurred on Deposit Worls should be debited against
the amount advanced by the party concern .d to the extent of that
amount. Any excess ov=r that amount and alio any expenditufe on a
deposit work which has been authorised b competent apthority In
anticipation of rezeipt of money, should be classified under “Miscella-
neous P. W. Advaaces » pending recovery. Expenditure incurred on
District, Municipal, Cantonment and Port Trust Fund Works may, if
authorised by Govaramant, bz debited to the qead “Deposits of Local
Funds..--.o.e-e » in cases where the balances of the fund form part of the
Public Azcount of the Government concernsd.

33. Expenditure on a Local Loan Work including the portion of
expenditure on a joint work, which is incurred a ainst @ sanctioned loan
under orders of competent authority, should be ghssiﬁed under the head
« Q.—Loans and Advances by the Central Government »or ¢ R.—Locans
and Advances by Provincial Governments "’ as the case may be.

34. The transactions relating to Takavi Werks should be c'las;iﬁe.d
under the head * Takavi Works Advances ", the full name of which 1s
* P.—Deposits and Advances not bearing interest—Advances Repayable
—_Civil Advances—Advances of the Public Works Department ' f
the amount of the expenditure incurred by the Public Works Department
is not recovered in cash by that Department but passed on to the Civi
Department to effect the necessary recovery, the amounts may, om the
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authority of the acceptance of Ihat Department; be credited to the Takavi
Works Advances by debit'to the minor head ““ Advances to Cultrvators ™
under the “Q.—Loans and Advances by the Central Govermment 7or “R.—
Loans and Advances by Provincial Goveraments ', as the ¢asy may be.

V.—Famine. Relief Works.

35. The directions regulafing classification of €xpenditare of public
works undertaken for the.puspose of famipe relief,.arg given-in footnotes
(271) to (273) of Appendix 2 to Volume L.

V1.— Roag,Development Work s.

36 Theexpenditnfe on woiks of portion: of works.the cost of which
is met from Central Road Fund, should be slassified in aceordanee with
the directions contained in footnote (334) of Appendix 2 to Volume L.

F.-—Bmmni:riumﬁmnm.

37. (@) As a general rule the cost of the acquisition of storesshauld
be debited to the final head of account concerned or the particular work
for which they are required if either of these can be determined at once.
Otherwise, it should be kept in a suspense acCount pending clearance
ast‘hm;n“idﬂ,uc issued-actually by debit-to.specific heads of accoust
OoT works,

(®) In accordance with this general rule the cost of the supply of all
stores-requifed as tools and plant for the gencrai use of the division sheuld
be-debited at once to-the minor head * Todls and Plant * subordinate 40
the-major-hedd under which such charges of the division are classified;-and
special iterme of tdols and plait, which are required oot for geperal purposes
but—for a specific. work, should ‘be debited:to that work. Tlc question
whether @ pasticular item of supply should be treated- as ofdinafy tools
and plant or special tools and:plant should be decided by Government.

(c) Similarly, all r0ad metal required. for the maintenance of a road or
section of a road should be debited. at oncs.to the; minor -head “Repaim
(Communications)’” under the major head concerned against the estimate
sanctioned for the calleation of it, and when-road metal is required spe
for use 4n the-constraction of a poad or otherwork, its sost should be
debited to the estimmte for subh construction:

(d) 1n the <ase of Gthey.neaterials wheh the ?udmres are made for the
requirements of wo‘l;ks generally, the cost should be accounted for nnﬁr

the susponse hebd. < Stack V Materigl$ purchased speeiglly for a
sgqn% howevenstbe debifed torthaa: wotk

G —BeraaLsENeNT aND Toors AND “PLANT CAARGES

38, Charges on aceount of genmeral seyviees like Pstablishrent
and Tools sod Phnt shoptd be classificd in- the aceounts under the
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appropriate sub-head under the minor heads ™ Establishment " and ** Tools
and Plant ", as the case may be, of the major head under which the division
is classified for the purpose and, save as provided hereafter, no attempt
should be made ordinarily to include in the cost of an individual work or
another major head of expenditure any portion of expenditure on account
of those services. See also Article 118.

39. As an exception to the foregoing rule, the under-mentioned special
establishments should be debited as indicated below :—

(i) purely revenue establishment (Deputy Collectors, Zilladars,
Amins, etc.), employed entirely ‘on the management of Irri-
gation, Navigation, or Drainage Works, and on the assessment,
etc.. of connected revenue, to the sub-division ** Working
Expenses ** of the major head ** XV]I.—lrrigatiou. Navigation,
Embankment and Drainage Works for which Capital Accounts
are kept ” or to the major head ‘‘18.—Other Revenue Ex-
penditure financed from Ordinary Revenucs ", as the case
may be :

Note.—If in any division of a circle of superintendence, the charges of this
special establishment cannot be allotted cccurately to either of these two heads,
the entire revenue establishment of the ci:cle ‘should be treated as “Joint revenue
establishment—XVIT and 18", though it will be classified, jin ‘the frst instance,
in accordance with the general rule in Articlc 38. =

(ii) establishment employed on large irrigation surveys for new
projects, to the surveys concerned under the head ** 18.—
Other Revenue Expenditurc financed from Ordinary Reve-
nucs—Miscellancou§ Expenditure ™:

(iii) cstablishment employed on famine relielf works, to the head

“54-A.—Famine Relief ™’;

(iv) establishment employed in workshops of a quasi-commercial
character, to the workshop concerned under the major head
uadsr which its maintenance charges may be classified.

40. Subject to such general or special orders issued by Government
in this behalf, pay and allowances of such temporary establishment as is
employed: upon the actual execution, as distinct from the general supervi-
sion, of a specific work or upon the subordinate supervision of departmental
labour, stores, and machinery in connection with such a work may be
debited to the account of that work. '

41. The cost of special tools and plant, ie.. tools;,"plant, machinery,
etc., obtained ro meet the special requirements of a particular work or
project and of a nature not usually to be found in the general stores of the
Province or Administration, should be treated us a direct charge to that
work or project; vide Article 37. ¥ -

42. When the charges on account of Establishment and Tools and
Plant of a division are met out of a single major head inthe first.
instance, 2 share of such charges may be debited, where necessury to
other major heads or accounts concerned in accordance with such
methods As may be prescribed by Government in consultation with



16

43-48] CLASSIFICATION OF PUBLIC WORKS RECEIPTS AN [Cuar. 11
EXPENDITURE.

the Accountant General. Similarly, the cost of special tools and plant
such as dredgers, etc.), debited to a single head in the accounts, may be
istributed over the several sub-heads of works, in accordance with such
msthods as the Government may determine in  consultation with the

Accountant General.
H.—GRANTS-IN-AID.

43. The Nﬁner!l directions for the classification in the accounts of
transictions ting to contributions by the Central or Provincial Go-
vernment to Local Funds, and Public Bodies and vice versa, are given in

Article 34 of Volume I.

44. 1o the Public Works accouats, contributions made to local
bodies, whether in cash or in the shape of work done by the Public
Works nt on their behalf, should be debited to the minor head
« Grants-in-Aid * under the major head * 50.—Civil Works " or * 18.—
Other Revenue Expenditure " according as the contribution is made by
the Civil Works or Irrigation Branch of the Public Works Department.

45. When the Public Works Department entrusts to the agency of
a District Board or other local body, the maintenance of Government
buildings or roads without transferring the property to the local body, the
payment made to it on this account should be debited to the estimate of the
' nance of the work and not classified as “ Grants-in=Aid ”

46. When works already constructed or land already. purchased are
transferred, free of charge, to local bodies, no re-adjustment of the
sccounts of cost should be made unless Government otherwise directs.

Norz.—This direction shall not apply to Trrigation, Navigation, Embankment
and Drainige Works for which capital sccounts are kept.

1.—SUSPENSE TRANSACTIONS.

I.—General. -

&1. Suspense transactions should be classified under the“tinor head
“ Sugpense " of the major head of expenditure concerned, unless they
are required to be taken to the accounts of works, vide Article 136. The
sub-divisions into which this minor . head should be divided and the
nature of transactions to be classified under each, are described below.

I1.—Purchases.

' 48. When materials are received from a supplier or from another
division or department, their value should be ¢ ited 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 accounts of the work and those accounts, as well
as the connected subsidiary accounts, may take cogaizance of
the receipt of materials at the earliest opportunity (see Articles
127 and 128); and
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(i) on closing the accounts of the month, if they have been
received for stock and payment has not been made for them
during the month, so as to secure agreement between the
quantity and value accounts.

49. When the actual value of the materials is mot koown, an
estimated figure should be adoptec, any difference being adjusted, 15 soon
as known, by a plus or 8 minus credit to Purchases, as the casc may be.

50. When the price of the materials is paid or adjusted by transfer,
tI’:‘e pa mer:it should be debited to Pruchases, and the outstanding credit
thus cleared.

Note.—If the amount admitted in payment exceeds the amount credited to
Purchases, the difference should be debited direct to Stock or to the work concerned,

111.—-Stock.
(a) General.

81. To the account head “ Stock ” should be debited all expenditure
connected with the acquisition of stock materials and with all manufacture
operations and the expenditure incurred on storage. To it should be cre-
dited the value of materials issued to works, sold, transferred, or otherwise
disposed of, and the balance of th: account will represent the book value
of the materials in Stock plus the unadjusted charges, etc., connected with
manufacture plus the unadjusted expenditure on storage.

(b) Manufacture.

52. The manufacture transac ions (detailed in Section 6 of Chapter
111) should be classified in accounts as follows :—

(@) “ Opzration ™ charges should be shown as receipts of Stock
under the sub-head * Manufacture”, charges representin
value of Stock materizls issued to manufacture being treat
simultaneously as issuss of Stock under the sub-heads con-
cerned. ]

(5) All outturn should first be brought formally on the Stock account,
by credit of its value to * Manufacture *’, and the simultaneous
exhibition of the articles as receipts of Stock under the sub-
heads concerned. j

(¢) Land and Kilus.
53. When land is acquired for extracting road mete] primarily
intended for—
(i) the maintenance of an existing road, or

(ii) the construction of a new road or the raising in clags of an
exisling road,
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the following principles of classification should be followed in adjusting
the charges connected with the land and quarries :— :

(a) Waen thé charges do noat execzed Rs. 1,000, or such  other
limit as may bz prescribzd by Government in consuliation
with the Ac:ouatant General, the amount should be dehitcd
direct to *“ Repiirs ” or to ** Original Works 7, according as
the quarry is in ended to serve the purposes specificd in clausc
(i) or (ii) above.

(h) When the charges exceed Rs. 1,000, or such other limit as
may be prescribed by Government in consultation with the
Accountant General, and the road metal is required for
the maintenance of an existing road or roads for a series of
vears, the total initial outlay should be debited to the sub-
head ** Land, Kilns, etc ", of the Stock Account, and this
sub-head should bz relieved gradually, by debit to the collec-
tion estimates of each year, in the manner prescribed in Article
158 for similar chargss connected with manufacture operations.

(c) When the charges exceed Rs. 1,000, or such cther limit as
miy be preszribed by Government in consultation with the
Accountant General, and the road meci2l is required for the
purpose spzcified in clause (ii) above, a proper portion of the
cost should bz debited direct to the original work concerned.
Any bilancz should bz debited to the sub-head “ Land and
Kilns, ete. ", of the Stock Account. and this sub head should
bz cleared eventualy by debit (o * Repairs ™ in, the mannct
preseribed in Article 158 (b).

1V.— Misccllaneeus P. W. Advenics.

54. 'I'ransactions recorded under the head “ Miscellaneous P W.
Advances " should be divided into the following classes :—

(1) Sales on credit.

(2) Expenditure incurred on Deposit Works in excess of deposits
received or in anticipation of receipt of money (Article 32).

(3) Losses, retrenchments, errors, etc.

(4) Other itcms.

NoTe.-No charges should be debited 1o this hcad on the ground of absence or
insoflicicncy of sanction ur appropriation excepl as provided in item (2).

55. ‘When stores of @ny kind are sold on credit, their value (plus i
recoverable. the Suparvision charges) sbould be debited to Miscellaneous
P. W. Adviances under the sub-head ** Salgs on credit ™, so that (1) the
aecounts of Stock or works from which the materials arc issted may be
kept correctly, and (2) the recovery, of the value [rom the local body or di-
viduitl coneerned may be watched through the regular accounts.
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56. Under the heading ** Losses, retrenchement, errors, etc. ”, should
appear the following :—
(a) deficiencies in cash or stock,
(b) actual losses of cash or stock,
(¢) errors in accounts awaiting adjustment, and
(1) retrenchments and lasses of other kinds recoverable from
Government servants.

§7. The head ** Other items” should be used for all debits, the al-
location of which is not known or which cannot be adjusted until recovery
or se'tlement is effected or write-off ordercd. The following aie cited as
examnles:—(1) debiis, the classification of which cannot be determined
at onze. (2) recoverable debils not pertaining to the accounts of a work,
and (3) recoverable outstandings pertaining'to works, the-accounts of which
are closed.

NoTte.—Th: share of municinal taxes aid by Geovernment on behalf of tenants of
Government buildings should be debited to this head pénding recovery.

V.—London Stores.

58. The head * London Stores " is the suspense head through which
should be passed all transactions connected with stores obtained through
the High Commissioner for Pakistan, London. The objects of this account
are (i) that the stores received from England may be brought on the accounts
of Stuck or works immediately on their receipt without waiting for the
advice of the paym:nts made in England by the High Commissioner, (ii)
that when thz advicz precedes the stores the receipt of the latter may be
watchad. 1ad (i) that in all cases agreement may be securad between the
charge to Stock or works, and the payments made in England.

§9 When the stores arrive, to the head ** London Stores ” should be
credited, and to the accounts of the works eoncerned or Stock should be
debited, the cost of the quantities actually received, the amount being de-
termined by the conversion of the invoiced sterling value into rupees at
the average rate of exchange (which will be communicated by the Account-
ant General) for the month in which the payment was made in England.

Note.— If the month of payment is not known, the average rate of exchange for_ the
month in which the stores were despatched lrom England should be adopted provision-
ally, suhjest to aljustment on receipt of the advice of payment.

 60. When the debit for the payments made in England, which will
be calculated in rupees at the average rate of exchange for the month of
payments, is received from the Accountant General, the head * London
St:é'gs;;‘should be debited and the minor head “Public Works Remittances
credited.

61. Charges in Pakistan (e.g.. balance of sea-freight and carriage and
incidental charges) should be debited dirett to Stock or works concerned
unless incurred prior to the arrival of the stores in the division, in which
case they should be debited to “London Stores” and on receipt
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of the stores the charge should be transferred to the relevant accounts
of works or Stock, when the adjustment of cost is made as laid down in
Article 59.

YI.—Workshop Suspense.

62. Save as provided in Articles 63 and 64 below, direct cutlay cn
the jobs executed in a workshop should be passed through the suspense
head ** Workshop Suspense .  On the completion of a job, all outstanding
charges on it should be dsbited, as soon s possible, to the head concerned,
but in cases where this cannot be done, as in the case of expenditure incurred
in excess of t'1e deposit reczived, the nnadjusted amount sheuld be trans-
forred to the head “ Miscellaneous P. W. Advances ” pending settlement.

MNotr.—Incid sntal charges cosnected with the stock of materiils should be dealt
with nnd:r Article 64.

J.—WoRKSHOP TRANSACTIONS.

63 Reccipt and expenditure transactions in connection with work-
shops s1ould be classified as follows :—

(a) where capital accounts are kept of a workshop intended
nmainly for the needs of rthe Irrigation Branch (i.e., if the
workshop is to be regardel as being on a guasi-commercial
bisis), the capital expenditure should be classified under the
r:levant division and sub-division of the major head ** 68 » :
rsceipts representing recoveries of capital expenditure should
be taken in reduction of such exnenditurs, while revenue re-
c2ipts and working expenses should be classified under the
minor heads opened under the corresponding division and
sub-division of the major head * XVII ” divided so as to meet
the requirements of the pro forma accounts of the shop ;

Nore.—The procedure described abovs will £oply mutatis mutandis to the transactions
of a workshoo established on a guasi-commercial basis in connection with any other
system o projc=t for which regulir capital accounts arc kept.

(b) vhere capital accounts are kzpt of a workshop intended mainly
for the needs of the Civil Works Branch, all expenditure incur-
red upon it, whether of the nature of capital or of workirae
cxpenses, should be classified under the major Fead *“50™:
recoveries of capital expenditure chould be taken in reduction
of such expenditure ; rzvenue receipts should be booked under
the minor head., opened under tke major head * XXXIX ",

- entitled ** Receipts from Worksheps », divided so as to meet
the requirements of the pro forma accounts of the shop ; and

(¢) where no capital accounts are kept of a workshop, for which-
ever branch intended, 81l expenditure should be classified under
the major head * 18 ™ 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 “ XVIIT » or * XXXIX *.
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64. All Capital charges on buildings, plant and machinery and stock
materials, and all Revenue charges incurred on their maintenance and on
the upkeep of the necessary general establishment, should be classified as
ordinary Public Works transactions under the major head concerned, in
accordance with the preceding Article and under the general directions in
this Code. These are charges which neither pertain to any individual job
executed in the shop, nor are capable of direct apportionment amongst
all the jobs, and their distribution over individual jobs should be made in
accordance with the rule in Article 177.

¥.—REgCOVERIES OF EXPENDITURE.

65. The general directions to regulate the exhibition of recoveries
of expenditure are given in Chapter 5 of Volume . The following Articles
indicate their application to Public Works transactions.

66. Subject to the provisions of Article 75 of Volume I all recoveries
of expenditure appearing in the accounts of Public Works offices should
be treated as revenue receipts and not as minus expenditure.

Recoveries in respect of over-payments made during the current year,
however, should be adjusted ordinarily by deduction from the current
year’s charge under the detailed head previously over-charged.

67. Reccipts and recoveries on Capital account, in s0 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
receipts in the first instance and classified as *“ Receipts and recoveries cn
Capita! Account 7', the necessary transfer at the end of the month being

made 10 the capital major head of expenditure in a lump sum.

68. Recoveries under stock and other suspense acccunis and re-
coveries of expenditure upon works in progress should be treated as
reduction of gross expenditure. The recoveries in the latter case should
comprisc sale proceeds of surplus materials and plant acquired specially
for any work or of materials received from dismantled structures, irres-
pective of whether the estimates for the works make allowance for such
recoveries or not.

69. Recoveries on account of establishment and tools and plant
charges should be treated as follows :—

(i) Recoveries of establishment | charges at percentage rafes :—
These recoveries, in so far as they are effected from outside
bodies and from other departments of the same Government,
should be adjusted by deduction from expenditure under the
minor head * Establishment . Recoveries for works carried

out by one Government on behalf of another, however, should

be treated as revenue receipts unless the recoveries relate to
expanditure previously debited to a capital head in which case

the credits -should be adjusted in reduction of expenditure of

the capital major head concerned; provided that if the works
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asg carried out as a standing arrangzment the recoveries may be
adjusted as reduction of expenditure.

(i) Receveries of tools and plant charges at percentage rales.—

Recoveries from other Departments of the same Government
should be adjusted as reduction of expenditure under the minor
head **Tools and Plant”. Tn the same Way recoveries re-
. lating to expenditure previously debited to a capital head of
account should also be treated as reduction ef expenditure.
All other recoveries should be treated as revenue receipts
under the major head concerned, provided that if the reco-
veries relate to works carried out by one Government on behalf
of another as a standing arrangement, those recoveries may bz
adjusted as reduction of expenditure.

(iii) Pro rata share of the charges for establishment and tools and

plant.—The pro rata shares calculated at the end of the year
should be treated as reduction of expenditure under the miror
heads * Establishment” and *“ Tools and Plant”, respec-
tively, of the major head to which the total charges were debi-
ted in the first ‘instance.

(iv) Recoveries of charges for leave and pensions.—When the re-

coveries on account of establishment charges include, as a
distinct and separate factor, an element of the charges for leave
and psnsions, the portion of the recoveries representing leave
should be treated as revenue receipts under the Public Works
Major head concerned. Recoveries of pensiondry contribu-
tions should in the case of Civil Works be credited to * XLI1V.—
Receipts in aid of Superannuation”, while such recoveries in
the case of the [rrigation Department should be cradited to the
Irrigation Major heads concerned. as receipts or recoveries of
expenditure according as they relate to Revenue or Capital
Major heads. [n cases, howaver, in which the rates for leave
and pension contributions are combined, the recoveries in the
case of Civil Works shonld be taken to “ XLIV.—Reczipts
in aid of Superannuation *, while such recoveries in the Trri-
gation Dzpartment should be credited to the Trrigation Major
heads concerned as revenue receipts or recoveries of expenditure
according as they relate to Revenue or Capital M2jor heads.

70. Recoveries of outlay on water-courses, other than those treated
as Takavi works, which are made by a general levy whether for a specified
or indefinite period should be treated as follows :(—

(@) When the actual recoveries are to be set off againsi the outlay—

as receipts on capital account of the project, if the levy takes
the form of a jump sum recovery of cost in one or more
Years.

(5) When the actual recoveries are not to be set off against the

outlay—as revenue receipts of the project, if the levy takes
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form of an enhancenment of revenue, the exact
ification being determined by the form in which the
recoveries are made.

NOTE.- -Recoveiies of outlay on waler-courscs, whe
sct off ageinst the outlay, may ot the discreti n of Goverinment
of expenditure under the sub-head “Water-couises™s

71. The recoveries of expenditure which are finally creditable as
revenie receipis should be recorded under ihe miner head ** Recoverics
of expenditure " of the major head XVIL XVIT or XXXIX as the case
may he: while those which are adjustable in red uction of expenditure under
the Capital major head should appsar under the mirnor head “ Receipts
and Recoveries on Capiial account ™ of the czpital mejor head concernec.

NoTE.~ -Reccipts on account of sale prceceds of lond, bui'ding, spccial tools and
plant or other assets purchascd or constructed @t the cost of a special project may
at the dircrctivn f Government be tohen in roduction of expenditure under the
appropriate sub-head su bordinate to the capital major head concerned.

72. Recoveries on account of the cest of audit and accounts.—These
recoveries when they are made in conneclion with works done for Railways,
Dzfence, Posts and Telegraphs and other Departments of the Central Go-
vernment should be treated as reducticn of exnenditre under 26—Audit.
In all other cas2:. such recoveries should be adjusted as receipts under the
minor head * Fzes for Government Audit ™ suvordinate to the major head

“ XL.V1.-— Miscelluncous™. :

re such recoveries have to be
be tuken in reduction

L Dergsys.
73. The following transactions sheuld be clawifed under the head
»Pyblic Works Deposits ”’.:—
(a) cash deposits of subordinates as security ;
(b) cash deposits of contractors as security;
- (¢) deposits for work (other than Takavi Werk) to be done;
(d) sums due to contractoss on closcd accounts; and

(¢) miscelfaneous deposits.

i works should be classified under the head “P.--

NoTte. | —Deposits for Taka
...Advanccs of the public Works Departmen gy

Deposits and Advances...........
vide Article 34,

Note 2.—Th2 head “Miscellaneous Dzposits” should also accommodate, until
clearance, all items of receipt, the elassification of which cannat be detzrmined at once,
or which represent errors in accounting awaiting adjustment,

74. Percentage <léductions for sccurity depusit made from contrac-
tors’ bills should be credited to the head * Public Works Deposits—Cash

deposits of contractors ™.

NoTe.—As an exception to this rule, when the security is exacted by withholdin
from payment the required percentage of athe valuc of work actuslly measured a
sassed the amount so withheld may appear in the suspence account s*Contractors—Other

ransactions” of the work concerned.

v-1u-19
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M.—MISCELLANEOUS TRANSACTIONS.

_75. The expense attendant upon the necessary examination of the
soil for the foundation of works ordered by competent authority should
be treated as outlay on works and not as a contingent charge.

76. Municipal or other rates and taxes on public buildings, residen-
tial or non-residantial, when debitable to the Public Works Department
vide Article 40 of Volume I, should be treated as expenditure on repairs
and debited to the maintenance estimates of the buildings concerned.

_ 77. Every payment made to a member of the work-charged establish-
ment, whether on account of his wages or in recoupment of actual travel-
ling exp=nses, should bs debited to the work on which he is employed. See

Article 40 also.

78. The following transactions recorded in the initial cash and stock
accounts, which are counterbalanced either at once or after an interval
by a similar transaction of the reverse character, should be classified as
indicated bzlow, care being taken to see that all such transactions are can-

celled by each other in due course.

(i) Cash from Treasury—A cheque drawn to replenish the cash
chest should be debited to this head in the Cash Book, and
per contra the amount of the cheque should be entered at once,
as cash reccived, under the same head, a cheque drawn in
favour of self being cash cven though not cashed at once.

(ii) Transfers within Division.—Remittances of cash and stock by
one accounting officer of the division to another, should be
debited or credited to this head when the remittance 1s actually

made or received.

— e —
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CHAPTER HIL.—ACCOUNTS TO BE KEPT IN PUBLIC WORKS
OFFICES.

SECTION 1.—CASH AC COUNTS.
A.—GENERAL

79.—The directions in this section shall apply to cash transactions
other than those relating to cash obtained on bils presenicd at treasuries.
The paymsnts on such bills will be brought to account by the Accountant
;}&nc‘ral himself from the data furnished to him dircct by treasury
cers.

B.—CAsH BOOK

I.—Upkecp

80. An account of their cash transactions shouid be maintained in
the Cash Book, From P. W. A. 1, by all Government servants authorised,
as a regular arrangemznt, to reccive money on bchalf of Government,
as well as by those entrusted with disbursements out of cash received
by them ia transfer from the divisional cash chest or obtained by cheques
drawn on the treasury.

NoTe.—As an exception to this rule Govcrnment may aulhorise Divisional
Officers not to pass through the Cash Bock carnest meney received from, and
returnsd to, contractors cn the same day the tenders are opened, provided that
the ccntractcrs, concerned are required to give a stumped receipt for the money
in the Register of Tenders maintained in the divisional office and that the Register is to
that extent treated as a subsidiary cash baok and consequently as an accounts form.

81. The Cash Book should be trcated as one of the most important
accounts records of the departm:nt : the detailed insiructions given in
the notcs on Furm P. W. A, 1, should be observed strictly in practice by
all concerned.

1.—Bulancing

82 The Cash Book should be balanced on the date prescribed for
closing the cash accounts of the month, but when the transactions are
numerous, a weekly or daily balance is recommended, and itis advisable
that the cash be counted whenever a balance is struck or at convenient
intervals, as this dffords an independent check on the accuracy of the post-
ings. The results of such intermediate counting may be recorded in the
form of a note (specifying the actual cash and also the outstanding balances
of imprests and temporary advances) in the body of the Cash Book (column
8) so_as not to interfere with the up-to-date totals; the actual balance of
cash in the chest sl}ou[d be stated invariably in the note both in words and
figures. The details of the actual cash found at the monthly counting
should be recorded in Form P. W. A. 2 and a certificate of the reconci-
liation of the book balance with the actual ose, recorded below the closing
entries of the month, k
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83. Whenever, on the contents of thc cash chest being counted, the
balance as per Cash Book is found to bs incorrect, it should, unless the
error can b: dztected and set right at once, be rectified forthwith by making
the nacessary receipt or payment entry * To cash found surplus in chest’
under Public Works Deposits or By cash found deficit in chest ™’ under
Miscellaneous P. W. Advances, as the casc may be.

[1I. —Rectification of Errors.

84. An entry once made in the Cash Book should in no circumstances
bz erased. If a mistake has bzen made and it is discovered before the
copy of the Cash Book has bzen submitted to the divisional office, the
mistake should bz corrected by drawing the pen through the incorrect
entry and inserting the correct one in red ink between thc lines. The
disbirsing offizers 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 necsssary correction should bz sent at once
to the divisional office accompanied by a proposed transfer entry, if neces=
sary. Except as indicated above, no correction of an entry once made in
his Cash Book should be made by a Sub-divisional Officer unless authorised
by the divisional office to do so. ;

85. The sam: principles should be observed in correcting errors
noticed in the divisional Cash Book. If the accounts of the month have
been closed, no corrections of errors in amount, classification, or name
of work. should bz made in that book, but a transfer entry should be pre-
pared for the necsssary correction, a suitable remark in red ink (quotin
reference to the correction in accounts) being recorded against the origina
erroneous entry in the Cash Book.

C.—IMPREST ACCOUNT.

86. An account of imprest cash should be kept in duplicate by the
imprest holder in Form P. W. A. 3, “ Imprest Cash Account”, in ac-
cordance with the directions given in that form. The counterfoil should
be retained by the imprest holder and the original suppu. /"4 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
imprest or to close the account altogether. The account should, in any
case. be rendered to the officer from whom the imprest is held, in time to
enable him to examine and incorporate the account in his Cash Book (vide
notes on Forms P. W. A. 1 and P. W. A. 2) before it is closed for the month

on the date fixed for the purpose.

87. If any item in an imprest account appears to the recouping officer
to be opan to objection, that item may be entered in his Cash Book as ““ item
awaiting adjustment in the Imprest account of............ * under ** Mis-
cellaneous P. W. Advances” to be watched under that head until either
the objection is removed or the amount is made good by the imprest holder.
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D.—TEMPORARY ADVANCE ACCOUNT.

88. When a disbursing officer makes a remittance to a subordinate
officer to enable him to make a number of specific petty payments on a
muster roll or other voucher which has already been passed for payment,
the amount remitted should be treated as a Temporary Advance and ac-
counted for in Form P. W. A. 3 in the same way as an imprest. The account
of a Temporary Advance should be closed as soon as possible.

NoTe.—This rule shall supply also to cash taken out of the chest by the disbursing
officer himse!lf to make payments at a distance.

E.—SETTLEMENT OF ACCOUNTS WITH TRFASLRIIS.

89. As soon after the expiry of the month as possible, the divisional
office should effect a monthly settlement with all treasuries in respect of
the transactions of the entire division in accordance with such procedure
as may be prescribed in the Treasury or Financial Rules of Government.

90. As sub-divisional cash books are closed on various dates before
the last date of the calendar month (vide Article 195), and the accounts
of sub-treasuries are similarly treated, transactions recorded in the cash
books of the Public Works Department for a month may be reported
sometimes by the treasury in an earlier or 2 subsequent month. This distur-
bing factor should be borne in mind. Differences which are neither due
to this cause, nor represent amounts of uncashed cheques, should be set-
tled expeditiously in consultation with the Treasury Officer concerned.
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SECTION 2—STORES ACCOUNTS.

A.—GENERAL.

01. The four classes into which the Public Works Stores are
classified vide Article 37, should be divided into two distinct categeries 2s
shown below —

(1) Stores debited to final heads—
(i) Tools and Plant.
(ii) Road metal.
(iii) Materials debited to works.

(2) Stores debited to Suspense—
(iv) Stock.

92. Save as provided in this volume the initial records of the stores
which fall under category (1) will be kept in such forms and such manner
as may be prescribed by Government with the object of controlling their
balances until the stores are disposed of finally either by ccnsumpticn
on works or otherwise. The accounts of the stores mentioned in category
(2) should be kept in accordance with the directions in Articles 94 to 103.

93. TIn all cases, the initial record of the detailed count or measure-
ment of all materials received, the cost of which has to be paid for or ad-
justed by book transfer in the accounts of the division, should be kept in
the Measurement Book prescribed in Article 125,

B.—=STock.
1.—General.

94. Unless Government directs otherwise, the records and returns
of all stores kept or rendered by sub-divisions should take account of
quantities only, the valuc accounts being maintained in the divisional office.

95. The stock account should be divided into the following sub-
heads : (1) Small Stores, (2) Building Materials, (3) Timber, (4) Metals, (5)
Fuel, (6) Painters’ Stores, (7) House Fittings, (8) Miscellaneous Stores,
(9) Land, Kilns, etc., (10) Manufacture and (11) Storage. Numbers (1)
to (8) may be replaced locally by other suitable heads, if necessary.

11.—Initial Accounts.

96. All transactions of receipts and issues—in quantities only—
should be recorded by each officer authorised to receive and issue stock
on behalf of Government in “ Registers of Stock Receipts/Issues ™', Form
P. W. A. 4. in the order in which and as soon as they occur.

NoTe 1—Thase registers reelnot be kept in cases where a detailed account of
any particular kind of stores is maintained in the form of card or leaf ledgers
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provided that suitable arrangements arc made for the completicn of the Abstracts of
Stock Receipts and Stock Issues (Article 97).
NoTE 2.—Where this course is authorised by Government the issues cf pelly stores

by a se_clional officer direct to works under his cupervisicn may ke shown in the acccunis
collectively once a month when the accounts of the month are closed.

97. The receipt and issue transactions of the entire sub-divisicn, as
entered in Form P. W. A. 4, should be abstracted monthly by the sub-
divisional office in a single ** Abstract of Steck Receipts » (Form P. W. A.
5)and in a single ** Abstract of Stock Issues » (Form P. W.A. 6), in accor-
dance with the instructions printed on these forms. No entries need be
made in the sub-divisional office in any of the money columns in either part
of the form, as these will be filled up in the divisional cffice, vide Article 4.

98. These abstracts should be completed in the divisional cffice in
respect of (1) the values of quantities shown as reccived ard isseed (2)
the calculation of the storage charges on the issues and (3) cash or ad-
justment charges on account of manufacture operations, storage @n
incidental charges, such as those for carriage, the loading and unloading
of stock materials. The cash and transfer entry debits and credits to
stock should be agreed with the transactions pertaining to Stock brought
to account in the Cash Book and the Transfer Entry Book, vide Article
207. Carriage and other incidental charges should be debited to stock
oaly when they are incurred in connection with the general stock require-
ments. These charg?s should be adjusted agrinst the particular sub-
head under which the item is classified or the sub-head °‘Storage ™ Rek
the stock account according as the charges have been incurred before ot
after the acquisition axd delivery of the stores at the godown.

99, The general account of receipts, issues and balances of the sus-
pense head Stock ” for the entire division should be kept in the Suspense
Register prescribed in Article 164.

* 1[1,—Subsidiary Accounts.

100. Sub-divisional and divisional offices will keep subsidiary Registers
of Stock in such form as the Government may determine in consultation
with the Accountant General, the objects being to effect a pericdical re-
conciliation, after verification, of the quantity accounts with the general
accounts (vide Article 99) and to revise the Issue and Storage rates fixed by
competent authority. :

.

1V.—R=ctification of Errors.

101. (a) Any errors that may be discovered in the Registers cf Receipis
and Issues or in the Monthly Abstracts, before the accounts fer the menth
are closed, should be set right by the Sub-divisional Offcer. Such correc-
tions should-be made neatly by scoring out the incorrect figures or cther
entrigs and writing the correct ones above them and they sheuld be at-
tested by dated initials. Mistakes noticed subsequently should not be
corrected except in accordance with a formal transfer entry or under ins-
tructions received from the divisional office.
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(&) Clerical errors in value accounts should be dealt with generally in
accordance with the directions in Article 84. Corrections of errors dis-
covered after the accounts of the month are closed, should be made, when
permissible, (i) by entries of value (without quantities) in the Stcck ac-
counts of the current month when no change is to be made in the kead of
account affected, and (ii) by transfer entries in other cases.

102. Other corrections which may be necessary as the result of stock-
taking or periodical revision of rates or declaration of stores as unserviceable,
should be effected in the following manner :—

(a) 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 P. W. A. §
and P. W. A. 6. These entries must be made as soon as differen-
ces 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.

() The net surplus or deficit resulting from the periodical revisicn of
rates should be adjusted by making suitatle value entries, without
any correction in quantities, in the Abstracts of Receipts and
Issues, Form P. W. A. 5 or P. W. A. 6, as the case may be, the
values being classified in accordance with the principles enun-
ciated below.

(¢) (1) The value of stores found surplus should be credited zt once
as a revenue receipt or a receipt on capital account, as
the case may be. .

(2) The value of a deficit should, however, not be debited to
final heads, but kept under * Miscellaneous P. W.Advances”
pending recovery or adjustment under orders of competent
authority. When the loss is declared to be irrecoverable
and its write-off ordered, a transfer entry should be prepared
to clear the head * Miscellaneous P. W. Advances” by debit
to (i) the works for which the stores were collected specially,
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 consideration of the
objects for which the stores were stocked.

103. No correction should be made in the accounfs in respect cf
stores declared to be in excess of requirements. Such stores should
continue to be borne on the Stock account until transferred elsewhere or
otherwise disposed of in the ordinary course.

C.—SPECIAL ToOLS AND PLANT.

104. If the cost or depreciated value of any Special Tcols ard Plant
obtained for, or used on, a project is required to be distributed over
different units of the project, the forms of subsidiary accounts to be kept
to facilitate that distribution may be settled by Government after consulta-
tion with the Accountant General,
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SECTION 3—TRANSFER ENTRIES.
A —(GENERAL.

105. (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, should be made:—

(a) in order to correct an ecror of classification in the original
accounts;

(b) in order to adjust, by debit or credit to the proper head of account
(or work), an item outstanding in a suspense account or under
a debit head;

(¢) in order to bring to account certain classes cf transacticns
which do not pass through the cash or stock account, e.g.—

(i) for credit to “Purchuses™ or “Lendon Stores”” as the case
may be, on account of materials received for wcrks from
sources other than stock, vide Articles 127 and 128;

(ii) for credit to “Public Works Deposits™ on acccunt of balances
due to contractors on closed accounts, vide Article 138;

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

(iv) for original debits or ciedits to Remittance heads based on
transactions not appear:ng in cash or stock accounts; e.g.,
transfer of Tools and P:ant to another division, department
or Government when the value is recoverable from them;

(v) for credit to the heads concerned of the several percentages
leviable: under the rules, e.g., those on accotht of super-
vision (when not rccov:red in cash) establishment, tools
and plant and worksho > charges, vide Article 177;

(d) in order to respond to a remittance transaction advised by the
A-countant General or dirzct by the division or department
concerned, if the corresponding debit or credit to the remittance
head has not appeared already in the accounts;

(e) in order to relieve the account of a work in progress of —

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

(ii) suspcnse charges which can no longer be kept within the
accounts of the works (vide Article 136): such transfer
entries are necessary cither when the accounts of any con-
tractor or of the work itself are to be closed, or when any
recoveries to be made (otherwise than in cash) have become
due, e.g., by the transfer of stores to any other work or

account.
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(2) Sometimes it may be more convenient to classify items pertaining
to several 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 scveral parties are interested is undertaken, the indi-
vidual transactions relating to it may be taken to the account of a single
party in the first instance, but before the accounts of a month are closed,
the necessary distribution over all the accounts should be effected by trans-

fer entry.

B.—TraNSFER ENTRY ORDERS.

106. For every transfer entry either a Transfer Entry Order sheuld
be prepared in Form P. W. A. 7 or an order recorded on another document,
e.g., Survey Report, and Final Bill of a contractor’s closed account placed
under *“Public Works Deposits™, which sets forth all the necessary parti-
culars; see Article 212,

Note 1.—In cases in which submission to the Accountant General of the Transfer
Entry-Order with the Monthly Account, vide Atticle 232, is not rcquired, the neccssary
order, if not initiated by a Sub-divisional Officer, may be significd by the Divisicnal Cffi-
cer’s initials against the entry in the Transfer Entry Bock (Article 110).

NotE 2.—A single transfer entry may cover 2 number of adjustments and corrections,
provided that all the necessary paiticulars are set forth in respect of each.

107. A Transfer Eantry Order may be initiated by the Sub-divisional
Officer, and should be so initiated by him in all cases falling within clauses
(@), (), (c) and (e) of Article 105 (1) which come within hts cognizance.

108. 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
respzct of transactions falling under clauses (@), (b) and (c) of Article 105
(1), propased by Sub-divisional Officers, are countersigned by himself in
token of acceptance.

Note.—Transfer entries should receive the special attenticn of Divisicnal Cfficers
so that habitual errors and misclassifications in the accounts of subordinate cfficers may

not remeain unnoticed.

109. All Transfer Entry Orders should set forth such explaration of
the correction or adjustment proposed as establishes clearly the correctness
and necessity of the entry.

Note.—In cases of corrections involving a reducticn in the charges against the
estimate of a work, not only should full particulars of the vouchers and accounts in which

the erroneous charges originally appeared be specified, but also the circumstances in

which the charges were allocated wrongly under the estimate for the work should ke set
forth clearly. It is not sufficient to state that the charges were ¢lassified errcneously in

the first instance.

C.—TransFER ENTRY BOOK.

110. All Transfer entries which have been approved for action
should be registered in the Transfer Entry Book, Form P. W. A. 8,
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maintained in the divisional office. Entries should be grouped separaltely
for each month in the accounts of which they are to be incorporated.
Before the book is closed monthly the divisional officc should sce that
no adjustments which are required to be made under apy rule or order
are omitted. -

111. Though no transfer should be made from one sub-head to
another in the accounts of a work except on the authority of @ formal
Transfer Entry Order approved by the Divisional Officer, thc order
should not bz entered in the Transfer Entry Book but filed with the
Works Abstract for the moaath in which the transfer is effected.



34
112-116] ACCOUNTS TO BE KEPT IN PUBLIC WORKS OFFICES. [CHap. III

SECTION 4. —REVENUE RECEIPTS
A.—GENERAL.

112. Except in the following cases, revenue should not be credited to
the head concerned until it is realised :—

(a) supzrvision charges on sales of stock on credit.

(5) sale proceeds of such articles of tools and plant as are creditable
under the rules of Government to the minor head ** Recoveries of expendi-
ture ’ by debit to Miscellaneous P. W. Advances.

B.—REGISTERS OF REVENUE.

113. Save as provided in Article 116 all revenue receipts of the division
should bz classified and abstracted in a Register of Revenue, Form P. W.
A. 9, miintained in the divisional office. The receipts relating to each
Irrigation, Navigation, Embankment or Drainage project for which a
separate capital aczount is kept, should be registered separately, and all
th= othsr receipts partaining to a major head should be booked collectively.
Ia Gvzrnor’s Peoviness, the receipts relating to transactions of the Central
Government should be recorded in a separate register.

_Nore 1.—Revenue receipts pertaining to (a) Military Enginecr Scivices, () Feyal
Pakistan Air Force, (c) Railway Works, (d) Posts and Telegraphs Deparirent weiks erd
(e) Archaeological works of the Central Government referred to in Artic'e 215, shevld be

in separate registers.
. .Note 2.—Revenue receipts from Irrigation, Navigation, elc., works realised in the
Civil Department and paid direct into treasuries under the rules of Government will be

brought to account to the credit of the revenue heads concerncd dircct on the books of
the Accountant General without being passed on to the Divisional Officer for adjustmrent,

114. In this register a column should be opened for each minor head
of revenue (and detailed heads subordinate to it, as required) other than
* Deduct—Refunds " for which a single deduction is made from the total
revenue of the month. The details of the amounts which make up the
fi to be deducted should be recorded in a separate Register of Refunds
of Revenue, which may also be in the same form as that of the Register of

Revenue.

115. All receipts falling under the minor head ““Receipts and
Recoveries on Capital Account ” should be abstracted also in the same
form as that of the Register of Revenue, separately for each major head
of expenditure, a separate account being kept for each project the expendi-
ture on which is booked separately. Receipts falling under the minor
head ** Recoveries of expenditure *” should appear in the Register of Re-
venue for the major head concerned under three distinct detailed heads,
namely (1) Establishment recoveries, (2) Tools and Plant recoveries and (3)
Other recoveries.

116. If in respect of rent receipts of the buildings, lands and special
gervices, subsidiary accounts are keptin a separate Register of Rents
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prescribed by Government, entries should not be made in detail in any
of the registers mentioned in Articles 113 to 115. The monthly totals
only (excluding the amounts realised by Treasury Officers under the
same accounts circle) for each class of the rents for which separate de-
tailed heads have been opened under the minor head *“ Rents ” should be

transferred from the Register of Rents to those Registers.

Note.—The amounts realised by deduction from pay bills cashed at treasurics
subordinate to the same Accountant General as the Divisicnal Cffcer will Fe credited
by the Accountant General direct in his books to the revenue heads ccncerned.
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—_—

SECTION 5.—WORKS ACCOUNTS.
A —GENERAL,

117. (a) Expenditure on the construction or main enance of a work
may be divided broadly into two main classes, vig., (1) Cash and (2) Steck
charges. As explained in Sections 1 and 2 of this Chapter, these charges
should be recorded in the cash and stock accounts respectively.

(5) 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 cr Gevern-
ments, materials received from them or services rendered by them, or there
may bz cash receipts such as are taken in reduction of expenditure in ac-
cordance with the directions in Articles 65 to 72.

(c¢) Furthermore, in the case of certain works, there are departmental
charges, known as Establishment, Tools and Plant and Audit and Accounts
Charges, which are levied on those works under the rules of Government
and included in the cost of those works.

(d) All these transactions pass into the general accounts of the division
in the manner described in Chapter IV and are thence incorporated in the
accounts of the province. As, however, the units of classification adopted
in the general accounts in respect of expenditure are the heads of account
not designed to correspond with individual estimates for works, or contract
accounts, separate accounts have to be maintained in subsdivisional and
divisional offices for recording (1) the cost of individual works and (2) the
transactions of individual contragtors. These are known as Works
Accounts.

118. In recording the cost of an individual work in the accounts no
attempt should be made to include in the cost any charges for general
secvices like Establishment and Tools and Plant, the entire cost of
which should be adjusted in the general accounts under the prescribed
heads of classification. But, if any service connected with the working
estimate for a work is rendered by another division, department or Go-
vernment and the claim made by it includes an authorised charge on ac-
count of such general services, such charge should be 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.—The cost of special establishment employed on the acquisition of land taken
up for a work when debitable to the Public Works Department should’ be treated
as a part of works expenditure.

119. All initial accounts and vouchers connected with charges
relating to works must specify invariably :—

(1) the full name of the work as given in the estimate,

(2) the name of the component part (or * sub-head”) of it, if
separate accounts are kept up for the several component
parts, and
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(3) any charges which are of the nature of rccoverable payments
and the names of the contractors or others from whom
recoverable.

B.—DEeTAILED RECORDS.
1.—Cash Charges.
(a) Introductory.

120. Cash charges on works consist of payments {0 (1) labourers and
members of work-charged establishment of their wages, and (2) contractors
and others for work done or other services rendered.

(b) Muster Rolls.

121. Save as provided below an account of labourers employed daily
on each work, the amount of wages due to each and the amount paid
and left undisbursed during the month, should be kept in a Muster Roll
in such form and according to such methods as may be prescribed by
Government in consultation with the Accountant General.

122. A Mauster Roll need not be kept in exceptional and urgent
cases, such as urgent silt clearance of canals or the closing of breaches,
where labourers are employed casually for short periods. Nor need they
be kept in the case of petty works and repairs done on Petty Works Requi-
sition when the entries of daily labour are few and can be endorsed on the
form of requisition itself.

(¢) Measurement Books.

123. A detailed account of actual measurement in quantities of work
done otherwise than by daily labour or on lump sum contracts, and all
supplies, should be kept in 2 Measurement Book in such form and in ac-
cordance with such methods as may be prescribed by Government after
consultation with the Accountant General.

124. Measurement Books may not be used in cases where, under the
rules of Government, standard measurement books of buildings are

maintained in order to facilitate the preparation of estimates for perio-

dicat repairs and are utilized for the purpose of preparing contractors’ bills
for such repairs.

(d) Bills and Vouchers.

125. (a) All payments fo members of work-charged establishment
and to contractors and suppliers will be detailed in bills and vouchers
drawn up on such forms and according to such methods as the Government
may prescribe in consultation with the Accountant General.

(b) An account of items remaining uopaid on the passed bill of
members of work-charged establishment, on the day fixed for clesing
- the accounts of the manth. showld be kept in a suitable registor of items
remaining unpaid,
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(c) A separate running account should he maintained in respect of
each contract. Transactions relating 1o two or more working estimates
should not be brought on to the same running account. Transactions
relating to two or more separate parts of the same working estimate for
which separate works abstracts are prepared, vide Article 134, sheuld
also appear in separate running accounts.

Notr.—In exceplional cases where more than one working estimate is covered by
a single contract, the contract agreement need not be split up but the estimates may be
consolidated to facilitate the maintenance of Proper accounts in respect of that ccntract,
If this procedure cannot be observed, some special accounts procedure may be devised
on the merits of each case by the Accountant General concerned. No censolicaticn of
estimates or special accounts procedure is meccssary where scparate estimatcs covered
by the single contract relate 1o different accounts heads or where 'separate estimates
whether relating to different accounts heads or not are covercd by a single rurning 1ate
contract as in the case of the painting of roads, etc., and where separate agrecmenis
are drawn on the basis of such rate contracts with other dctails varied 10 suit the
requirements of each job.

[L.—Charges on Account of Materials.

(a) Introductory.

126. Tssues of materials to works, whether from stock or by purchase,
transfer or manufacture, shall be divided into two classes.

(1) Issues to Contractors.—Issues of materials to contractors with
whom agreements in ‘respect of completed items of works, i.e.,
for both labour and materials, have been executed.

(2) Issues Direct to Works.—Issues of materials when waork is
uone departmentally or by contractors whose agreements
are for labour only. >

(4) Issues to Contractors.

127. On the authority of the contractor’s detailed acknowledgment
of materials made over to him for use on works under the rules of
Government, the cost recoverable from him should be debited at once
to his personal account by charge to the suspense head ** Contractors—
Other transactions ** (vide Article 136) in the accounts of the work
concerned, the adjustment being made at such rates as may be determined
by Government. ~This adjustment should be effected by affording credit
to the head concerned, as indicated below -

Source of receipt of materials. Head of Account to be credited.
(1) Stock (including manufacture) .. | Stock.
(2) Transfer from another work .. .. | Work concerned,
(3) Transfer from another division,

department or Government .. | Purchases,

(4) Suppliers .. i & .. | Purchases,
(5) Obtained through the High Commis-

sioner for Pakistan, London .. | London Stores.
(6) Charges in Puakistan on (5) .. -- | Head concerned.

-



39

CHap. III  ACCOUNTS TO BE KEPT IN PUBLIC WORKS OFFICES. (128-129

If the amount thus credited differs from the charge made to the
contractor’s account, the excess of the former over the latter, should be
treated as additional final outlay (plus or minusas the case may be) onthe
work, and a separate sub-head, entitled ** Additional Charges for Materials
issued to Contractors *’, opened for the purpose in_the accounts of works
of which accounts are kept by sub-heads, vide Article 135.

NoTe 1.—The object of these rules is to ensure that the full amcunt rccoverable
from the contractor is debited to his account as soon as the materials are Celivered, o
that (1) he may not receive payment, at full rates. for the ccmpleted itarrs ¢f weirk bcfce
the value of the Government matcrials used by him therein, has been charged to his ac-
count, or (2) his final bill for the work done may not be settled befcre the full value of
materials recoverable from him has been debited to his account.

Note 2.—Issues from Stock (including Manufacture) should be acccunted for
through the Stock returns, For other issues, a transfer entsy shculd be prepared by
the Sub-divisional Officer in Form P, W. A. 7 as soon as each transacticn takes place.

NoTte 3.—The provisions of this Article shall not apply to tcols and plant which are
borne on the Tools and Plant lists of the division and are, under the rules of Gavernment,
lent temporarily to contractors for use on Government works.

(c) Issues Direct to Works.

128. (a) In all cases materials issued direct to a work should, as soon
as received, be brought to account as indicated below :—

Source of receipt of Head of Account Mode of effecting adjust-
malterials. to be credited. ment of cost.

(1) Stock (including Manufacture) | Stock .. .. | Through Stock accounts at the
end of the month.

(2) Transfer from another work ..| Work concerned By Special transfer entry in
Form P. W.A.7 prepared as
soon as the materials are.

: received.

(3) Transfer from another division, Purchases - Ditto.

department or Goversment.

(4) Suppliers .. s o Ditto Ditto.

(5) Obtained through the High London Stores .. Ditto.

Commissioner for Pakistan,
London .. s Lie

(6) Charges in Pakistanon (5) .. Head concerned.. | Through cash account or treps-

fer entry, as the case may be.

The full value credited to the head concerned sheuld be debited to the werk
(Article 129).

(b) In the case of materials received direct from suppliers full details
of the articles received should at the same time be entered ina measurement
book, with the full name of the work as entered in the estimate, vide
Article 119.

129. (a) When materials are issued direct to a work their cost should
either be treated as a final charge or debited to the suspense head
«Materials ” in the accounts of the work, as prescribed in Article 136.
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(b) When the suspense head ‘‘Materials™is used, a detailed 2ccount
of materials issued to, or returned from, the work will be kept in such form
as Government may prescribe in consultation with the Accountant General
in order that the total issucs of each kind of materials may be watched
with reference to the estimated requircments,

(¢) Government will also lay down rules for the pericdiczl verifca-
tion of unused balances of materials debited to wciks and fcr the
disposal of the Verification Reports.

130. If any surplus materials at site of works are transferred to works
in progress or brought on to stock account, their value shculd be
credited to the work to which they were issued originally and debited
to the work to which they are transferred or to the stock account, as the
casc may bec. .

(d) Carriage and Incidental Charges.

131. (a) The cost of carriage of stock matcrials to site of work, and
of all carriage charges in connection with the movement, from place to
place, of other materials issued to or provided specially for a  work
should bz debited direct to the account of the work, the exact classification
of charge bcingas indicated below:—

Nature of issuc of materials. Head to be df]l:::fo::_the account of
I. Issues to Contractors  allowed
under the terms of their con-
tracts. <
(«) To the promised place of | The sub-head ** Additional Charges for
delivery. Materials issued to Centractors™ or
**Final Charges”, according as the
accounts of the work are or are not
g kept by sub-heads.
(b) Pevond the place of ‘The personal account of the contractor under
delivery, il incuired., the suspense head ** Contractors—Other
Transactions ™.
II. Issues to Centractors  allowed Ditto. 5
otherwise than under the terms
of contracts.
III. 1ssucs Direct to Works .. | The sub-head to which the cost of the
materials is debited.

() When surplus materials are returned frcm a work fo steck, the
cost of carriage should be borne by the work but if they are transferred
to another work, the charge may be debited to either work as may be
equitable. &

(¢) Incidental charges connected with the movement of materials
issued to or provided specially for a work or returned from a work 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 should be stated
clearly in the payment vouchers.

I11.—Book Adjustments.

132. The detailed rules governing these adjustments are given in
Section 3 of this Chapter.
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C,—CoNSOLIDATED RECORDS.
1.—Works Absiracts.

(a) General.

133. An account of all the transactions relating to a work during a
month, whether in respect of cash, stcck or other charges should be
prepared in Works Abstract Form P. W. A. 10 if the accounts of works
are required under the rules of Government to be kept by sub-heads,
or in Form P. W.A. 1l if thay are not required under those rules to
be so kept. In the case of petty works the accounts of which do not
involve suspense transactions (e.g., advance payments, secured advances
or other transactions of contractors) and for which the estimate, account
and completion reports are prepared on a single form prescribed by
Government, no separate Works Abstract need be prepared.

Note.—Percentage charges on account of Establishment, Tools and Plant and
Account and Audit, levied on works expenditure, should not be shown in Works
Abstracts 7nd Registers of Works, though they are included cventually in the cost
of works, r/de Note 2 on Form P. W. A. 27.

134. Ordinarily, there should be one Works Abstract for each working
estimate. If, however, the estimate is for a large work which is divided
into several sub-works, a separate Works Abstract may be prepared for
each sub-work provided that no part of an estimate should be separated
from ths 3. if any contract for the execution of work .connected with
it covars alio vork coanested with the other parts.

(b) Sub-hecads.

135. Subject to the following directions and subject also to such
detailed rules as may be made by Government in this behalf, the
various sub-heads into which the final charges of a work should be
distributed will be determined by the classification sanctioned in the
abstract of the estimate,

(a) Miscellaneous charges of a general nature which do not pertain
to any sub-head in particular, should be treated as
separate sub-heads, e¢.g., work-charged establishment,
contingencies, etc.

(b) If any part of a work is pulled down and rebuilt to any serious
extent, the extra charges for construction should be debited
ordinarily to the sub-head concerned unless they are recovera-
ble from the contractor under the terms of his agreement. But
if the amount involved be so large as to affect seriously the
cost or rate of the sub-head, it should be debited to the sub-
head * Contingencies ” or, with the sanction of competent
authority, to a new sub-head additional to the original
sanctioned sub-heads of the estimate.

(c) If any receipts or rccoveries _arc credited under the rules to
-the account of a work of which accounts are kept by sub-
heads, a special sub-head should be opened in the Works
Abstract for the receiption of all such credits.
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(d) In the case of works carried out on lump sum contracts the
expenditure need not be booked by sub-heads if all the charges
represent nothing but payments on a lump sum contract.

136. 1In addition to the head ** Final charges ', or the final sub-heads
in the case of works of which accounts are kept by sub-heads, the following
suspense accounts should be opened in Works Abstracts to record transac-
tions of a temporary character which are either not adjusfable as final
outlay in the accounts of the works concerned or of which the correct classi-
fication cannot be determined immediately :—

(1) ** Materials "—for the record of the cest of materials issued
direct to work.

Note.—When provision is made in the abstract of cstimate separately for
** labour ™" and ** materials "’ under any sub-hcad, the acccunt ef the cost of all ma-
terials issued to the work from stock, or by purchase, manufacture or transfcr, sheuld
be kept under a single head, entitled ** Materials ™ the sancticned amount of which sheuld
be taken to be equivalent to the aggregate provision for ** materials” in the estimatc.
The *‘labour ™ divisions only will thus appear in the Works Abstract as scparate sub-
heads of final outlay. The charges booked under the suspense hcad * materials ™ shculd
be transferred to the final sub-heads of works by the divisional office at the time of clesing
the accounts of the works, vide Article 145.

(2) * Contractors—Advance Payments ” for the record of advance
payments and of their recoveries.

Nore.—In the case of lump sum contracts, pavments for mcasurcd vp additicns
and alterations, as well as for the work covered.-by the lun'p sum for which no derailed
measurements are nccessary, should be treated like advance payments and brought to
account in the works accounts under the suspense head ** Contractors ~Advance Pay-
ments'. If a percentage or any other portion of the value of woik decne is withheld as
security for the due fulfilment of the terms of the contract, the ner amount remainmg
after the deduction of the portion withheld, should be entered as the advance paymert,

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

(4) ** Contractors—Other] Transactions "—for the record of all
other debits or credits to contractors awaiting settlement.

Norte.—If 2 Running Account Bill or Muster Roll is only rartly paid, the total
antunt due thereon as value of work done or supplies made sheuld be brcught to acccunt
in the Works Absiract as final charges or as expenditure cn the sub-heeds ccnegined,
and the amount remaining unpaid should be shown as a minus entry in the appropriate
suspense column—"* Contractors—Qther Transactions™ er " Labourcss™

(5) ** Labourers "—for the record of unpaid wages of labourers
and of their subsequent payment.

NoTE.~See Note under item (4) above.

.

(¢) Record of Progress.

137. Entries of ** Progress ™" in the Works Abstract will be made ac-
cording to such instructions as the Government may lay down in this
connection.
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(d) Liabilities against the Work.

138. If a contractor delays receiving final payment for more than
one month after his final bill has been passed, the account of the 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 creditto the head “ Public Works
Deposits " to be dealt with thereafter under the rules of Government.
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 and if an
immediate recovery is not practicable, the balance should be removed
from the Works Abstract by debit to the head * Miscellancous P. W.

Advances .

139. If any wages of labourers remain unpaid after the completion
of awork. the accounts of the work may be kept open for a period of
one month, which may be extended to three months at the discretion
of the Divisional Officer. Thereafter the accounts of the work should be
clos24, the balance under the suspense head * Labourers” being left
unadjisted. [F unpaid wages of labourers are claimed and paid subsequent
to thz closing of the accounts of a work, the accounts of the work may be
re-opened at the discretion of the Divisional Officer.

(¢) Preparation, Completion and Disposal.

140. The Works Abstract should be prepared in the sub-divisional
office in the first instance. It should be posted day by day frem the
Cash Book and the connected bills of contractors and suppliers, cash
refunds and readjustment of final charges being posted as minus entries.
At the end of the month, stock and adjustment transactions should te
added and, in the detailed statements provided for the purpose,
quantities of work executed should be posted in accordance with the
instructions mantioned in Article 137 and the closing balances of
contractors’ accounts should bz detailed so that the correctness of the
up-to-date totals under the suspense heads (1) Contractors—Advance
Paymants, (2) Contractors—Secured Advances and (3) Contractors—
Othar Transactions should bz proved. The closing balances arrived at
unler th: suspanse head ¢ Labourers™ in each case, should be agreed
with thz conaezted record of unpaid wages and its correctness should oe
certified ovar the dated initials of the Sub-divisional Officer. The Works
Ab;tract should then bz forwarded in original to the divisional office, where
all nzc2332ry completing entries will bz made in respect of the direct charges
and adjustments made by the Divisional Officer.

Note 1.—The posting of stock and adjustment transactions may, il prefericd, be
done entirely in the divisional oflice.

NoTEe 2.—Postings made in the sub-divisicnal cffce sheuld ke in Plack irk ard all
postings and corrections made in the divisicnal cffice in rud ink.

Norte 3.—Office copies of Works Abstracts necd rot ke hert, #s the cripirals
are returned by the divisional office after completicn. Before the Works Absirects are
sent to the divisicnal office, the up-to-date totals should be entercd in zdverce in the
returns for the following mcnth and tlese sheuld be cosrecicd, if pecessay, careimn of
the Works Absiracts from the divisional office.

-7
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I1.—Register of Works.
(@) Form and preparation

141. A permanent and collective record of the experditure ircurred
on all works carried out during a ycar shculd be maintained in the
divisional office in Registers of Works, Forms P. W. A. 12and P. W. A.
13 (corresponding respectively to the two forms of Works Abstracts,
Forms P. W. A. 10 and P. W. A. 11) in accordance with the instruc-
tions printed on these forms. These registers should be posted monthly
from Works Abstracts. When Works Abstracts are prepared, under
Article 134, for the sub-works or parts of an estimate, the transactions
relating to each Works Abstract should be posted separately and an
abstract for the entire work should be prepared on a separate folio or set
of folios to compare the cost of the work and its sub-works with the
provision in the estimate.

Note.—The maintenance of a register, in Form P. W. A. 13, for petty works for
which the estimate, account and completion reports are prepared cn a sirgle form Fres-
cribed by Government (vide Article 133) is cpticral.

142, Before the date of submission of the monthly accounts to the
Accountant General, the posting of the Registers of Works should be
completed and the registers should then be laid before the Divisional
Officer for review. The monthly account of each work on which there
has been expenditure 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.

Note.—If the transactions of a division are very large, the Divisicnal Cffcer ray
allow an extra period of a few days for the completicn of the Kegisters ¢f Weikbs, Lut
the submission of the monthly accounts to the Accountant General and tke ccmrpleticn
of the Works Abstracts should not be delayed on this account.

(b) Closing of Accounts on Completion of Works.

143. 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. If there is necessarily any delay in closing the accounts, it
should be seen in particular that further charges are not incurred without
the parmission of the Divisional Officer.

144. Before the accounts of a work can be closed on its completion,
it shou!d be szen that any adjustments of cost necessary under the rules,
have been made in the accounts, that all liabilities not originally brought
to account have either been liquidated or since broughf to account.and
that the balances under the suspense accounts “‘ Contractors’’ and
** Labourers ** have been cleared, vide Articles 138 and 139. If the whole
or any part of the expenditure on the work is recoverable from another
,Government, department, local body or individual, action should be taken
to effect or complete the necessary recovery before the accounts of the
work are closed.

145. (a) The suspense account ‘‘ Materials '’ should be cleared and
the total cost of materials should be distributed over the final sub-heads
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or other accounts concerned in accordance with such rules as the Govern-
ment may lay down for the purpose.

(b) The sub-head « Additional Charges for Materials issued to
Contractors ”* should receive the special attention of the Divisional
Officer who should, if necessary, investigate large closing balances under
this head before he permits the accounts of the 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 prefits or losses which are not clearly trace-
able to known differences between the rates chargeable to contractor and
the actual cost to Government, should not be accepted as correct without
closer examination.

146. The accounts of annual maintenance estimates should be closed
in the month fixed by Government concerned, as the last month of the
working year for the purpose. Ordinarily, it will be possible to complete
all the repair work and to settle the accounts of contractors and other
suspanse accounts, before the expiry of the working year. If, in any excep-
tional case, any work remains to be done and, it is proposed to carry it on
to completion, action shoyld be taken as described below.

(1) The expsnditure incurred in the next working year should be
treated as expenditure against the annual maintenance
estimate for that year.

(2) 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 the general suspense accounts “ Public

Works Deposits ' or * Miscellaneous P. W. Advances ", as the
case may be, which should be relieved in the following month
by re-transferring the balances to the suspense account con=
cerned in the accounts of the maintenance estimate for the next
working year. All unsettled liabilities and assets should then be
treated as those pertaining to the next working year’s estimate.

Note.—In the case of Takavi Works, ordinary maintcnance and repair works
should, however, be considered as completed on the 3ist Cctober of each year (or 8oy
other date that may be prescribed by Government 23 the last date of the Takavi year)
and expenditure thereon incurred subsequently should ke acccunted fer s pertaining 10
_a new work of the following year, s¢ that the transacticns and balances relating to each
Takavi year may be kept distinct 2nd separate.

147. When the work is completed and the acccunts of it have been
settled and written up as indicated in Articles 144 ard 145, a double red
ink line should be ruled below the final entries and a rote macde in red ink
« Work completed in.............. j 1+ R »_ This note should be
signed by the Divisional Officer in token of his satisfying himself that all
action has been taken under those Articles. Tt will be the authority for
treating the accounts of the work as closed, and a work should not be re-
ported as completed in the divisional accounts unless this authority has
been placed on record.

148. If the total expendituore on the work is in excess of the sanctioned
estimate and the excess is passed by the Divisional Officer under his powers,
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the words ** Excess passed by me '’ should be added to the completion note
recorded undsr Article 147. If, however, the excess is such that the Di-
visional O.Jicer ca 1not pass it within his powers the completion note in the
Register of Works should be amplified thus :—

" Work completedin............ 19......Completion Report/State-
2at submitted with this office letter No.......... anted. ..., -

Nove.—The completion Report/Statement will be submitted to cumpeiml authority
in the form prescribed by Government.

(c) Correction of Errors after the Closing of Accounts.

149. Should an error or omission in the recorded experdilure of a
work come to light after its accounts have been closed, the accounts may
be reopened in order to rectify the error or omission unless the amount
involved is not more than ten rupees (or any other limit prescribed by
Government) in which case a note of the error or omission should be made
in the relevant documents concerned.

ITL.—Contractors’ Ledger.
(a) Form and Use.

150. The accounts relating to contracts shculd be kept in the
Contractors’ Ledger, Form P, W. A. 14, a separate folio or set of folios
being reserved for all the transactions with each contractor for whom a
persenal account is maintained, vide Article 151, '

151. Except in the following cases. a personal account should be
opened in the ledger for every contractor, whether or not a formal
contract has bzen executed :—

(a) if the work or supply entrusted to him is not important and no
payment is made to him except on a First and Final Bill on
completion of the work : if any materials are issued to the
contractor or any payments are made on his behalf, a ledger
account should be opened;

(b) if under the rules of Government, a consolidated monthly account
for ** on aczount™ payments to petty contractors employed on
the same work or section of a work is prepared in preference
to a separate bill for each payee, a single ledger head, * Petty
Contractors ”', should be opened for the running accounts
of all such contractors.

(b) Posting.

152. Except when a contractor’s account is to be closed and the
procedure prescribed in Article 138 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 mads only on the basis of
transactions recorded in the accoumts and the postings should be made
from the supporting cash, stock or adjustment vouchers; liabjlities pot
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yet liquidated should be excluded altogether. The value of materials issued
to a contractor should be debited to his account on the authority of his
acknowledgment, See Article 127

NoTe 1.—Seccurity deposits of contractors should not be included in their perscnal
accounts in the ledger, vide Article 74.

NoTe 2.—When a deduction made from a contracter’s bill for cne work is creditzble
to the account of another work, and such credit is in connecticn with his centract for the
latter work, two distinct sets of emrtries should be made in the ledger, cne fcr the rayment
made on account of the former work, and the other for the recovery creditable to tle
latter, as if that recovery had been made in cash.

Note 3.—If there are several contracts in connection with a work or account, the
transactions relating to each should be distinguished, preferably by quotation of the
aumber and date of the agreement or work order.

NoTte 4.—If a petty contractor’'s account has to be removed from the combined
ledger head ** Pett contracters’ account ” [vide Article 151 (b)] to a separatc per-
sonal account far him, the total value of work done up to date and the total payments u
1o date should be debited or credited respectively, to the * Petty contractors’ account ™’
and taken on to the personal account as credits and debits.

(c) Balancing and Reconciliation.

153, The ledger accounts should be closed and balapced monthly.
The closing balance of each personal account should be in such detail as
to show in respect of each separate work or account (Stock or Purchases),
the amount outstanding under each of the three suspense accounts, (1)
Advance Payments, (2) Secured Advances and (3) Other Transactions with
a quotation, in cach casc, of the last Running Account Bill and of all the
vouchers suppoarting unadjusted outstandings under ‘* Other Transactions ™,
not incorporated in the last Running Account Bill.

*Note.—The Petty Contractors’ Ledger account should also be closed and balarced
in the same way, the balances being recorded as pertaining whally to the suspense kead
1Other Transactions™.

154. Periodically, all the personal accounts in the ledger shculd be
examined and it should be seen (1) that balances do not remain outstanding
for a long time without justification and (2) that, in the case of running
accounts, bills are prepared at reasonable intervals.
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SECTION 6.—MANUFACTURE ACCOUNTS.
A.—GENERAL.

155, Wazn mauterials are munufactured departmentally, either for
the general requirements of works or for a particular work, a scparate
account, called a Manufacture Account, should be kept of the transactions
connected with each manufacture under a distinct sub-head ** Manufacture "
of the suspsnse head ** Stock ": vide Article 95.

Note.—The accounts of road metal digging are not trcated as manufacture

accounts, but the charges connectcd with land and quarries acquired fer such
operations should be dealt with in accordance with Article 33.

156. Save as provided in this section, the detailed accounts of the
expenditure on a particular manufacture process should be maintained
in the same way as the accounts of a work (vide Section 5) and, in
addition, an account should be kept cf the quantities and values of the
products of the manufacture. The two sections of the accounts are
knowa, respzctively, as the ** Operation ” and the “ Qutturn '’ accounts.

B.—OreraTioN ACCOUNTS.

157. To a manufacture account should be debited directly (1) tte
value of raw materials issued from stock or obtained otherwise, (2) tke
cost of the labour employed and (3) other incidental charges connected
with the operations. ) .

158. The following directions should apply to certain incidental
charges.

(a) Capital charges, such as the cost of land, kilns, special plant, etc.,
incurred in connection with a manufacture operation which
does not extend beyond a single season. should be debited
wholly to the account of the manufactfure.

(b) Capital'charges in connection with a manufacture operation
extending over more than one season should be debited, in the
first instanze} to a spzcial account under the sub-head
* Land, Kilns, etc. ’, of the stock account, vide Article 95. To
this account should also be debited the cost of repeirs and re-
newals of the kilns, etc. All these charges should be recovered
in suitable instalments by debit to the ** Operation ¥ accounts
of the several seasons, the number of instalmenfs and the
amount for each season being determined in each case under
the orders of competent authority.

Note.—When the land, kilns, plant, etc., acquired for departmental manufacture
opezrations are lecased to a contractor of the division or other person, the rent recovercd
should be credited Lo this special account and nnt to Revenue

(¢) If the manufacture is undertaken on behalf of other divisions,

departments or Governments, or local bodies or individuals,
a charge should be made on account of establishment and
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tools and plant, if leviable under the rules of Government, for
outlay on works undertaken on their behalf.

(d) Save as provided in clause (c) above no charge should be made
on account of general cstablishment and ordinary tools and

plant charges or on account of interest on the capital cost of
land, kilns, plant, etc., unless Government directs otherwise,

e

C.—OuUTTURN ACCOUNTS.

159. To a manufacture account should be credited the values of the
manufactured articles and of the surplus materials sold or otherwise
disposed of.

Norte 1.—The rates for valuing manu factured articles will be such as may be fixed by
competent authority.

Note 2.—If the rate, at which any article of cutiern manufactured for a rticular
work is valued, turns out to be different from the issue raic of a similar article already

in stock, the value of the two articles may be averaged for the purpose of stock accounts
unless Government decides otherwise, allowance being made necessarily for the different

quantities at the different values.

160. A detailed outturn account for each mouth should be prepared
in Form P. W. A. 15, Outturn Statement of Manufacture, and should
be attached to the Works Abstract for the operation. The account should
show, month by month, the quantities and values of each class of articles
manufactured and also the corresponding figures shown in the estimate

(if any).
D.—CONSOLIDATED ACCOUNTS.

161. The record of the monthly transactions connected with manu-
facture operations should be kept in the divisional office in a separate
Register of Manufacture, Form P. W. A. 16, instead of the ordinary forms
of the Registers of Works (vide Article 141).

E —CLOSING OF ACCOUNTS.

162. The accounts of manufacture operations should not remain open
indefinitely. If the operations are seasonal, the accounts of each season
should be kept separate and closed as soon as the operations are closed.
In cases in which operations are continuous, the accounts should be
closed periodically or at least once a ycar.

163. Before the accounts are closed, the difference between the
“ operation ” and_** outturn » should be adjusted under the orders of
competent authority. If the orders issued have the effect of enhancing
or lowering the value of the outturn already brought to account, the
adjustment should be made by a suitable entry (without any fresh
quantities) in the Outturn Statement, Form P. W. A. 15; in other cases,
the loss or gain, as the case may be, should be taken to the expenditure
or revenue head concerned by a regular transfer entry, which will affect -
the *‘ Operation’® account only. In all cases, the total * operation ”
and *“ outturn ”’ should equal each other when the Manufacture Account

is closed.
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SECTION 7.—ACCOUNTS OF DEFPOSITS AND
SUSPENSE TRANSACTIONS,

A —AccounTts oF HEADS OTHER THAN “LONDON STORES ” AND
“ WORKSHOP SUSPENSE ”

164. Subject to the provisions of Articles 165 and 166 below, a
detailed account of the transactions relating to the suspense heads
** Purchases ", ** Stock’’ and ** Miscellaneous P. W. Advances " should
be maintained in the divisional office in a Register called the Suspense
Register, Form P. W. A. 17, separate sets of folios being reserved for each’

. of the several classes of items under the heads concerned (vide Articles 48
and 54). The account of the debt head ‘‘ Public Works Deposits '* should
also be kept in the same form.

165. In respect of items relating to deposit works (including items
falling under the class “ Expenditure incurred on Deposit works in
excess of deposits received ') which are accounted for in detail in the
schedule of Deposit Works, (vide Article 219), a single entry for the
monthly transactions relating to all such works should be made both in
the Deposit and the Suspense (Miscellaneous P. W. Advances) Registers,
as the case may be.

166. As the detailed accounts for individual transactions relating to
Stock are kept in Forms P. W. A..4 to P. W. A. 6 prescribed in Section
2 of this Chapter, the monthly totals only in respect of each sub-head
of stock should be posted in the Suspense Register, the transactions of
the several sub-divisions being detailed as separate items and the totals
of all sub-divisions as another. Transfers within the division should be
accounted for against a single item ** Deduct—Transfers within Division >
before the total for the entire head ** Stock ™ is struck.

B.—AccouNTs oF SuspENSE Heap “ LONDON STORES”

167. The transactions under this head should be recorded in defail
in a monthly schedule Form P. W. A. 18.

C.—ACCOUNTS OF WORKSHOP SUSPENSE.

168. The detailed account of the transactions under this head will
be kept in & suitable form to be settled by Government in consultation
with the Accountant General so as to show the cost of each job or
operation und its adjustment from time to time.

169. The recorded expenditure on a job should be removed from the
suspense head only when, and to the extent that, an adjustment is
effected against the deposit received or against the service or other head
concerned; vide Article 176. This removal should be effected by a credit
to the accomnt of the job. But when any charges are transferred from
one job er operation to another, the transfer should be made by plus-and
minus debit entries.
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D.—UnNADJUSTED BALANCES.

170. In the accounts for March each year. the ourstanding items
in the Deposit Register and the Suspense head “Purclases’, which
under the rules of Government are to be treated as lapsed. should be
credited to the Revenue head concerned.  Any subsequent repayment
of such an item should be treated as refund of receipts under the head
to which the item was credited and the repayment should be noted in the
Deposit or Suspznse Register against the entry for its credit to Government.

171. The balance under the sub-head ** Storage ™ of the Suspense
head “Stock” outstanding at the end of the year should also be
adjusted finally as a surplus or deficit, vide Article 102, i.e., as profit
or loss on stock, according as it is a minus or plus balance, and should
not be carried forward to the following year.

172. Items or balances under the suspense head  Miscellanecus
P. W. Advances ” which become irrecoverable, or any balances under the
head ** 1.ondon Stores *’ due to short deliverics, which cannot be cleared
by recovery of cost, should not be removed from the accoums until a
competent authority has sanctioned their being written off . For balances
under the head *“Workshop Suspense ™ sec Article 62.
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SECTION 8.—-WORKSHOP ACCOUNTS.

A —GENERAL.

173. The directions in this Secticn shall not apply to the accounts
of small shops kept in divisions for the execution of repairs to tcols
and plant or of small manufacture jobs, The accounts of works executed
in such shops should be kept in the forms prescribed for repair works or
manufacture operations, as the case may be; vide Sections 5 and 6.

174. Larger workshops, with special plant or machinery should be
treated us separate sub-divisions, or divisions, for account purposes.
When such workshops are of the character of quasi-commercial under-
takings, the system of accounts shall be that prescribed locally for similar
undertakings. When they are run mainly for departmental purposes,
the accounts should be kept in accordance with the general directions
laid down in this Section. In either case, the exact forms to be used and
the procedure to be observed will be settled by Government in respect of
each workshop in consultation with the Accountant General concerned.

B.—DETAILED ACCOUNTS OF JOBS.

175. Subject to the provisions of Articles 43 and 64, all direct
charges pertaining exclusively to any job should be debited at ‘once to
the accounts of that job under the suspense head * Workshop Suspense ™
and those of a general nature should be treated, in the first instance, as
general charges (under one or more suitable headings) and apportioned
subsequently amongst the jobs concerned in accordance with a definite
procedure.

Note.—All liabilities should be taken into account, even though undisbursed, so
that the general charges may be allocated correctly month by month, and the recorded
expenditure on each job may represent, as far as possible, the actual cost up to date.

176. In the case of jobs of all classes, the cost of operations should
be cleared or adjusted in transfer (vide Article 169), as the case may be,
month by month, but in the following cases the accounts of a job may be
settled once a year in March, or in an earlier month if the job is completed
earlier (vide Article 62) :—

(a) when the tofal cost during the year is not larger than Rs. 500
or any other limit' that may be fixed by Government in
consultation with the Accountant General;

(b) when the monthly settlement of account is inconvenient to the

.

indenting division or department.

. Note.—When the estimated cost of a job is recovered in advance, it should be kept

mn in the first instance, and the adjustments of actual cost made under this Article
be effected against the deposit, the unexpended balance being refunded under the

tules of Goverument only when the job is completed and the acccypt of it gettled.
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177. In addition to the direct charges mentioned in Article 175, to
the account of each job may be debited, not through the Workshop Suspense
account but directly under the head of account concerned, suitable per-
centages to cover the indirect charges determined by Government. The

following are the examples of the charges usually levied.
(a) Supervision charges.
(b) Interest on :e capital cost of buildings,
(¢) Maintenance charges of buildings, plant and machinery.
(d) Depreciation of buildings, plant and machinery.

(e) Establishment charges (including the percentage fixed by the
Central Government for Audit and Accounts Establishment).

(f) Profit.

plant and machinery.

See also Article 64.

Note.—The percentage realised on
treated as a reduction cf expenditure or
cordance with the directions in Article 69. All other percentages s

revenue receipts.

account of establishment charges shculd be
as revenue receipts, as the case may be, in ac-
heuld be treated as

s mentioned in Article 177 should be brought

178. The indirect charg
ment of the account of direct charges is

to account whenever the settle
effected under Article 176.

C.—ANNUAL ACCOUNT.
179. Pro forma accounts of each workshop will be prepared annually

in such form and in such detail as may be prescribed by Government in
consultation with the Accountant General.
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SECTION 9.—TRANSACTIONS WITH OTHER DIVISIONS,
DEPARTMENTS AND GOVERNMENTS

A.—GENERAL,

180. When a transaction has to be cleared by a book transfer, the
transfer should be effected by debiting or crediting it to the remittance
or other head concerred in the Cash or Stock Accounts if it appears therein,
or by an entry in the Transfer Entry Book; see Articles 14 to 19 also.

NoTte 1.—Such percentage charges en acccunt of supervision and’ ¢s ablishment
and tools and plant as may be leviable under the rules, should also be included, by a
(ransfer entry, in the amount transferred.

NOTE 2.—The cost of workshop jobs need not be adjusted moninly, v de Article 176.

B.—TRANSACTIONS ORIGINATING IN THE Division.

181. When a transaction originates in a Public Works division, the
necessary transfer should appear ordinarily in the accounts of the
division for the month in which the transaction occurred, but in the
case of work done in workshops the cost should be adjusted in accordance
with the directions in Articles 175to 177,

182. In respect of work done in a division for other’ divisions,
departments or Governments, the intimation of the transfer will be given
after audit (sce Notes below), by the Accountant General to the Accounts
Officer concerned, or to the division or department for which the work is
done; if in the same province. The division undertaking the work should
bring the transactions to account under the remittance or other head con-
cerned, and submit vouchers to the Accountant General in the same way as
for works of the division itself.

Note 1.—For the purpose of this Article work done should include jobs exccuted
‘nworkshops.

. Nore 2.—The provision regarding audit befare intimation of transfer may be relaxed.-
in the case of any item appearing in the accounts for March and requiring adjustment
with another Government, vide Article 234,

183. For other transfer transactions between Public Works divisions
subordinate to the same or different Governments, the originating division
should send an Advice of Transfer Debit (or Credit), Form P. W. A. 19,
accompanied by necessary vouchers in the case of debits, to the division
concerned as soon as the transaction occurs. The division required to
adjust the amount should, if it accepts the transfer, acknowledge it on the
prescribed form of Acceptance of Transfer, Form P. W, A. 20. The entry
1 the accounts of the debiting division should be supported by the Accep-
lance of Debit, or Advice of Credit, as the case may be.

Note.—In cases 'of transfer debit transactions, all relevant veuchers, including such
as do not pass ordinarily beyond the divisic office, should accompany the Advice.
If this requirement cannot be complied with any case ip respect of 3 cash voucher
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which cannot be replaced by a-certificate of payment, an advice should be attached to the
Monthly Account for transmission by the Accountant General, after the audit of accounts

to the division co

C.—TRANSACTIONS ORIGINATING IN ANOTHER DIvisiOoN, DEPARTMENT OR
(GOVERNMENT.

184. Transactions originating in another division, department or
Government should as a rule be adjusted in divisional accounts only on
receipt of intimation of the debit or credit through the Accountant
General. The following are, however, exceptions in which the adjust-
ment may be made without receipt of intimation from the Accountant

General :—

(1) recoveries of rent realised on behalf ot the Public Works
Department by disbursing or Accounts Officers of other accounts
circles, provided these entries are supported by certificates
(signed by the disbursing or the accounts officer, as the case may
be) to show that the amounts adjusted in the accounis have been

realised from the parties concerned;

(2) transactions for which advices and acceptances of transfers
are exchanged direct between one division and another vid:

Article 183;
(3) any other transactions authorised by the Accountant General.

185. The Divisional Officer should examine every transfer adviced
to his division for adjustment, but should not reject a transfer because
the voucher is not in order, or is wanting. Nor should a transfer sent
for adjustment be partly accepted and partly rejected; it may be rejected
altogether if it does not pertain clearly to the division; otherwise it should
be accepted provisionally in full and the dispute, whether as to the amount
or as to other particulars of the transaction, should be settled separately in
communication with the officer who advised the transfer.

NoTe.—Railway debits for amounts due on Warrants and credit notcs passed on
by the Accountant General for adjustment in the divisional accounts, should be accepted
in full, subject only to readjustment later on, of under or over charges. The adjusting
officer is not responsible for the correctness of the charges with reference to the railway
tariffs but only for proper scrutiny with reference to the propriety of the charges as against
the head of the service concerned; the calculations made By the Railway Accounts De-
partment, which are test checked by the Railway Audit Department, should beaccepted

~ as correct.

186. When a charge is transferred to another division, department
or Government for adjustment, the transfer must be supported either by
the necessary vouchers, complete in all respects, or by a certificate (signed
by the Accouats Officer of the deﬂaamnent originating the transfer) to the
effect that the paymant vouchers have been audited and passed in accor-
dance with the rules. Divisional Officers are, therefore, responsible for
obtaining proper vouchers in support of all charges to remittance beads ia

their accounts.
Iv-10-10
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D.—SETTLEMENT OF ACCOUNTS.

187. In cases in which Advices and Acceptances of Transfer are
exchanged direct by Divisional Officers of two accounts circles, those
officers shall be jointly responsible for clearing remittance transactions
expeditiously in direct communication with each other. If an.item cannot
be accepted, and the intimation of its rejection issues too late to reach the
originating officer whithin the month in which he has brought it to account,
the officer who is called upon to adjust it, should also inform his own
Accounts Officer, of the number and date of the originating officer’s Advice
of Transfer and of his own intimation of objection, giving him also brief
particulars of the debit or credit, and the grounds of objection.

188, In cases in which no Advices and Acceptances of Transfer are
exchanged, the Divisional Officer should examine, as expeditiously as
possible, the transfers which his Accountant General intimates to him
for adjustment in the divisional accounts, and report all his objections to
the Accountant General, whether the transfer is brought to account pro-
visionally or rejected.

189. The directions given in Articles 187 and 188 shall apply also
to transfer transactions, not relating to the execution of works, with (1)
Railways, (2) Military Engineer Services, and (3) " Posts and Telegraphs
Department (Telegraph Section).
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SECTION 10.-ACCOUNTS OF CEMETERY
ENDOWMENTS.

190.— Deleted.

191.— Deleted.

193.—Delered.

194.— Deleted.
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SECTION 11.—- OTHER DIRECTIONS.

A —MonTHLY CLOSING OF THE ACCOUNTS.

195. The initial accounts of cash and stores which are maintained
in sub-divisional offices under the directions contained in Sectices 1 and
2, should be closed on the 25th or such earlier date between the 19th ard
the 25th as may be fixed by the Accountant General for the purpcse, in
order that the accounts returns of the sub-divisions may reach the divisic r.2l
office in sufficient time for the compilation of thc monthly account of the
division and its submission to the Accountant Gezeral by the prescribed

date.

Note.—In cases where scctional officers are authoriscd to maintain separate initial
accounts of stazk in thzir =harge, which have to be incorporated in those of the sub-
divisions, they may be permitted, except in March. to close their mentkly acccuris thnee
days before the date of closing fixed for the sub-division. This limit of three days ey
ba relaxed by the Accountant General in excepticral cagcs.

196. The cash and stock accounts of the divisional office should be
closed on the last working day of the calendar month. The Transfer
Entry Book of the 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 levy of the prescribed percentages for establish-
mesnt. tools and plant. supsrvision charges, etc., should be made.

B—REeviEw OF UNSETTLED ACCOUNTS.

197. The several registers and schedules relating to the suspense
and deposit heads of account, the Contractors’ Ledger, Works Abstracts
and Registers of Works, should be reviewed monthly so that the action
necessary to cffect the expeditious clearance of outstanding balances,
whether by actual recovery or by adjustment in the accounts, may
taken regularly throughout the year. In February or early in March,
spacial steps should be taken to i:ring about all possible reduction in
the number and amounts of outstanding items at the close of the year.

198. Similarly, special action should be taken early in March to
bring to account all remittance transactions and other liabilities and
assets awaiting settlement, and to effect clearance, in the accounts of
March of as many outstanding items as possible. Liabilities, as well
as outstanding debits and credits remaining unadjusted at the end of
March should be watched individually to secure their clearance before
the accounts of the year are closed finally. It is not sufficient that
the divisional office should bring to account all the transactions the
responsibility for which devolves on itself. It is equally important that
na3:3ary aztina B: taken to move the othar parties concerned to bring

=]
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to account or settle the ortstanding items; the intervention of tke
Accountant General may bz sought where necessary.
Nore.—In connecction with (ransacticns with other Governments it sheuld te

borne in mind that the Central Accounts Section of the State Berk clese their bocks
for the year cn the 15th April ; vide Article 234,

C.—CLOSING OF THE ACCOUNTS OF THE YEAR.

199. The financial year terminates on the 3Ist March and actual
transactions taking place after that date should on no account be
treated as pertaining to that year. In order, however, that as many of
the unadjusted outstandings of the ycar as possible should be cleared and
the errors in accounts coming to notice after the 3Ist March should
be rectified, if possible, within the accounts of the year, the Transfer Entry
Book and the Stock Accounts should be kept open for inclusion of transfer
entries relating to rectification of errors and for settlement of outstandings,
but not (in the case of stock accounts) for actual transactions. These ac-
couats should bs closed on the 20th May or on such date as may be pres-
crib2d by the Accountant Ganeral (see Article 236).

NoTe.—Accounts of transacticns with other Governments must be settled completely
inlgifgrr;]a}unimlcd to the Accountant General by the 12th April at the latest vide

D.—CORRECTIONS IN ACCOUNTS.

200. (g) If an item in the accounts which prcperly belongs tca
revenue or expenditure head is classified wrongly under another revenue
or expsnditure head, the error may be corrected at any time before the
accounts of the vyear are closed, but, after the accounts are closed, no
correction is admissible except as permitted in Article 251 of Volume IV
and excspt in cases affecting the accounts of works including these falling
uader Article 149.

Note 1.—Errors in suspense acccunts are goverr.ed by the il in olevsc ().

Note 2.—If an error is_detected after submission to the Accovntent General of
tha Divisional O ver's Supplementary Acccunt of the year (vide Article 236), it shculd
be reported to the Accountant General for his instructions unless the amount is not

more than ten rupees.

(b) All errors affecting debt (including suspense) and remittarce heads
must be corrected, however old they may be.

(¢) When a correction is permissible, it should be made by a formal
transfer entry, but when it is not permissible, a suitable rcte cf it skculd
be made in the account concerned.

201. All corrections in accounts which may be advised by the
Accountant General on his auditing the documents should, after
verification, be carried out in all relevant records in red ink and attested
by the dated initials of the Divisional Accountant. A reference to the
audit note or other advice should also be noted against the correction.

E.—Pro forma ACCOUNTS.

202. If for the purposes of any pro forma account which the Ac-
countapt General is required to prepare or check, it is necessary to det~tmine
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the charges incurred on a particular work or service or a group of works
or services, the expenditure on it should be booked separatcly in the general
accounts, even though, under rule, it may not be custcmary to estimate cr
account for such expenditurc separately. Detailed irstivctions in this
connection will be issued by the Accountant General in ccncultation with
the Government concerned. whers necessary.

FF—AccounTts IN OFFICES TO BE RECONSTITUTED.

203. When in consequence of the rcconstitution of exccutive chLarges
or of any other arrangements, the accounis of two or more divisional c ffices
are to be amalgamated or those of any oflice are cither to be broken up into
parts or closed, the Divisional Officers concerned shculd apply in time to
the Accountant General for the instructions to be obzerved in regerd to

aezounts in giving effect to the arrangements.
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CHAPTER 1V.--ACCOUNTS RETURNS RENDERED BY PUELIC

WORKS OFFICERS.

A —GENERAL,

204. The directions contained in this Chapter thall regulate 1ke
procedure relating to the compilation of divisional acccunts and to their
submission to the Accountant General. In their application to the accounts
of Divisional Officers in East Bengal they arz subject to such modification as
may be authorised by the Accountant General, East Bengal.

B —Sup-DIVISIONAL ACCOUNTS.

205. Arrangements should be made, under 1the: orders of tle
Divisional Officer, for the despatch of the sub-divisioral returns men-
tioned bzlow, to the divisional office on such dates as may render possible
the compilation of thé monthly or other periodical accounts of the division
on the due dates :—

(a) Copies of the Cash Boek Twice a monthor ofteneras
(supperted by vcuchers). may be directed by the
: Divisional Officer, tHe
copy for the last period of
each month together with
the Cash Balance Report
being sent on the date
fixed for closing the Cash
Book. vide Article 195,

(b) Abstracts of Stock Receipts)
and Issues, Forms P. W. A. |
5 and P. W. A. 6 supported |
by receipted invoices or other |
vouchers, and extracts from |
Registers of Stock Receipts |
and Issues. (Copies.) |
(¢) Works  Abstracts (accom- » Within thrce days of the
panied, where necessary, by | datc on which the ac-
Statements of Outturn from | counts of a month are
Manufacture and  Transfer | closed.
Entry Orders) for each work |
in progress in conncctionl
with which therc was any
transaction during the month.
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(d) Petty Works Requisitions and"
Accounts for each petty work |
in progress in connection with |
which there was any transac- |
tion during the month (in |
original). |
(e) Transfer Entry Orders, Form |
P. W. A. 7. relating to the |
accounts of the month, other |
than those proposed from » Wthin three days of the
time to time and transmitted | date on which the ac-
scparately; vide Article 108. | counts of a month are
(f) Such other returns asmay be |  closed.
necessary for the compilation |
of the accounts required to |
be submitted to the Accoun- |
tant General under orders of
Government, vide Article 239. _}

NoTe 1.—The totals of the * Cash™ columns on both sides of the copy-cf the
sub-divisional cash book should be expressed in words in the Sub-divisicnal Cffcer’s
own hand in token of his having satisfied himself that it is a true copy and correctin ll
respects,

NoTE 2.—The Accountant General to eliminate the work of preparing copics, may
permit sub-divisions at the headquarters of a divisional office to maintain two ternative
Cash Books—one being submitted in original to the divisional office at the end cf the
month and the other being used in the month following.

Note 3.—The Accounts Returns received from sub-divisions should be further
chacked in accordance with the rules prescribed in this behalf in the Audit and
Departmental Codes.

C.—CompILATION OF MONTHLY ACCOUNTS.

I.—Introductory.

206. Save as provided in Article 207,all the transactions of the
division, as recorded in the initial accounts of cash and stock and inthe
Transfer Entry Book, should be posted direct from those sources in one or
other of the schedules prescribed in this section, the details being in some
cases recorded in supporting schedule dockets (vide Article 209%.

207. The cash and stock transactions booked under the head
“ Transfers within Division” should not be included in any of the
schedules leading to the monthly accounts. Nor should the following
transactions be posted in the schedules from the initial accounts specific
against each :—

(i) transactions recorded in the Cash Book under the head
“ Cash from Treasury” (These are brought to account as
a part of the entry * Total amount of cheques drawn");
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(i) transactions brought to account in the initial accounts af
stock (Forms P. W. A. 5 and P. W. A, @) throvgh the Cash
Book or the Transfer Entry Book; e.g.; stock purcliased in
cash, stock sold for cash and stock reccived from works.

208. Before the actual compilation of the iaricus schedules ol
schedule dockets, etc., is undertaken, the Abstract Bock, Form P. W. A,
23 may be written up from the original Cash Beoks, Abstracts of Roceipts
and Issues of Stock, and the Transfer Eatry Bock in accordance with the
instructions printed on the standard form. The book will consolidate all
the transactions of the division and will thereby facilitate the lccation of
errors and omissions made in the compilation of the Monthly Account
from the schedules and also ssrve as an independent check over the com-

piled accounts.

II.—Schedule Dockeis.

"209. As cash vouchers and transfer entry orders. relating to (i) charges
on works, other than percentages charged for establishment, tcels end
plant, etc., and (ii) other items of expenditure cr disbursement for which a
contingent bill is not required (sze Article 226), are received und are scru-
tinised, they should be posted into Schedule Dockets in Form P. W. A. 24,
a separate form being used for—

(a) each work to be accounted for in a Schedule cof Works
Expenditure, Form P. W. A. 27 orin the Schedules cf De-
posit Works and Takavi Works; Forms P. W. A.33and P. W.
A. 36, vide Articles 219 and 221;

(b) each manufacture or other item of cxpenditure debitable 10
Stock and to be accounted for in the Schedule of Debits to
Stock, Form P. W. A. 28, vide Article 216; and

(¢) each separate class of charges (including refunds of revenue)
for which a schedule in any other form has to bz prepared
under the rules in this Chapter.

"

Cash receipts which have to be taken in reduction of expenditure (vide
Article 20) should be posted as refunds, with brief particulars of the

transactions.

210. At the eénd of the moath, the schedule dockets should be
completed in respect of the Stock transactions. All the Stock debits
and credits of the month as recorded in the lower part of Forms
P.W.A.5and P. W. A. 6, Abstracts of Stock Receipts and Stock Issues,
respectively, other than those brought to account through the Cash Book
and the Transfer Eatry Book, vide Article 98, should be posted in the
schedule dockets. The total of the month’s Stock transactions relating to
each schedule docket should be entered therein as a single figure, plus or
minus according as it is a debit or a credit, and if there arc both debits and
credits to b2 entered, the net result only should be posted.
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211. The schedule dockets should then be totalled and reconciled
with the works abstracts in the casc of works, and with the schedules
concerned in the case of dockets of class (¢) of Article 209. All the
vouchers (including acknowledgments for stock supplied to contractors),
transfer entry orders, survey reports, and sale accounts which are
required to be submitted to the Accountant General (vide Article 232)
should then be attached to the respective schedule dockets which should
be numbered in a separate series for each month.

Note 1.—Accountants Gencral may at their discreticn, permit Divisicnal € fliccrs
to post the Schedule Dockets at the end of the month frcm the Works Abstiracts as socn
as the latter are completed and checked. Accountants General may also &t their
discretion dispense with the preparaticn and sutmissicn of a Schedule Decket fera work
when the outlay on that work consists entirely ef paymenis _cn mustcr rolls or other
vouchers not required to be submitted to the Accountant General. In that case, the
Divisional Accountant should record a certificate in the last column of the Schedule of

Works Expenditure against the relevant item that the vouckers in suppert of the item
are such as arc not required to be submitted to the Accountant General under the rules.

Nots 2.—Some of the schedules menticned in clavse () of Article 2€9 inchce
charges for works supported by a Schedule of Werks Expenditure.  Such chtarpesard
other transactions relating to the works expenditure should ke posted in ke schedi'e
dockets for the works concerncd.

212. For percentage rccoverics made on account of establishment,
tools and plant, and accounts and audit charges, a single schedule docket
should bz prepared in Form P.W.A. 25 which should embrace all
Goverament as well as non-Government works on which thecse percentages
may be leviable under rule.

Non.——This form serves as the transfer entry order felating to theee revovaics (vice
Articls 196) and should, therefore, be signed by the Divisicnal Off cer.

1IT.—Schedules.
(@) Schedule of Monthly Settlement with Treéasuries.

213. After the settlement of account mentioned in Article §9 Fes
been effected with treasuries, a Schedule of Monthly Settlement with
Treasuries should be prepared in Form P. W.A. 26 separately in respect
of the treasuries of each accounts circle.

(b) Schedule of Revenue Receipts.

214. The following schedules, which are only extracts of the Registers
prescribed in Articles 113 to 115, should be prepared in the same form as
that of the corresponding registers :—

(i) Schedule of Revenue Realized.
(ii) Schedule of Refunds of Revenuc.
(iii) Schedule of Receipts and Recoveries on Capital Account.
Note.—A separate schedule should be prepared for each class “of receipt for which
a scparate register is maintained under Article 113.

(c) Schedules of Works Expenditure.

215. (a) After a reconciliation has been effected between (e totals
of works abstracts and relevant schedule dockets, a Schedule of Works
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Expenditure should be prepared in Form P. W. A. 27, separately fer
expenditure relating to cach of the following classes :—
(i) each major hecad (or a division thereof shown separately in
Appendix 2 to Volume I) under which cxpendnurc is recorded
a separate schedule should be prepared for * Central ™ and
* Provincial ", in the casé of* 50—Civil Works " in
Governors’ Provinces;
Nore.—This form is not used for manufacture transactions, ride Article 216.

(ii) Military Enginecr Services ;

(iii) Royal Pakistan Air Force ;

(iv) Railway Works ;

(v) Posts and Telcgraphs Department Works :

(vi) Archaeological Works of the Central Government connccted
with the conservation of ancient monuments which arc
debitable to the Archacological Department;

(vii) all other Government works including occasional works of classes
(i1) to (vi) and

(viii) all non-Government works other than Depcsit Works and
Takavi Works for which scparate schedules are prepared,
ride Articles 219 and 221.

(b) Only those works on which expenditure has been incurred during
the month should be included in the schedule. The entries should be
detailed in the order of the prescribed heads of the accounts-classification
in the casc of works of classes (i) to (vi) and grouped scparately for each
Governmant, department, division, local body or other party concerned,
in the case of works of clusses (vii) and (viii) . All works which form part
of a single project or system should, in all cases, be grouped together.

() Schedules of Suspense Transaclions.

216. (a) All debits to stock should be collected in Form P. W. A. 28,
Schedule of Dcbits to Stock. The entries in this schedule should be
arranged in four groups—(1) *“ Manufacture *", (2) * Land, Kilns, etc.”
(3) ** Storage " and (4) ** Other sub-hcads > Under (1), should be detailed
all manufacture operations in progress and under (2), all works in pro-
gress in connection with the acquisition of land, construction and rcpairs
of kilns, etc. Uader (3), should be shown, the expenditure which is in-
curred after the acquisition of the stores, on work-charged establishment

ci:l[oyed on handling and keeping initial accounts, the custody of stock
and the miintenance of the store godown or yards, etc. Under (4),
should bz shown (a) individually, all items of expenditure on the carriage,
handling, etc., of stock materials when the cost of such processes is debi-
table to the sub-head of stock under which the materials are classified (vide
Articles 98 and 131), (b) individually, all items of acquisition of stock ma-
terials for which an estimate is required, and (¢) collectively, all other
items of acquisition of stock materials. In respect of each manufacture
operation, the outturn of the month (vide Article 156) should also be shown
in the schedule. The operation and outturn should beentered in two

separate lines.
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(5) An account of suspense head ** Stock ”” should next be prepared
in Form P. W. A. 29, Stock Account. Part I of this form is the main
account which should show the receipts, issues and balunces, classified
by sub-heads. Separate figures should be given in respect of the sub-heads
« Manufacture ”, * Land, Kilns, etc.””, and ** Storage , and all other sub-
heads (vide Article 95) should be lumped up. Part I, the Detailed Account
of Issues, should be written up first, and from this part and the Schedule
of Debifs to Stock, Form P. W. A. 28, should be prepared Part 1.

217. The schedules relating to Purchases and Miscellanecus P. W.
Advances should be prepared in Form P. W. A. 30 (or Form P.W. A.3l,
vide Note 1 below) and Form P. W. A. 32, respectively, cn the basis of the
entries made in the Suspense Register, Form P. W. A. 17 vide Article 164.

Note 1.—In respect of Purchases the Acccuntant General may authcrise the use
of Form P. W. A, 31 in the case of divisions where the number of outstanding items is

very large but the number usually affccted by the monthly transacticns is small.

Note 2.—In the schedule of Miscellenecus P. W. Advances for the weniks other
than March, items which do not excecd Rs. § each may beshown ina lurp sum if the
Accountant General so authorises.

218. The schedule for the Suspense head *“London Stercs’ has
already been described in Article 167. The schedule fer **Workshep
Suspense '’ should be prepared in such form as may be prescribed by
Government in consultation with the Accountant General.

(¢) Schedules of Deposit Transactions.

219. After the reconciliation mentioned in Article 211 has been
effected, a consolidated record of the transactions of a month relating
to all Deposit Works of the division should be prepared in Form
P. W. A. 33, Schedule of Deposit Works. This schedule should show in
respect of each work, the amount of deposit received and the expenditure
incurred, both during the month and up to date. The amount of deposit
received for each work should be numbered as a single item, but the transac-
tions which relate to (1) the share available for works expenditure and (2)
the total amount recoverable as establishment, tools and plant and audit
and accounts charges, if any, should be shown separately, thus—

For Works Expenditure.
For Percentage charges.

Note.—Refunds of unexpended balances of completed works should be taken in
reduction of the deposits and, therefore, shown in the Schedule as minus realizaticns

and not as expenditure.
220. After the transactions relating to Deposit Works have been

posted in the Deposit Register, Form P. W. A.17, aschedule of ccmplete
transactions, as accounted for in that Register, should be prepared in Form

an
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P.’W. A. 34. It should show for each item the opening balance, the re-
ceipts and adjust nents of the month, and the closing balauce.

Note.—The Ac:countant General may authorise the use of alternative Form
P. W. A. 35 under the conditicns prescribed in Note 1 to Article 217. This form is in
two parts—Part 1, A bstract Account, which should shov the tot: '« for each class of de-
posits, and Part 11, Detailed Extract from the Deposit Register. In Part 11, anly such
items should be e>tracted from the Deposit Register as are affected by the month’s
traansactions, but in the schedules for the months of Jure, September, Decemter and
March all current items should be shown, those not affected by the month's transactions
should also beincluded.

() Schedule of Takavi Works.

221. After the necessary reconciliation between the totals of works
abstracts and relevant schedule dockets (vide Article 211), the transactions
relating to Takavi Works should be consolidated in the Schedule of Takavi
Works Form P. W. A. 35, which should show the expenditure incurred on
each work, the amount realised on account of it and the outstanding balance
of the account.

(a) Schedules of Debits/Credits to ‘“ Adjusting Account between
Central and Provincial Governments ™.

222. (a) In Forms P. W. A. 37, separately for debits and credits under
each major head, should be brought together all transacticns which
originate in the division and have to be adjusted by the Accouritant General
through the major heads ** Adjusting Account between Central and Pro-
vincial Governments .
vide Article 15.

(b) In provincial divisions the transactions included in the schedules
of Dzbits/Credits to ‘‘ Adjusting Account between Central and Provincial
Governments ”” should be grouped according to the prescribed heads of
classification, while in the Central divisions the transactions included in
them should be detailed by each Government.

(c) Deleted.

Norte.—Percentage recoveries for audit and accounts should appear in these
schedules in the case of Provincial divisions cnly.

(d) Ttems or groups of items for which details are given in the separate
schedules, e.g., Schedules of Receipts (Form P. W. A. 9) ard Works ex-
penditure (Form P. W. A. 27 or P. W. A. 41), should be shown a single:
item. :

(#) Schedule of Debits/Credits to *‘ Inter Provincial Suspense Account ™.
223. In divisions uader the administrative control of a Provincial

Government, any transactions which originate in the division on behalf
of any other Provineidl Goverament should be coliected in Form
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P. W. A. 38. separately for debit and credit transactions. The items in
the schedule should be detailed by each Government. '

(i) Schedules of Debits/Credits to Remittances.

224. All remittance transactions other than those menticncd in Articles
222 and 223 should be collected in Form P. W. A. 39, separately for debits
and credits and the entries grouped under the headings given in the sample
entries in the form.

(j) Schedule of Debits/Credits to Miscellaneous Heads of Account.

225. Subject to such instructions as may be issucd in this behalf by
the Accountant General, all disburscments and receipts, which cannot be
accounted for in any of the other schedules prescribed in Articles 213 to
224 should be collected in Form P. W. A. 40. The transactions to
accounted for in this schedule must be such as are adjustable finally in the
books of the Accountart General under one of the non-Public Works major
heads of revenue and expenditure or a debt head appertaining to the ac-
counts of the Government to which the division is subordinate.

Notr 1.—In Central divisions income-tax recoverics frem work-charged _estab-
lishments ¢ should eppear in the
Schedule of Credits to Miscellancovs Heads of Acccunt. Similerly, in thesc divisicrs,

rcentage recoveries for accounts and audit should appear &8 cicgits cT mirns cebits
in the Schedule of Credits or Debits 10 Miscellancous Heads of Account, according as
the amounts are creditable to # XL\’I-—Misccllanccus——-Fc(s fcr Coevanment Avdit"
or “26—Audit™ ; vide Acticle 72.

NoTi 2.—Save as provided above, no transacticns sheuld be accernted for vnder
the final or debt head concerned and shown in the Scheduvles of Credits ¢r Cetits i0 Mis-
cellaneous Heads of Account cxcepl under the autheriseticn of ile Accarntznt Coruial.
Ordinarily, they should be shov.n tnder the remiftence a Ld* Fublic Warks Ruminzrces
—111 Other Remittances ™ and included in the Debit ¢r Credil Schedule (Ferm P w
A. 39) as the case may be.

IV .— Consolidated Accomnt of Coitingen! LExpenditure.

226. When cash required to meet contingent charges is drawn from
treasuries by cheques, all _contingent  charges (including stock and
adjustment charges) should be consolidated 1in the form prescribed in
Treasury Rules of the Government concerned for the monthly detailed
bill of contingent charges countersigned after payment (headzd ** Not
Payable at the Treasufy "), Particulars of charges need not be entered
in this account except in the case of miscellancous items which do not fall
undar ons of the classified sub-heads for specific charges.

V.—Classified Abstract of Expenditure.
227. A consolidated account of all expenditure debited against the

grants of the division should be prepared in Form P. W. A. 41, Clusiﬁ.ed
Abstract of Expenditure, The figures relating to the several major
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heads (or divisions thereof shown separately in column 1 of the Classifi-
cation table in Appendix 2 to Volume I) should be entered in separate
sections, arranged in the ordzr indicated in the Appendix, and in the case
of the major head * 50—Civil Works” in Governors’ Provinces the
“ Central” and ‘“ Provincial” transactions should be shown in two
different sections.

NOTE 1.—When works for Military Engineer Services, Royal Pakistan Air Force,
Railways, Posts and Telegraphs Department and archacological Department are under.
taken as a standing arrangement, vide Article 213, and funds for theuﬁu:roum allotted
to the division, the expenditure transactions connected therewith sho so te abstracted
in Form P. W. A. 41, in accordance with the classification prescribed in respect of the
works concerned, vide Article 17.

Note 2.—Refunds of Revenue should be excluded from this Abstract, as they are
treated as minus Revenue, vide Article21. On the other hand, ** Receipts and Recoveries
on Capital Account * should be included in this Abstract as minus expenditure, as they
are taken in reduction of the charges under the major-head concerned.

VI.—Monthly Account.

228. Finally, the Monthly Account should be prepared in Form
P.W.A.42. This account is an abstract of the entire receipts and dis-
bursements of the month, as detailed in the various schedules and registers,
and shows also the opsning and closing cash balances. On the back of the
form are recorded (1) a memorandum of miscellaneous cash receipts paid
into freasuries and (2) a certificate in respect of the closing cash balances
of the subordinate disbursing officers.

229. The entries in the Account should be divided .into three groups:
(1) Revenuz entries, which are totals of receipts of the Government
concerned under the several major heads, as taken from the Registers of
Revenue Realised, Form P. W. A. 9, (2) Expenditure entries, which are
the totals of expanditure of the Government concerned for the several di-
visions of major heads and are posted from the Classified Abstracts of
Expznditure, Form P. W. A. 41, and (3) Other Heads, under which
both receipts and disbursements are posted from the Schedules of De-
posits. Takavi Works. * Adjusting Account between Central and Pro-
vincial Governments **, “Inter-Provincial Suspense Account ’, * Remit-
tances ™ and Miscellaneous Heads of Account, Forms P, W.A.34t0P. W.
A,

Note 1.—The entries posted under the several heads in the monthly account should
be checked with corresponding entries in the Abstract Book (Form P. W. A, 23),

~NoTe 2.—The totals of the columns for receipts and disbursemenits n-ust € and,
if there is any difference due to cash being in transit between two disbuising cffcers, its
amount should be included in the closing balance and the certificate of cash Falance should
be amplified to explain the amount and the steps taken to adjust the difference.

D.—SUBMISSION TO ACCOUNTANT GENERAL,

230. The Monthly Account should be submitted BO 8s to reach the
Accountant General’s office by such date between the 7th and 10th of
the month following that to which it relates, as may be fixd by the
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Accountant General in consultation with the Divisional Officer. It
should be supported by the following documents —
(1) Schedule of Revenue Realised, Form r
P. W. A.9, an Extracts from the registers,
2) tl;’c!{:{dlﬂegor Refunds of Revenuc, Form vide Article 214.

(3) Classified Abstracts of Expenditure, Vide Article 227.
Form P. W. A, 41.

(4) Schedules of Works Expenditure, Form Vide Article 215.
P.W.A.27

(5) Consolidated account of contingent Vide Article 226.
expenditure (with necessary vouchers).

(6) Schedule Docket of Percentage Re- Vide Article 212,
coveries, Form P. W. A. 25.

(7) Stock _Account, Form P. W. A. 29

(with Sale Accounls in support of the ]

Cash Credits to Stock). Vide Article 216.
(8) Schedule of Debits Lo Stock, Form

P. W. A. 28.

(9) Schedule of Purchases, Form P. W, A. 30
or P. W. A. 31, and
(10) Schedule _of Miscellancous P. W.
Advances, Form P. W. A. 32,

(11) Schedule of London Stores, Form
P.W 1

Extracts from the rclevant
sections of the Suspense
Registers, vide Article 21 7.

(12) Schedule of Workshop Suspense (in the Vide Article 218.

form prescribed by Government).

(13) Schedule of Receipts and Recoveries on Vide Article 214.
Capital Account, in the same form as
that of the rcgisters.

(14) Schedule Dockets, Form P.W. A, 24 Vide Articles 209 to211
(with necessary vouchers, transfer entry
orders, survey reports and sale accounis
attached to each).

(15) Schedules of Credits and Decbits to Vide Article 222
« Adjusting Account .belween Central
and Provincial Governments”, Form
P.W.A.37

(16) Schedules of C redits and Debits to Vide Article 223.
**Inter-Provincial Suspensc Account”,
Form P. W. A, 38,

(17) Schedules of Credits and Debils lo Vide Article 224,
Remittances, Form P. W, A. 39.

(18) Schedules of Credits and Debits to Vide Article 225,
![\.dace‘klla:gous Heads of Account, Form

(19) Schedule of Monthly Scttlement with Vide Article 213.
Treasurics, Form P. W. A, 26 (with
supporting Consolidated Treasury
Receipts and Certificates  of Issucs,
signed by Treasury Officers).

(20) Schedule of Deposits, Form P.W. A, Vide Article 225,
3 or P. W. A. 35, Fxtract from the

Deposit Register, Torm P, WL A, 17.

P e W
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(21) Schedule of Deposit Works, Form Vide Article 219,
P. W. A. 33 (with Reports of Progress
of Expenditure).

(22) Schedule of Takavi Works, Form Vide Article 221.
P. W. A. 36, with acceptance of the
gi'vil Department mentioned in Article

(23) List of Accounts submitted to Audit,
Form P. W. A. 44,

NoTte |.—The consolidated account of Contingent Expenditure is not required
to accompany the Monthly Account if contingent chargesare drawn by bills prescn-
ted direct at treasuries.

Norte 2.—If the Divisional Officer is required by any rule to meke a foimal rerort,
periodically, of the progress of expenditure on a Deposit Works, to the administratcr cr
depositor concerned, a report setting forth the amount of the cstimate, the total deposits
received, and the progressive expenditure, should acccmFany the Schedule of Dcpesit
Works, so that the Accountant General may after audit of the schedule verify the rereit
and forward it to the local body or persons concerned.

Note 3.—If the Divisional Officer is authorised to refund, withcut refererce to
higher authority, fines which have been remitted by a court of law, the original orders cf
the court should accompany the Schedule of Refunds of Revenue, as the audit cf e re-
funds made in such cases is conducted by the Accountant General on the autherity cf the
orders of the court.

231. The schedules relating to the suspense and deposit accounts,
should be submitted to the Accountant General month after month, so
long as there are balances outstanding uader the account concerned
whether there have been any transactions during the month 'or not. In
respzct of the Schedule of Deposit Works, Form P. W. A. 33, the Ac-
countant G:neral may dispense with the submission, every month, of
Part IT of the schedule, provided (1) that this part is submitted  in-
variably with the actounts for March and (2) that, if Part II for any month
coatains works any expenditure on which has been debited to Miscellaneous
P. W. Advances, an extract from Part [ relating to such works only #s sub-
mitted to him. Subject to these exceptions, the remaining schedules - are
necessary only if there have been any transactions during the month.

232. (a) With the exceptions gioted below (as to which, however, see
clause (b) bzlow), all vouchers and transfer entry orders in support of cash
paymesats and other charges in the accounts should accompany the Monthly
Account :—

(i) muster rolls or other vouchers in support of payments to
labourers, irrespective of amount:

(i) vouchers in support of payments of wages to members of the
work-charged ecstablishment, when the Divisional Officer is
authorised to sanction the posts held by them;

(iii) other vouchers, whether relating to works or contingencies, the
amounts of which do not exceed Rs. 25;

Note.—Vouchers not submitted to the Accountant General should be “cancelled”
by means of a perforating or e:nd.:m;inf1 stamp and kept carefully to be made available
for test audit whenever demanded by him.
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(iv) invoices or other vouchers in acknowledgment of issues of stock
‘materials, including jssues of outturn from manufacture to Stock;
(v) vouchers in support of payments made for the conversion of
cash deposits into interest-bearing securities, in_cases in which

no voucher other than the security itself or a safe custody certi-

ficate of the security exists; and

Nore.—When a voucher of this class is not submitted to the Accountant General,
the reasons should be noted against the entry of its amount in the schedule docket, or in
the Schedule of Works Expenditure, vide Article 211.

(vi) transfer entry orders of the classes enumerated below :—

(@) those involving debits to Remittance heads otherwise than
in respect of expenditure on works ;

(b) those relating to charges which are supported by vouchers
received in transfer ;

(c) those involving a debit or credit to London Stores, or a
credit to a Revenue head (Gross Reqeipts}, or to any Mis-

cellaneous Head of Account otherwise than in respect of
expenditure on works.

(b) All vouchers (other than Muster Rolls) in support of debits to
contractors should be submitted to the Accountant General even though
falling under any of the exceptions to clause (a).

Note 1.—The provisions in clauses (a) and (b) of this Article apply also to vouchers

P
received from other divisions, departments or Governmenis, i su prort of transfer Cebits
raised by them.

Note 2.—The term * Vouchers ™’ used in clause (a) includes Advices of Transfer
Credit and Acceptances of Transfer Debit received frcm other divisicrs, dipeilmonts,
etc., in the case of the docket for Schedule of Debits to Remitiances.

(c) All vouchers in support of payments for land acquired should be
submitted to the Accountant General.

(d) All survey reports of stores and sale accounts shounld also ac-
company the Monthly Account. Sale accounts in support of cash credits
to stock should be attached to the Stock Account, Form P. W. A. 29; survey
reports and sale accounts in support of other credits to stock should be
attached to the schedule dockets pertaining to the works or accounts debited
aad the remaining survey rcports and sale accounts should be attached to
the schadule dockets relating to the works or accounts credited.

233. An extract from the Contractors’ Ledger should also be prepared
in Form P. W. A. 43 and submitted to the Accountant General with the
Monthly Account, unless Government has prescribed in consultation with
the Accountant General that the transactions covered thereby should be
audited by the latter locally at the periodical inspections of divisional and
other offices.

234. In connection with the accounts for March, the following points
should receive special attention i—

(@) the entry of the closing cash balance shceld be supported by

(1) the original Cash Balance Reports of all disbursing
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officers including the Divisional Officer, and (2) a certificate
of the Divisional Officer to the effect that he has obtained,
on or after 3lst March, and retained in his office, an
acknowledgment from the officer or subordinate concerned,
in respect of each item of imprest or temporary advance
shown in the Cash Balance Reports of the division for 31st
March;

NoTe.—The original Cash Balance Reports of subordinate disbursing officers should
be initialled by the Divisional Officer before transmission to the Accountant General.
(b) to Part IT of the Schedule of Monthly Settlement with Trea-
suries, Form P. W, A, 26, should be subjoined a statement in the
form given below, in respect of the cheques drawn to meet pay-

ments of works;

No. of
Particulars. cheques Amount,
issued.
1. For the whole month % $i = A S
2. During the last five working davs of the month —

(c) the Schedules of Credits/Debits to the heads * Adjusting
Account between Central and Provincial Governments " and
** Inter-Provincial Suspense Account” should invariably be
despatched so as to reach the Accountant General not later than
the 7th of April of the succeeding year and all correcting entries
affecting those schedules s'eruld %e intimated to the Accountant
General so as to reach him by the 12th of April at the latest.

235. Within six weeks of the submission of the Monthly Account
for March, a consolidated certificate in respect of balances, other than
cash, should be forwarded to the Accountant General in Form P. W. A.
46, Annual Certificates of Balances.

Note.—If the closing balance under any head is i, it does not follow necessarily
that a certificate is not required in respect of it.  In all cases in which there was a balance
at the commencement of l!&:}ear. or there were any transactions during the year, a
certificate should be recor but the wording of it may be amended suitably if the
closing balance is nil.

236. In addition to the ordinary accounts for March, a Supplementary
Account for that month, which shall comprise the transfer entries and
corrections permitted in Article 199, should ge submitted to the Accountant
General with all the necessary accompaniments, so as to reach him by the
Ist June or such other date as may be prescribed by him.

NoTe,—This account should be of the simplest character and should set forth
ouly the transactions to be brought to sccount. It is not necessary, for instance, to
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repeat in any of the Suspense or Deposit Schedules the items not affected, so Icng as
in addition to the necessary details of the items affected the totals for the account
concerned are also given. Similarly, in the Extract from the Centractors” Ledger, Ferm

P. W. A. 43, only the accounts of those contractors whose accovnts are effected in any
way should be given.

237. Deleted.

238. The Divisional Accountant should sign not only the Monthly
Account, but also all the schedules, etc., accompanying it. The Divisional
Officer need not sign all these documents ; he should, however, sign the
Moathly Account and the List of Accouats, Form P. W. A. 44, unless
he is absent from headquarters, in which case he should send to the
Accountant General, as soon as he can examine his books and papers on
return, a report in Form P, W. A. 45 (with a duplicate copy of the Monthly
Account sigaed by himself), without which the Accountant General will not
pass the Monthly Account finally. The consolidated Account of
Contingent Expenditure, vide Article 226 should be signed invariably by

the Divisional Officer.

Norte.—It is desirable that the Divisional Offcer should make arrangements for
the review by himself of all the vouchers before they are submitted to the Accountant
Generaland that, unless the circumsiapces are exceptional, the Divisional Officer

should sign the accounts himself.

239. Tn addition to the accounts prescribed above, such other accounts
(e.g., Subsidiary accounts of revenue, Stores, Stock and Tools and Plants,
and interest bearing securities, or pro forma accounts) should be submitted
to the Accountant General as Government may prescribe or the Accountant
General may require.

sa
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PART III.—FOREST ACCOUNTS.

CHAPTER V.—CLASSIFICATION OF FOREST RECEIFTS AND
EXPENDITURE.

A —GENERAL.

240. The major and minor heads prescribed by the Auditor General
with the approval of the Governor General for the classification of forest
receipts and expenditure are set out in Appendix 2 to Volume I. The sub-
heads, detailed heads or units of grants and appropriation will be deter-
mined by Government according to local requircments. The authorised
arrangement of heads should not, however, be altered except in consultation
with the Accountant General.

B.—TRANSACTIONS WITH OTHER DEPARTMENTS AND (GOVERNMENTS.

241. Adjustments with other Departments and Goverrments in
respect of supplies made or services rendered by or to the Forest Depzrt-
ment should be regulated by the directions contained in Chapter 4 of
Volume 1.

242. Recoveries or payments made in cash should be treated like
other revenue receipts or service pavments, as the case may be. But
when a transaction has to be adjusted by boox iransfer, the transfer
should be effected by debiting or crediting the amount inrvolved to
“ Book Transfers ™', the entry in the accounts being supperted by full
particulars of the transaction and where necessary, by the bill or invoice
duly accepted by the department debited or by the bill or invoice of the
Sapplying Department accepted by the Forest Officer.

243. Transactions of the Central Government including  Railways
or of another Provincial Government originating in a Provincial Forest
Division, in so far as such transactions are adjustable by bock transfer,
should be entered in the accounts as debits or credits to the head ** Book
Transfers—Central ”, or Book Transfers—Government of the Province
of .". as the case may be. Likewise, Provincial transactions ori-
ginating in a Forest Division of the Central Government should be taken
to the head ** Book Transfers—Government of the Province of & e
The necessary adjustment will be made by the Accountant General against
the balances of the Government concerned.

C.—INTER-DIVISIONAL TRANSFERS.

244. All revenue and expenditure should b= recorcded in the accounts
of the division within which it is collected or incurred without reference
to its origin or ohj=ct and save as provided in Article 245, no inter-divisional

adjustments should be made except under special orders of Government.
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248, In cases where Government in consultation with the Accountant
General have declared a Divisien or a Circle as a unit for the purpose of
ascertaining the financial results of the working of the forests, adjusimernts
may be made between different units. Thus, in cases where the urit is the
division, adjustments may be made between different divisions: where the
unit is the circle, adjustments may be made between divisions in different
circles. These adjustments may be made monthly or annually as may be
found convenient.

D.—CxAsGeEs FOR ESTABLISHMENT, TOOLS AND PLANT, ETC.

246. Charges on account of general services like Establisl:ment, Live
Stock, Stores and Tools and Plant should be classificd under appropriate
sub-heads under the minor head * Establishment >* or * Conservancy and
Works ", as the case may be and, save as provided below. no attempt should
be made ordinarily to include in the cost of an individual work any porticn
of expenditure on account of those services. The cost of materials
purchased for a specific work should, however, be debited to the accounts
of that work.

247. Pay and aliowances of such temporary establishment as is
employed upon the actual execution, as distinct from the general super-
vision, of a specific work or tpon the subordinate supervision of depart-
mental labour, stores and machinery in connection with such a werk should
be debited to the appropriate sub-head under * Conservancy and Works ™
and not under ** Establishment

248. Where such expendible stores, as building materizals, s 21l stores,
house fittings, etc., taken to the general sub-head for Stores and Tocls ard
Plant, are utilized subsequently on any specific work, the value thereof
should be transferred to the accounts of the work concerned by write-bhack
to the sub-head to which the stores werc debitted originally. Similarly,
the cost of carriage of these stores to the site of a work and carr'age charees
in connection with the movement from place to place of other malerials
and Tools and Plant issued to or provided specifically for a work may be

debited direct to the accounts of that work.

E.—FoRresT REMITTANCES.

249. All sums paid into the treasury by a departmental officer oron
his account should be debited to “ Forest Remittances” irrespective of
whether a remittance is made in cash or by a cheque. Similarly, the value
of all cheques drawn should be credited to *“ Forest Remittances " irres-
pective of whether or not they are cashed at once.

F.—FoRest ADVANCES.

1.—Advances to Disbursers.

250). When a subordinate officer who is not authorised to draw
chequ:s against the drawing account of the Divisional Officeris given’a
sh advance of snitable amount to enable him to make the dishurse-
ments entrusted to his charge, the amount of the advance should be
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debited in the accounts of the officer making the advance to ** Forest
Advances " as an advance to the disburser concerned. When an account
of the advance is rendered by the disburser, the amount of the expenditure
incurred should be credited to ** Forest Advances ' by a per contra debit
to the appropriate sub-head of accounts classification.

Il.—Advances to Contractors, ete.

251. Advances to contractors, suppliers and labourers made in
connection with the execution of works under the orders of competent
authority should be debited in the accounts of the officer making the
advance to the head * Works Advances” subordinate to the minor head
*“ Conservancy and Works ”, the entry being supported by an acknowledg-
mzant by the payee. When recovered (wholly or partially) from the
contractor, etc., either by work done or in cash the amount recovered should

2 credited under ** Works Advances ’. If the recovery is the value of work
done, such value should simultaneously be debited per contra to the ap-
propriate sub-head of accounts classification.

252. Petty advances to labourers which are made by a subordinate
out of his own imprest or advance (see Article 250) and allowed to be
treated as part of the cash balance with him, should not, however, be
accounted for as ** Works Advances ™.

G.—RECOVERIES OF SERVICE PAYMENTS.

253. Recoveries of service payments should be dealt: with as
follows :—

(@) If madz before the close of the vear in the accounts of which the
payment was included,

(1) When the recovery is in adjustment of an overcharge on

account of pay or travelling allowance and is made by
deduction from a bill debitable to the same detailed head,
the net amount only should be debited to that head.
In all other cases, the amount recovered should be entered
initially in the accounts as an item of receipt under
" Recoveries of Service Payments® but in the accounts
rendered to the Accountant General the amount should
appear as a minus entry under the sub-head to which it
was debited originally,

(2

—

(8) If made afrer the close of the year in the accounts of which the
payment was included —The amount should be credited in the

accounts as miscellaneous revenue.

H.—OTHER RECOVERIES.

254. Other recoveries from pay bills, etc., should be recorded as
nrtaining to *“ Provident Funds, Income-tax, etc.’’, as the case may
bz, buit such recoveries as are creditable fo the Central Government
(e.g., deduction on account of income-tax, Postal Life Insurance Fund, etc.)
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shoyld be classified under the head * Book Transfer—Central™ (see
Article 243). In the same way, any recoveries creditable to another
Provincial Government should be taken to the head ** Book Transfers—

Government of . . . .. ..

I.—FoRrest DEPOSITS.

755. Earnest money deposits which are paid under the rules of
Government by contraclors or purchasers of forest produce direct into
a treasury or sub-treasury, should be treated as Revenue Deposits and
not as Forest Remittances. Such deposits should not appear in the
accounts of the officers of the Forest Department. Similarly, earnest
money deposits which are received initially by a Forest Officer but
remitted subsequently to the treasury as such should also be dealt with
in the treasury accounts as Revenue Deposits.

Note.—Earnest money deposits which are tendcred at auctions held at outlying -
stations and received by Forest Officers under the rules of Government nay ke
accounted for in the Forest Departmental accounts as “ Revenue Deposits ' if this
course is considered more convenient by Government. L nder this arrengement such
deposits, whenever remitted to the treasury should be treated in the treasury accounts
as Forest Remittances while the Forest Degartmcmai Officer concerned should keept the
detailed accounts of these deposits and submit the nccessary returns to the Accountant

General in accordance with the directions contained in Velume IL
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CHAPTER VI.—ACCOUNTS TO BE KEPT IN FOREST OT FICES.

A —Casa Booxg,

L.—General.

256. Every officer who is authorised to receive or dishurse Govern-
ment money should kecp an .account in Cash Book, Form F. A. 1 in
which he should enter not only all money transactions as they occur but
also book transiers permissible under Article - 260.

257. Only transactions connected with the public service zrd ro
other should be shown in the Cash Rook. Sufficient details shculd be
given in the column “Particulars” to admit of the main  points of
each transaction being ascertained readily without reference to the
detailed vouchers. All items of revenue must be detailed fully; the
forest from which the revenue is received, the person who pays it, and
the articles and quantities removed should be stated in that column
wienever the information is available. The classification of receipts
and charg>s should b: given in the column *“Head of Service™ in
azcordance with the prescribed accounts classification (See Chapter V).

258. When a cheque is drawn in favour of self or erder to replenich
the cash chest the amount of it should be entered at once as a receipt.
This entry must not be delayed umtil the money has been reccived after
the cheque has been cashed at the treasury.

259. A cheque drawn in order to be paid away should be entered
simultancously on both sides of the Cash Book. once as a receipt of
money from the treasury and again as a payment to the payec concerned,
the numbar and distinzuishing letter of the cheque bheing specified in both
the entries.

260. Similarly, all book transfers. i.e., transactions in which no
actual payment or receipt of cash is involved, should be entered
simultaneously on both sides of the Cash Book. the credit or debit to
“Book Transfers” appearing on one side and an cquivalent debit 10
an sxpenditure head or credit to a revenue head, on the other.

261. Pay and allowances of Forest Officers and their establishments
which are paid by cheques or out of cash ohtained from the treasury
should be entered in the Cash Book under the head “Establishment™
without further details, the entries being supported by bills as vouchers,

IL.—Cancelled Lost or Lapsed Chegues.

262. Ifa cheque which has been drawn and entered in the Cash
Book has to be cancelled subsequently, the amount of it should be
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accounted for on the creditor side as a “cancelled cheque”, the
cancelled cheque being treated as a voucher. Simultaneously, anentry
should be made on the debtor side, as indicated below.

(@) If the cancelled cheque is replaced immediately by a_fresh

cheque.—The fresh cheque should be shown as a “Forest

Remittance”’, the number and date of the cheque in lieu
of which it is drawn being quoted in the entry.

(b) If the cancelled cheque is not replaced immediately —The
expenditure in payment of which it was drawn should
written-back by making an entry of the cancelled cheque

on the debtor side as for a cash recovery of a service
payment (Article 253).

. A lost cheque should be treated in all respects like a cancelled
cheque (Article 262), the treasury certificate of non-payment being regarded
as a voucher in support of the entry of cancellation on the creditor side of
the Cash Book.

264. A lapsed or time-expired cheque, if renewed, should be treated
as a cancelled cheque and the fresh cheque issued in its place ente
in the Cash Book in the manner indicated in clause (a) of Article 262.

\I1.—Closing and Balancing.

265. The Cash Book should be closed and balanced monthly. The
account balance at the close of the month should be checked with the actual
cash balance on hand verified by actual count. If any excess Or deficiency
is found, it should be entered at once as such in the Cash Book on the
debtor or creditor side, as the case may be.

266. Divisional Officers and others who render accounts to the
Accountant General (Chapter VII) should close their books on the last
working day of each month, but subordinate officers should do so on the
27th or such earlier date as may be necessary in order to ensure that their
accounts reach the officers in whose accounts they are to be included, by
the last day of the month. For the month of March, the Divisional
O Tizer should keep open his own accounts until the receipt of such accounts
of the subordinate officers as will be closed on the 31st of the month.

B.—REecisTER oF CHEQUES DRAWN,

267. A monthly register of cheques drawn on all treasuries with which
the drawing officer 18 placed in account should be kept in Form F.A. 2

C—Worgks ACCOUNTS.
[.—M uster Rolls.

268. For work executed by labourers, whether paid by the day or
otherwise, a Muster Roll should be kept in such form and in accordance
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with such methods as may be prescribed by Government after consultation
with the Accountant General.

Il.—Measurement Books.

269. For work done otherwise than on a lump sum contract, and for
supplies made by a contractor, a Measurement Book should be kept in
such form and in accordance with such methods as may be prescribed by
Government after consultation with the Accouniant General.

UIL.—Register of Works.

270. A detailed record of the expenditure relating (o each sanctioned
work should be kept in a register in Form F. A, 3,

D.—StoRrEs Accounts,

271. An account of stores such as building materials, small stores,
house fittings, etc., which may be held in stock for general purposes, as
distinct from materials purchased for specific works, should be kept in such

form as the Government may determine in consultation with the Accountant
General.

E.—CONTRACTORS’ AxD Di1sBURSERS’ LEDGERS,
272. Aled ger should be maintained by the Divisional Officer in Form
F. A. 4 for all accounts with disbursers and contractors, On the debtor
side should be entcred all Payments made to them and on the creditor side

the amounts of all bills passed to their credit and all sums repaid by them
in cash.

273. Oaly one account should be opened with each disburser, but in
the case of contractors a Separate account should be kept with each person
in respect of each work.

274. Each item entered in the Cash Book under ** Forest Advances
or ** Works Advancss ” should be posted at once in the ledger, and when
any work is acczpied as having been done by a contractor, or any account
supported by the necessary vouchers is accepted from a disburser, the
amount covered, by work done or expenditure incurred, should be set
off against the amount due from the contractor or disburser, as shown in
his account in the ledger. The ledger account should thus b: a running
account with each contractor and disburser from which the amount due by
him or from him can always be ascertained easi Iy.

275. ‘The account with each contractor and disburser should be-
balanced on the last day of each month in which any transaction take
place.

276. The pages in the ledger should be numbered counsecutively, and
there should be an index to the accounts it contains. Each new account
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opened should be assigned a number which will be appropriate to that
pirticular account uatil it is closed finally. The numbers should be
given to the accounts in the ledger in consecutive order as they are opened
and sl:lould run in a consecutive sequence until a new ledger volume is
opened.

F—CLOSING OF THE ACCOUNTS OF THE YEAR.

277. The financial year terminates on 3]st March and actual tran-
sactions taking place after that date should on no account be treated as
pertaining to that year. In order, however, that as many of the unadjusted
outstandings of the year as possible should be cleared, and that errors in
accounts coming to notice after the 31st of March should be rectified, if
possible, within the account$ of the year, the account books prescribed
above should be kept open, after the closing of the accounts for March,
for the inclusion of transfer entries relating to rectification of errors and
for settlement of outstandings. These accounts should be closed on the
20th of May or on such date as may be prescribed by the Accountant
General, (See Article 294.)

G.—CORRECTION OF ERRORS.

278. If an item in the Forest accounts which properly belongs to
one head is classified wrongly under another head, the error should be
corrected in the following manner ‘—

(a) If the error is discovered before the close of the month’s
accounts, the necessary correction should be made in the
original entries before the accounts are closed. The mistake
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 correc-
tion and invariably date his initials.

(b) If the error is discovclrcd after the close of the month’s

accounts, but before the accounts for March supplementary
are closed, the carrection should take the form of a fresh
entry in the current Cash Book. (Article 277).

Note 1.—Errors affecting only revemie or expenditure (service) heads, where the
amounts involved do not exceed Rs. 10, need no formal correction.

Note 2.—If the error affects ¢1'e or morc heads cn each side of the Cash Bock, the
correcting entry should be made on both sides in the manner ingicated in Article 260
but if it affects only receipt or expenditure hezds on one side of the Cesh Ecck. the
entry should be made on the one side affected, the amount (Plus or minus) pertaining
to each head being specified in ‘he colvmn headed “Particulars”, and the colvmn
““Receipts” or “'Disburscmems" as the case may be, being left blank. At the
same time, 2 suitable remark should be made in red ink against the original
incorrect entries in all accounts, the reference to the correcting entry being quoted.
an
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NoTe 3.—No correcting entry should be made unless supported by the orders of
Divisional Forest Officer obtained on a Transfer Entry Memorandum in the form

gshlow —

. Debits. Credits.
Particulars of the original

transaction, with —_—
reasons for the proposed

adjustment. Head of Head of
Account, Amount, Account, Amount,
)
Rs a p Rs. a. |p
Passed.

Divisinnal Forest Officer,

(c) If the error is discovered after the accounts for March supple-
mentﬂ.r{ have been closed and despatched to the Aecountant
Genera (Article 294), it should be reported by letter to the Ac-
countant General who will deal with it in accordance with the
rules in Volume IV and advise to the Forest Officer the correc-
tions (if any) which he should make in his accounts.

(d) In all cases in which a formal correction is not permissible, a
suitaet:ilc note (in red ink) should be made in all the accounts con-
cerned. :

H.—Sussmiary AccounTs orF CoMMERCIAL UNDERTAKINGS.

279. If the actitvities of any individual Forest Unit or of any self-
contained exploitation scheme like a Saw-mill or a Forest Railway, are such
as to require the maintenance of subsidiary accounts on a commercial
basis, the form ef accounts to be kept may be settled hy Government after
<onsultation with the Accountant General.
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CHAPTER VIL.—ACCOUNTS RETURNS RENDERED BY FOREST
DEPARTMENT OFFICERS.

A —GENERAL.

280. The directions contained in this Chapter shall apply primarily
to accounts of Divisional Officers. They shall also apply mutatis
mutgndis to accounts of Conservators and other Forest Officers who draw
funds agﬂinst their own drawing accounts and render scparsteuecounts
‘?.,2“’ ’Accountant General in  respect of transactions Ppassing through
¢ ; .

B.—INCORPORATION OF SUBORDINATES' ACCOUNTS.

281. Before closing the accounts of a month the Divisional Officer
should satisfy himself that the accounts of his subordinate officers for
the month have been examined and incorporated trul and accurately
in his own accounts. For this purpose, the accounts o the latter should
reach the office of compilation in time for the prepmtio‘n and submission
of the accounts returps on the due date (see Article 288). If the¥ do not
arrive in time to be so incorporated, they should be taken in the ollowing
month’s accounts but such an occurrence should be avoided as far as possi-
ble. In the case of accounts for March, however, the Divisional Officer
must keep open his accounts until receipt of all the subordinates’ accounts
in order that all receipts and payments of the official year may, as far as
possible, be brought into the accounts of the year (see also Article 277).

C.—COMPILATION OF MONTHLY ACCOUNTS.
1.—Cash Account.

282. The Monthly Cash Account should be prepared in Form

F. A. 1. Itshould show in respect of the following items merely the totals

f;r tﬁe month and all other items of receipt or charge should be entered in
etail :— y

(a) Debtor side—(1) Cheques drawn; (2) Recoveries of advances

from contractors and disbursers; (3) Revenue received and

credited in the Cash Book under X .—Forest; (4) Recoveries
made by deduction from pay bills on account of service and
other Funds, provided the bills are accompanied by schedules
showing the full rticulars ‘of each recovery; (5) Refund of
Forest Revgnue taken by deduction from Revenue; (6) Receipts
and recoveries creditable to the Central Government: (D Re-
ceipts and recoveries creditable to other Provinces.

(b) Creditor side—(1) Remittances to treasuries; (2) Advances
made to contractors and disbursers; (3) Expenditure debited
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in the Cash Book to 10.—Forest; (4) Expenditure debited in the
Cash Book to 65.—Capital Outlay on Forests; (5) Receipts and
Recoveries to be deducted from capital outlay; (6) Payments
debitable to the Central Government - and (7) Payments debi-
table to other Provinces.

I.—C'lassified Abstracts of Revenue and E cpenditure.

283. A classified abstract of revenue and expenditure should be
prepared in Form F. A. 5, the expenditure debited to the head * 65—
Capital Outlay on Forests being shown separately from that debited
to 10.—Forests. All items of revenue and expenditure recorded in the

.

IV.-—Scheadles of Transactions with other Governmenis.

285. A schedule should be Prepared in Form F. A, 7 separutely for
receipts and payments in v hich allitems of receipts and pdyments ori-
ginating in the division on behall cf other Gavernments (vide Article 243)
should be detailed by cach Government,

V.o~ 1bstualts of Contractors’ and D:‘sburser.s’Lm{geu.

286. An ubstract of the Contractors’ and Disbursers’ Ledger should
be prepared monthly in Form F. A. 8 In this Abstract should be
shown 1n consecutive order first, the contractors’ accounts and then the
disbursers’ accounfs. The columns should be totalled separately for
contractors’ and disbursers’ accounts and grand tofals of all accounts
should be given at the foot of the Abstract,

287. The Abstract for Mareh in cach year should be accompanied
by a brief statement explaining the circumstances in which each item
outstanding for more than twelve months remains unadjusted, and the
steps which have been taken vvith a view 1o its carly clearance.

D.—Suemission To ACCOUNTANT GENERAL.

288. A copy of ihe Mouiialy Register of Cheques Drawn (Article 267)
should be submitted to the Accountant General on the last day of each
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month, and the other accounts mentioned below should l;_submitted on
or before the 5th of the month following that to which they reiate (—

(1) Monthly Cash Account oA e V% Vide Article 282
(2) Classified Abstract of Revenuz and Expenditurc o ad o 283
(3) Schedule of Remittances to Treasuries - ¥ . B4
(4) Schedules of Transactions with other Governments .. - B
(5) Abstract of Contractors’ and Disburscrs’ Ledgers

(in original) w 45 = G . 286

These should be accompanied by all vouchers other than those which
may be destroyed after payment (Article 290) and by the Consolidated
Treasury Receipts. The entry in the accounts in respect of the payment
made on Muster Rolls should be sup rted by a voucher setting forth the
brief particulars of work done by the abourers and containing a certificate
of the disbursing officer to the effect that the labourers were employed ac-
tually on the work and paid on Muster Rolls.

289, A certificate signed by the Divisional Officer should be attached
to the Monthly Cash Account to the following effect :—

. (1) that the lump sums shown agree with the détails in the Cash
Book and a with the subsidiary returns after making
allowance for :—

(i) cash recoveries of service payments noted in the Cash Book
but not shown in the Cash Account as separate items,

(ii) refunds of forest revenue noted in the Cash Book but taken
by deduction from revenue in the Cash Account, and

(iii) receipts and recoveries on Capital Account noted in the
Cash Book but deducted from expenditure under the head
++ 65.—Capital Outlay on Forests” in the Cash Account, and

(2) that the account balance agrees with the actual cash balance.

290. A certificate in the following form signed by the Divisional
Officer, should be attached to each Classified Abstract of Expenditure :—

*  certify that (so far as T have been able to ascertain by an
cxamination of the accounts and vouchers and by personal inspection
of the works carried out which I have been able to visit) the
expanditure entered in this account could * not, with due regard to
the iaterests of the Government service, be avoided. I certify that,
t0 ihe bast of my knowledge and belief, the paymenis included in
this account have bzen duly made to the parties entitled to receive
them. All vouchers for payments of salaries and travelling
allowances and of refunds antd advances, vouchers for all other
payments above Rs. 25 in amount, and vouchers for all items
adjusted by book transfer with other Governments, departments,
etc., are attached to the account. I have, so far as possible, obtained
vouchers for other sums, and am personally responsible that they have
been so destroyed that they cannot be used again ™.

v-10-10
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291. When stores are purchascd it should also be certified that : —

(1) all the articles detailed in the vouchers attached to the account
and in those retained by the Drawing Officer have been duly
rccgived in good order and accounted for inthe Stock Register;
an

(it) the quantitizs noted in the vouchers are correct, the 3uality is
good, the rates paid are not in excess of the accepted and the
market rates and that suitable notes of payment have been recor-
ded against the indents and invoices concerned to prevent double
payment.

292. For special reasons the Divisional Officer may authorise a few
days’ delay in the submission of the accounts, but if they are not despatched
on or before the 10th of the following month the reason for delay must be
intimated invariably on that date.

293. As regards the accounts for March the schedules of transactions
with other Governments (Article 285) should invariably be despatched so as
to reach the Accouniant Generul not later than the 7th of Aptil of the
sus>2cding year and all correcting entries affecting those schedules should be
inti:;m:cd to the Accountant General so as to reach him by the 12th April
it the latest.

294. 1n addition to the ordinary accounts for March, a supplementary
account for thai month, in the form of the Cash Account (Form F. A. 1)
with the necessary accompaniments, comprising the transactions included
in the supplementary account books (Article 277) should be submitted to
the Accountant General so as to reach him by the Ist June, or such other
date as may be prescribed by niin.

295. When the Divisional Officer signs the accounts while on tour
and cannot give the required certificates (Articles 289 to 291) these should
be furnished separately when he returns to headquarters. Similarly
when owing to the absence of the Divisional Officer the monthly accounts
have been signed and despatched by his Head Clerk or other official autho-
rised by Government in this behalf, the Divisional Officer should on his
return to headquarters, examine the ac-ounts and submit to the Accountant
(gyell:lei;al a report of such examinaiic: in such form as may be prescribed

296. In addition 1o the uaccounts prescribed above, such other
accounts of revenue due and outstanding and of timber and other
transaction should be submitted to the Accountant General as he may
from time to time require.

297. The monthly Abstracts of tize Contractors’ and Disbursers’
Ledger may be submitted to the Accountant General through the
Conservator or other superior offices, ii' 1o desired by Government, to
ensure the control of tiz latter over the adjustment of the outstanding

,» but that officer should, within ten days of receipt of the
Abstracts in his office, pass them on o (he Accountant General.
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LIST OF FORMS

Description of Forms.

Serial Nos. of
Form
P.W.A. Forms.
P. W. A. 1 | Cash Book.
o 2 | Cash Balance Report.
i 3 1 Imprest Cash Account.
i 4 ! Register of Stock Receipts; Issucs.
= 5 | Abstract of Stock Receipts.
i 6 | Abstract of Stock Issues.
< 7 | Transfer Entry Order.
J 8 | Transfer Entry Book.
= 9 | Register of Revenue Realised.
i 10 | Works Abstract—A.
- 11 | Works Abstract—B.
4 12 | Register of Works—A.
o 13 | Register of Works—B.
" 14 | Contractors’ Ledger.
- 15 | Outturn Statement of Manufacture.
0 16 | Register of Manufacture.
" 17 | Suspense/Deposit Register.
s 18 | Schedule of London Stores.
£ 19 | Advice of Transfer Debit Credit.
.. 20 | Acceptance of Transfer Debit/Credit.
is 21
" 22
= 23 | Abstract Book.
i 24 | Schedule Docket.
o 25 | Schedule Docket for Percentage Recoveries.
% 26 | Schedule of Monthly Settlement with Treasuries.
- 27 | Schedule of Works Expenditure.
e 28 | Schedule of Debits to Stock.
5 29 | Stock Account,
- 30 | Schedule of Purchases.
o 11 | Schedule of Purchases (Alternative Form).
“ 32 | Schedule of Miscellaneous P. W. Advances.
s 13 | Schedule of Deposit Works.
- 14 | Schedule of Deposits.
2 15 | Schedule of Deposits (Alternative Form).
36

Schedule of Takavi Works.

4a
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Serial Nos. of

Description of Forms.

Forms,
P.W. A. Forms,
P.W. A 37 | Schedule of Debiis/Credits to ** Adjusting Account between Ceniral
and Provincial Governments.
e 38 | Schedule of Debits/Credits to ** Inter-Provincial Suspense Account ™
o 39 | Schedule of Debits/Credits to Remittances.
i 40 | Schedule of Debits/Credits to Miscellaneous Heads of Account.
P 41 | Classified Abstract of Expenditure.
- 42 | Monthly Account.
— 43 | Extract rom Contractors’” Ledger.
% 44 | List of Accounts Submitted to Accountant General.
. 45 | Divisional Officer’s Report of Scrutiny of Accounts.
- 46 | Annual Certificates of Balances.
i’ 47
F. A. Forms.
F. A 1 | Cash Book/Cash Account.
i 2 | Register of Cheques Drawn.
" 3 | Register of Works.
8 4 | Contractors, and Disbursers’ Ledger.
P 5 | Classified Abstract of Revenue and Expenditure.
= 6 | Schedule of Remiiiances to Treasuries.
o 7 | Schedule of Reccipts/Paymcents on behalf of other Governments,
8 | Abstract of Entries in the Contractors’ and Disbursers' Ledger.
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FORMP. W. A, I.
(See Chap. III, Article 80.)
Casy Book.

Notes to be printed on the fiy-leaf of the Cash Book.

1. The Cash Book contains two money columns, beaded (1) *Cash™ and
(2) “ Bank or Treasury ", on the payment side to distinguish payments made by
cheques from those macle 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 * Bunk or Treasury "’ columns Nos. 10 and 11, and the amount only on the receipt
side as ~ Cash from Treasury " in the single ** Cash "’ colummn No. 4. The amount of a
cancelled cheque should be shown by a special write-back entry, as a minus figure on the
payment side in the ** Rank or Treasury ™ column, but the fact of a new cheque having
been issued in licu of a time-expired or lost cheque should be entered on the date of issue
in red ink in column No. 8, only and not in the columns for ** Payments ", a counler
reference being given in both cases against the original entry in the Cash Book,

2. Every enlry should be concise. The date, 1he number of voucher il any, the
name of the work, and such a brief narration as will indicate unmistakably the nature of
the fransaction must be entered against each item. The amount Jebitable or creditable
to each separate work, head of account, or contractor or other person should be entered
separately, and the amounts to be posied by the divisional office into the Abstract Book
or Schedules of account under each prescribed head of account should be broughd out
distinctly opposite the entries in columns 5 and 12, headed ™ Classification ol Receipts ™
and * Classification of Charges . No veceipt or pavment uther than that of * Cash ”
as defined in Article 9 (4) should be entered in the Cash Book. A deduction made at
the time of payment, creditable (o a work or head of account other than that to which
the IE.B):L“IEM jtself is debitable, should, however, be entered on the receipt side of the
Cas :

3, Transactions should be recorded at the time and on the date on which they
actually occur and strictly in the order of oceurrence.  If, however, owing 10 the absence
of the disbursing officer on tour 4 cheque issued by him, whilst in camp, Is entered in the
Cash Book maintained at his headquariers un a subsequent date, the actual date of issue
of the cheque should be noted in the Cash Book as the demominator of a fraction the
numerator of which should be the date on which the transaction is incorporated in the
book. A similar procedure should be observed when the double transaction relating to
the realisation of miscellaneous cash receipts by a subordinate and their payment directly
into treasury is incorporaled in the Cush Book of the superior disbursing officer on re-
ceipt of the receipted chalan of the treasury from the subordinate.

4. Acknowledgments-of payments should be numbered in a separate series for each
month and the serial number of each voucher should be entered in the Cash Book as soon
as the payment transaction is entered in it

5. When an imprest is first given the fact should be noted in red ink, in the Cash
Book of the disbursing officer giving it, in the column ** To whom paid ; but the amount
should not be entered as an actual payment, as it will still form a portion of the cash book
balance of the disbursing officer making the advance. If, however, a cheque is drawn,
its amount should be shown on both sides of the Cash Book, vide note 1. Any subsequent
increases or decreases in the amount should be noted similarly, the increases on the pay-
ment side and the decreases on the receipt side.

6. In posting transactions from imprest accounts the r:co?:lnu d.lsbnrsi.nﬁﬁecr
should enter in his Cash Book only the total for each work or head of account as brought
out in the nl:amtc!, which should be prepared in his own office, on the reverse of the im-
prest account.
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7. All payments should be debited at once to the work or service on account of
which they are made. Money advanced to a subordinate for disbursement 10 labourers,
cic., at a distance should be noted in the Cash Book in red ink as a temporary advance,
in the manner followed when regular imprests are first made; and when the subordinate
returns the duly certified muster rolls, etc., with the unpaid wages, if any, the amounts
actually paid should be debited to the works or services concerned, the amount unpaid
being returned into the cash balance. A similar procedure should be observed when the
disbursing officer removes cash from his chest and takes it with him on (our for disburse-
ment.

8. When an advance on transfer is made to a Government servant from the cash
in the hands of the disbursing officer pending recoupmen: when the bill is encashed subse-
quently, the amount thus advanced should not be entered s a final transaction in the Cash
Book but recorded as a temporary advance so that the amount may contipue to form
part of the cash balance for which the disbursing officer is responsible.

9. The cash balances at end of the month should be detailed thus in a note at foot
of the Cash Book :—

Rs. A, P.

Cash in chest e b o ¥ e &% 79 35
Imprest with Mr, R. Johnson .s ve 0o .. 100 0 0O
Imprest with Mr, Abdul Raheem v s is .« 50 0 0
Total cash balance as above .. ws T 9 %

Rupees one hundred and fifty-seven nine annas and five pies.

10. If the disbursing officer draws on more than one district or sub-treasury, the
total amount of cheques drawn during the month on each (excluding the amount of can-
celled cheques), should be recorded in another note ait foot of the Cash Book.

I1. Cash Books should have their pages machine-numbered. As far as possible,
no lines should be left blank, but if any space on a page of the Cash Book has to be left
blank owing to the whole of the other page of the same folio being written up completely,
a diagonal line should be drawn to cancel the blank space, so that it may not be possible
to make mmubuqumt 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 between, entries already made, such
additions should be attesied invariably by the dated initials of the disbursing ofticer.
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FORM P. W. A, 2.
(See Chap. III, Article 82)
CASH BALANCE REPORT

Part I.—State 1ent of the actual balance of Cash in the hands of
on the day of 19 s and of
standing imprests and temporary advances with subordinates.

Amount, Remarks and explanation

Description. No. |

| of large balances, etc.
!

!

3 4

Cheques received in favour of self,
but not cashed S Hh |

Bank drafis not cashcd

Notes* ik i *As detailed below :(—

Sovereigns Ve i =

Ruy 55 e

Half-rupees .. =

Quartcr-mpoes o

Two-anna pwocs

One-anna pieces

Double pice

Single pice

Pie pieces

Revenue Sramps

*+Total Cash in chest .. **(In wordy)———
Add—amount of Imprests and i
Advances shown below i

Graind total balance as per Cash l
Book iis i i

Part Il.—Statement® of standing imprests and temporary advances with subordi-

nates on the day of 19 .
::Explarmlion when an imprest ex-
Amount of ceeds the prescribed um of
Namé and designation Imprest or Tem- | Rs. 1 or any other limit
of subordinate. porary Advance, pmcri'bed by Government and
authority for raising or reducing
i the imprest.
1 2 3
Rs. la. | p
Total az ¥ ! l
*Standing imprests and temporary advances should be detailed separately.
(Signature)
Dated the 19 i

(Rank)
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FORM P. W. A. 3
(See Chap, III, Articles 86 and 88.)

ImPREST CASH ACCOUNT.

Nj.wmmmuupmdhmmm:mmumm
Notes to be printed on the fly-leaf.

1. Government servants entrusted with fixed imprests or temporary advances
should maintain and render accounts of their disbursements therefrom in this form.

2. The round sum with which an Imprest cash account is opened, should be
entered at once in red ink in column 5, ** Total . The date and manner of the remit-
tance, and, if recouped by cheque, the cheque and cheque book number should also be
entered, column 3 being utilised for the latter purpose. The disbursements from this im-
prest should be entered daily as they are made, clearly and in full detail; and from time 10
time as the imprest-holder finds it necessary, as also a few days before the due date for
the monthly closing of the Cash Book of the disbursing officer from whom the imprest
is held, the account should be closed and balanced, the right-hand half-page being cut
off and sent to the disbursing officer, the counterfoil being retained by the imprest-holder.
The account should be supported by a voucher in proper form, for each payment, num-
bered and attached to the account so as to correspond with the order of the entries in
column 2, * Voucher No.". The sums received, from time to time, in recoupment of
the imprest should be entered in column 5 in red ink in the same way as the fixed amount
with which the account was first opened.

3. The account should contain no entries of receipts other than the opening entry
of the fixed imprest and the subsequent recoupments of expenditure, nor any entries of
expenditure other than those paid directly by the imprest-holder himself from the amount
of his imprest.

4. Money received by imprest-holders on behalf of Government is oot to be mixed
up with their imprest cash, or brought into the imprest cash book, but should be disposed
ofinthnmmrprmﬁhedinthemlcvant treasury rules.

§. To facilitate the abstracting of charges by the recouping disbursing officer, the
imprest-ho’der must enter invariably in column 3, along with other particulars of payment,
meumeofthgworlt.m..lowhjchuchpaymtisd:biublemddwthenmohm
contractor or other person, if any, from whom the amount paid is recoverable. Column
Gisintcndﬂiforthcmdofmllowhiuhud! paymmtrdammdshouldbeld\
hlmklryl.hcimprwmoldﬁ."medmemdmw ol'rwnupmeni.md.ifmoupedby
cheque, the cheque and cheque book number should be entered by the recouping disbur-
.m.oﬁarmwmimpmtmmdjapowdofbyhim,nhoamtco{mudm
or withdrawal when such occur. Whmmemmthwedinhhmmh
Book, it should be numbered to correspond with the voucher number quoted in the Cash
noat,muwbemdilymﬁom it.

6. TMWMMMWhrhﬁfmw the acceunts
dmdmmquu&smm-mmwwm
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FORM P. W. A. 3, e
(See Chap. 1II, Articles 86 .ind 88.) ‘“3"‘&“
IMPREST CASH ACCOUNT o o
P o
Imprest Cash Account of &t
i'-
! ‘I i.r-
Month | Youcher | " | Awmiveasat | | Head of i
and date. ! No. Transactions. I each ’ Total. account. 3
' [ payment. i
| H i f '\ﬁ‘
! i, 2 3 | 4 1 5 6 :

e

Taka. Paisa.| Taka. 'Paisa.

-

¥
' b
.
R R
| RN

.
F)

ol b
g

|

ot
S

Abstract of Charges.

Names of | ! I

Tk, Ih Tk. |Ps. Tk. | Ps. [Tk. | Ps. [Tk. | Ps, Tk, | Ps. [Tk, | Ps.
i | |

| ‘ ' ] ] i

Lo

2 1 !
5

(-9
ToTtAaL [ ' I l : | I

N.B.—This abstract should be printed at the back of each form and filled in by the '
Sub divisional Officer when the imprest-holder receives funds from him and in other cases

by the divisional office.
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Naos. 5-6] FORMS

INSTRUCTIONS FOR FILLINGS IN FORM P. W. A. 5 anD P. W. A, 6,

[.—For Sub-divisional O ffices.

1. The several transactions of the month need not be entered severally in the
Abstracts, It is sufficient to show, as a single transaction, the total receipts from each
source or the total issues to each account or work. The quantities received (or issued)
in each transaction should be noted in the lower part of the Abstracts, against the entry
of the transaction, in separate columns for each distinct article of Stock, these columns
being so written up as the articles by the prescribed heads of Stock are grouped together.
After all transactions of the month have been posted, the total receipts (or issues) of each
article should be computed and noted in the column headed * Quantities " in the upper
part of the forms.

2. In column 1 of the Abstracts, those receipts and issues of the month, which
represent transactions the value of which is brought to account in the same month through
the Cash Book or transfer entries, should be separated from transactions not so brought
to account within the month. See Article 207,

3. Care should be taken to reconcile all wransfers of stock between subordinates
of the same sub-division, and reconciled transactions connected with such transfers
within the sub-division should not appear in the Abstracts of the sub-division.

[I.—For Divisional O ffices.

4. The lower part of each Abstract should be taken up first. In this part quantities
of the several articles received or issued in connection with each transaction have already
been entered separately in the columns provided for this purpose (vide Instruction No. 1).
These quantities should now be valued by recording the amount of each just below it,
and the total value of each transaction should be shown in the first mohey column (third
column of Form P. W. A. 5 or sub-column 1 of the secona wvlumn of Form P. W. A. 6,
as the case may be). In Form P. W. A, 6, storage charges should be calculated on the
book values entered in sub-column 1 and shown in sub-column 2 and a total of these
should be entered in the last sub-column of the second column against each transaction.
Total should then be struck in the next money column, * Total ™', separately for each
head of account. The upper part of the form should be valued next. The total of the
values entered against each article in the lower part should be shown in the column
beaded * Amount (separately for each article) " against that article, it being seen further,
in the case of issues, that this total is equal to the rate for the article muitiplied by the
total quantity. Finally, the entries in the last money column should be totalled up, both
for each sub-headed of Stock and for the whole Abstract. In Form P. W. A. 6, the total
of the sub-column 2 of the second column in the iower part should be shown against the
line “ Total—Storage ” in the upper part and grand total struck in that part. The grand
&?1& d agree with the total of the second money column “ Total " in the lower part

5. Receipts should be valued on the basis of the prices paid of payable as per bills
or othsr glaims : extra charges, when paid or adjusted,.should be posted as separate itams
without quantities. Issues should be valued at the Issue Rates fixed for the purpose by
cgmpetent autbority.

6. All eatries made in the divisional office should be ig #d igk to distinguish them
Fam those made in the sub-divisional office.
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No. 6] PORMS
Division FORM
Sub~Division See Chap. IIT
Month 19 ABSTRACT OF
B e~ -
3 ]
o
3583 -
S8ss 3
a=3 S
5343 0
E§:§ g
5,& S 3
]
*On what a
account 2 —
issued. = §
8
Value of materials expended upon each item_ g 3 .'g'
528
£t
-a; w
Book value. | Stcrage Total |TotalL 7S &
charges. T
S8
&=
Teka. | Ps.| Taka.. |Ps. | Taka. |Ps. Taka. | Ps
|
Granp Torart .
B e e s

ey B
t0 account the

te of receipt of cash or No. of transfer entry,
Cash Book or the Transfer Entry Bo

1These totals should agree,

in respect of items brought
ok. vide Instructicn No. 2?
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FORMS

P. W.A.6.

Acrticle 97.)
Stock IsSUES.
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**The fi

re 10 be entered here will be the total of the sub-column *“Storage Charges™

dc

clumn.

of the secon

Sub-Divisionat Officer.

Dated initials of Divisional Accountant.

19

Dated the
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No. 10) FORMS.
FORM P. W. A. 10—concld.
Detail of Contractors® Closing Balances.
REFERENCE TO
LAST RUNNING CLOSING BALANCE,
Acmum_ BILL. . . - )
Name of Vou- o!‘non-
Contractor. cher Advance | Secured Other adjustment.
No. Date [payments, transactions.
' Rs Rs. | Rs.|a |p.
ina .. i 42 | 11-349 500 % —480 ) 0| 0
Abdul Ghani .. | 27 |184-49 300 & —891 | 0| 0
LS
Total .. 800 e =t [ 0 ‘ ) l'
The closing balance under the Suspense head * Labourers ” as arrived at within has

compared with the connected record of unpaid wages for this work and found correct,
The work is still in progress.t

D. S.,—28-4-49.
(Dated initials of Sub-divisional Officer.)
*As a rule, reasons for delay should be recorded if an item is not cleared within three

1 If the work was completed during the month, the fact should be stated with an
explanation of the steps taken to close the accounts of the work.

Certificate by Divisional Accountant.
1 bavo compared peonaily i iy ok ofress have been checked under my supervision,
" z " "
mmCoﬂrwom'udggrandfmmdtbnmcom s
" H. R.,—5-5-49.
(Dated initials of Divisional Accountant.)

Remarks by Divisional Officer.
(The Divisional Officer should note here whether he has examined the counted
materials or checked measurements and

: make any other remarks in respect of execu-
tion of the work or of the state of account as he may consider necessary.)

(Dated initials of Divisional Officer.)
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PORMS. [Neo. 11

(To be used when outlay is
not recorded by sub-heads.)

FORM P. W. A. 1L
(See Chuap. III, Article 133.)
WORKS AESTRACT B.

Name of work—Additions and Alterations to Gancral Post Office, Lahore.
Authority—S. E. No. 2341, dated 14th Junc 1948 Moath—March, 1949.

FROM WHAT SOURCE
POSTED. SURPENSE ACCOUNTS,
Cash Contractors,
VE&'.:, Final charges, Total cost.
Briel or Labourers.
Particulars.  |Transfer Advance' Secured Other
Entry pay- Ad- transac~
Book meal:. | vances. tions.
Item No,
Rs. l' p Rl: Rs. Rs. |af p| Rs. nl p| Rs. al p
Estipate No, 15| .. . 49% |of 0
of 1948-49, ¥
Expenditure to end 1,521 |14} O 983 | 8 O —5| 0 o 2500 |6 0
oF February, 1949, I
Month's transac-
tions
Jotl, contractor 4 1,625 | 4 1,258 | 7| O] oer  Jeee]r 369 (13| 0
Jo:i, contractor - 52 232 | O, 150 100 =23|0 0 459 |0 0
Umrs, c-olie . 54 4| 0| 0 4100
Strres tran<ferred | T, E, —150 0'0!. e —15 |0l O
10 ~Constructing | No. 24
Clerk = Quarters
at Dhar'’.
(a)
Stock . . . 4 010 100 | 0| O o 104 0O O
Totalof Moath .| .. | L7 4H_n 50| 100 |—1a7. |7, 0  4[0/©0 786|130
Total to ead of | .. 3233 [ 2,0 150 wo| —194 15 o —1|ofo] 3287 |30
Marah, 1939. | !
Nete-—Pos/ made in the sub-divisional office sh "Beinbhcthkmdnllponﬁlpudmnwdm
mude i the office in red ink.

(s) Atditions! chsrges for materials lssued to contractors.

e



No. 11) FORMS.

FORM P. W. A. 1i—contd.
Reference to Measurementis.
(A reference to any recorded measurements should be entered here,)

DETAIL OF CONTRACTORS' CLOSING BALANCES.

REFERENCE TO LAST
RummanG Account CL0OSING BALANCE.
BiLe. Explana-
Name of Contractor. : i tion of
Voucher Date. |Advance 1Sccured non-adjust-
No. Pay- = Advan- | Other trans- ment.*
ments. ces. actions.
Rs. Rs. Rs. a. | p.
Joti " - 52 |25th March 150 100 (—194 [ 15 ©
1949,
ToraL 150 100 |—194 | 15| 0

The closing balance under the suspense head * labourers ® as arrived at within has
been compared with the connected record of unpaid wages of this work and found correct.”
The work is still in progress,t
K. S.,—5-4-49.
(Dated initials of Sub-Divisional Officer.)
*As a rule, reasons for delay should be recorded if an item is not cleared within three

t If the work was completed during the month, the fact should be stated with an
explmadonaflhestcpstlkenmdmmemunnnfﬁwwork.

Certificate by Divisional Accountant,

This abstract has been checked under my supervision. I ha compared personally
a]ltheﬂumhﬂn“Detaﬂomeu:tonP’me:ﬂm"v:imﬂn Contractors’
ELedger and found them carrect.

. G, L.,—9-4-49.

(Dated initials of Divisional Accountant.)

Remarks by Divisional Officer.
(The Divisional Qfficer should note here whether he has examined the wor counted
mmhhnrnbwtedmmmmmuandmakemothermwhinmmnf execu-
&mdﬁsmmknﬂnmdmuhemmmmum.)

. (Dated initials of Divisional Officer.)
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FORMS. [Nos. 12-13

INSTRUCTIONS FOR FILLING TN Forms P. W. A, 12 axp P. W, A, 13,

1. The Register of Works is not a classified account of works; for facility of
veference it should be supplied with an index which should be sub-divided under the pres-
cribed heads of account classification.

5. The sanctioned amount of estimate should be entered in respect of each
work. When supplementary estimates are sanctioned, the additional amounts sanctioned
should be eatered below the corresponding amounts of the original estimate and both
totalled. But when a revised estimate is sanctioned, the folio 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 or which the original
estimate is to be found should be entered thereon. '

Note.—In the case of Works which are assessable to percentage recoveries on
account of establishment, tools and plant, etc., the amount of the estimate and allotment
for the work should be divided rateably into two parts, one representing the share avai-
lable for works expenditure and the other, the total amount for establishment, tools and
plant and audit and accounts charges, if any, recoverable under the rules of Government.

3. In the case of works for which specific allotments are sanctioned individually,
the amount of allotment 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.

Note—In the case of Local Loan Works the limit of funds set aside by Govern-
ment (to be ascertained from the Accountant General) for expenditure on a work during
the year should be treated as the allotment for the work.

4. The blank vertical columns in Form P. W. A. 12 should be utilised for the final
sub-heads of the estimate and for as many of the susi)ense heads as may be operated upon,
but the sub-columns for * quantity ™ and the horizontal columns for * rate of cost ™
should be left blank in respect of sub-heads for which there are no guantities in Works
Abstracts.

5. In Form P, W. A. 13, the final charges on works should be posted in the column
 Total value of work done ™ and the single column * Suspense Account ™ should emtrace
the transactions under all the suspense accounts.
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No. 12] FORMS.
FORM
See Chap. I1I,
REGISTER OF
Narne of work—Constructmg Clerks’ Quarters at Jhelum. Authority—
Folio No. 2
"PACCA MASONRY. |ARCH MASONRY. (a) DOORS AND
WINDOWS,
MONTHS, ETC. ()] ) (&)]
Q!"“_" Amount. ?i':;"" Amouant. qa::“_' Amount.
Rs. a.p. Rs. a. p, i Rs. a.p,
Estimate No. 40 of 1947-1948, | 81,150 | 6492 0 o0 | 9,100 819 0 o 1,69 | 2113 0 0
Rate of cost W 8 00 929 00 1 40
Expenditure of previous year| 50,000 | 3,750 0 0 | 4,500 405 0 0| 1,200 1,50 0 ©
!m-glﬂ fr.u-nard ur nny)
April, 1948 10,000 750 0 0 i 250 32 8 O
Total 60,00 | 4500 0 0 | 4,500 405 0 o| 1,450| 1,812 8 ©
Rate of cost 7 88 9 0 0 1 40
M o 15000 | 1,125 o 0 | 4300 378 0 o 230 32 8 0
Total | 75000 | 5625 0 0 | 8700 783 0 0| 1,700| 2125 0 ©
Rale of cost . 780 9 0 0 4 0
1 RS G 6,150 461 4 0 400 36 0 0 s
Total | 81,150 | 6086 4 0| 9100| 819 0 o| 1,700 2125 0 0
Rate of cost H 780 v 9 00 it 1 40
Total 81,150 | 6086 4 0| 9100| 89 0 0| 1,700| 2125 0 ©
Ratec of cost =3 789 . 2 0 0 b 1 4 0
Total 81,150 | 6086 4 0 | 9,100 819 : o 1,700 2025 0 O
Rate of cost 780 9 0 0 i % 4 0
September (Transfer entry oi* 19812 0 @ 2548 0 0 :
cost of materials as per Part
IV of form 18).
Total Inclusive cast 81,150 [ 25898 4 0 | 9,000 3367 0 0| 1,700 2,125 0 0
ve Rate of cost 3115 0 37 0 0 140
Work co mpleted in Sept
October . i H [W. T. JOHN.—
T L
Rate of cost . Dfa‘lfdﬂﬁ' g
Nowember . H_{,.-j—ltl.
] l.metT
Deccmber . o
T ’
Rate of cost .
Jammary, 1939, . .
Ra d‘r z E
Febrary . oy o
Total »
of :
Masch . 'Zm - ;
R no? p
L] cost .
Sﬂm tar; Account .
I.nbnrun ry _|

(97 Under Divisiona) Qeer’s orders this sub-head was mog
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FORMS. [No. 12
P. W.A. 12
Article 141)
WORKS A.
Secrctary's No. 1447-W., dated 16-8-47  Allotment for the year—Rs.
! SUSPENSE.
SUB-HEAD COST- = .
ING LESS l'élAN- l MATE- | ADVANCE OTHER Dml:.)idvl:ii;hmlh of
Re. L OND ). CONTINGENCIES, NIALS |PAYMENTS| RADuse | 7o € | Officer against
(@) * - | transactions o
1 the month.
Quan- Amoust |[Quan-| Amount Amount Amoust Amount
tity tity. 7 |
Rs, a.p. Rs. a.p.| Rs. a. p. | Rs. 2P I Re. a. P. | Ra a.p. |
31900 0 21360 00| 38 00 49,560 00
1350 00.| - 480 00 |28,935 00| 1,200 00 —1,223 0 0 36,397 00 :
420 00 s 00| 5146 00| —400 00| —148 00| 6,085 80 | W, T.J,—10-5.
1,770 0 0 %85 00 | 34081 00| 800 00 |—1,371 0 0| 42,452 80
22780 12700 | 1764 80| —20000 |— 2340 0| 3,680 80 |W.T.J,—56
2291 80 497 00 |35845 80| 600 00 |—1,60500] 45163 00
46540 20700| 237780 |—60000 | 160500 22800 | W. T.L—11-7.
2,75712 0 517 0036083 00 48,388 00
s = —1299"8 0 i T | —1199"s 0 | W T.1,—58
| 275712 0 517 00 35683 80 47988 80
2 ot —390 00 = S —190 00 | W. T 7,—129.
2,75712 0 517 0035293 80 47,998 80
12,7010 0 23278 0 |—35,2938 0 e )
W. T.1.,—9-10.
15,458 12 0 749 80 47,598 8 0

wﬂmwmlﬂﬂhlm
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No. 13] FORMS.
FORMP. W. A. 13.
(See Chap, III, Article 141.)
REGISTER OF WoRKs .
Page No. 18.
Name of work and authority | Additions and alterations to General Post Office, Lahore.
S. E. No. 2341, dated 14-9-47
Estimate - Rs. 4,950
Allotment fer the year | Rs. 3,500.
Dated initials
of Divisional
Months, etc. Total value Suspense Total Officer against
of accounts charges. transactions
work dpnc. of the month.
Rs. la.lp| Rs. |a !p Rs, la, p.
Expndlluraofpumus |
ﬁ_ars l;roughl forward I|
April, 1948 z [
Total . |
May .. - N |
Total .
June .. e 2
Total | .
July .. -
Total
Total '
Septemiber - , ,
Total . {
October i - 1,093 l4| 0 —109 | 6/ 0 984 | 8 . R. K.,—8-11.
Total . 1,093 114 of —109 |6 984 |8
November % P 10 0[ 256 |12 266 (12 . R.K.,—7-12.
Total . 1,103 (14! 147 | 6 1,251 | 4
December - . 18 o[ —5 | 0] 0 13 | 0 OJD. R. K.,—9-1.
Total . 1121 4l of 142 e[ of 1,264 | 4
January, 1939 . ” 390 D[ 0 679 | 2/ 0f 1,069 | 2 . R.K.,—10-2,
Total . 1,511 (14 821 18/ 0] 23336
February N ) 100 157 | o oﬁ 167 | o] ofp. R. K.,—8.3,
Total 1,521 14/ 0] 978 [ 8 2,500 | 6 ;
March s - 1,711 | 4 —924 | 7 786 |13, of{D.R. K —10-4,
Total ., 3,233 | 54 1 o 3,287 | 3
Supplementary Account . o A L oo siwfaa
Total .. | 3233 ai 54 ! 1 ol 3,287 | 3 ol
G

Caubdmhmp%ornmmsawstar.

. L.,—20-4-42,
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FORMS.

Ne. 14]
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FORMS
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No. 18] FORMS.
FORM P. W. A. 5.
(See Chap. IM, Article 160.)
OUTTURN STATEMENT OF MANUEACTURE,
Name of Manufacture , Site S‘won__
Authority -+ Name of month '
AcTtUAL OUTTURN
*Estimated (QUANTITIES AND VALUES).
Outturn
Names of Articles | (Quantities REMARKS
manufactured. - and *Toend of | *During
Values). previous the *Total.
month. month.

“I'hev:lmslwuldbeenmedinredinkjusbdowlhcqmﬂﬁu.

19

Sub-divisional

Officer.
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FORMS. No. 16
FORM P. W. A. 16.
(See Chap. I1I, Article 161.)
REGISTER OF MANUFACTURE.
Name of manufacture . Site , Season
Authority
~OPERATION. :
Months, ctc. e T |
- - - pary - - - -
HERHE IR
ig! 8 |s8i €& |3! E g %
1o 1_11_:&_[0 < |9
Estimate No. 40 of 1948-194 l ‘Rx a.lp. | [Rslalp = (R alp.| |Rslalp
Brought forward from | N , (115 4 41 | \
previous yar. i ' ] { gt b
April, 1948 BPR Rt WINGR ST . S S = T o= MO o5 1IN0 S5 4
Total .. | H .l | {4 : ! ‘ i |
Rate .. !, ; * \ (I \ : i i
iy | Rl g L LD e
Total .. | o s S
Reo - BRUIERITEN
June - =8 S | i | f -1 i Ko
"rl'{otal o £l ‘ | Bl AR ‘ l \ \ \
ate o : A
July B Chat e ot \ blod
Total .. |{ R T i \ '
o Rate .. | h P § \ \ \ \ : \ 1 \ '. \
ugust b 9 o : i1 B {3

i e :__:_1 +T-T R

Total .. : 1 Iy I ! -
October Rva.tc | _..___:-__\___._ __" ||§ ; 1 ; l ) \l l_\ =l
WS arRaHIERIE
N IR IERLIERRE:
January 1948 ;gt:l o I'_ ‘- 1 \. ]['. ‘ll \: \ 1 i' lIII: \ ‘ \
e A gENERnaRinE
Chtgeert T LU
wmwmtl i._L‘_L_Ll SEENIE

=TT L R
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No.

FORMS.

16]

FORM P.W. A. 16—Contd.

» Folio

Appropriation for the year— Rs.
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FORMS.

No. 17)
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FORM P. W. A. 18.

(See Chap. 111, Article 167.)

ScreEDULE OF LONDON STORES,

FORMS.
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FORMS

No. 19]
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FORMS [No. 20

FORM P. W. A. 20.
(See Chap. III, Article 183.)
AccepTANCE oF TaAaxsFer Desrr fCREDIT.

No. . ,dated 19

To <

The undersigned has the honour to inform that the
amount advised in his Advice of Transfer Debit/Credit No. , dated ,
for Rupees has been adjusted in the accounts of this Division for

(*and that the supporting vouchers have becn received).
Particulars of transactions. Amount.
|
Rs. L a, D
Total

*Intcnded only for cases of Acceptances of Transfer Debits.

Divisional Accountant. Divisional Officer,
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Nos. 21-22] FORMS.

FORM P. W. A, 21.—Deleted.

FORM P. W. A. 22.—Deleted.
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FORMS, [No. 23

Notes to be printed oa the fly-leaf of the Abstract Book, Form P, W. A. 23.

1. The standard form is only a model. The pumber of vertical columns may be
varied according to requirements, the examples given being those suitable for an ordinary
division of the Civil Works branch in 8 Governor’s province. E

2. The book should be posted from the several Cash Books in respect of cash
transactions, from the Transfer Entry Book in respect of transfer entries, and from the
Abstracts of Stock Receipts and Issues in respect of stock transactions.

3. The amount of each cheque entered in a Cash Book should I:u'l':own on the
charges side under the head to which the payment relates, and the total amount of cheques
drawn should be shown as a single entry on the receipts side in the column for * P. W
Cheques " or * Other Remittances ', according as the treasuries on which the cheques
are drawn are within or outside the account circle in which the division itself is.

4. When the stock transactions are posted from the Abstracts of Stock Receipts
and Issues, debits (and credits) to Stock which represent credits (and debits) posted in
the Abstracts from the Cash Book and the Transfer Entry Book, and which are separately
shown in the Abstracts, vide Instruction No. 2 on Forms 5 and 6, should be excluded, as
these are posted in the Abstract Book direct from the Cash Books and the Transfer Entry
Book. In the vertical columns, headed * Stock ™', should be entered, on the receipts side,
the total of the stock issues (corracted as above) and on the charges side, the total of
the stok receipt (also corrected as above).

5. As the postings from cach Cash Book or other document are completed, it
should be seen that the total postings on the receipts side agree with those on the charges
side, and that, further, the totals of the columns headed ** Cash from Treasury ", agree
in respect of Cash Book,andthmeof:heoolmm.hudod“?nﬂu’cﬁthhnbﬂnu"-,
in respect of whole division, separately for Cash and Stock, uniess any Cash or Stesha
be in trapsit, see Articles 166 and 229,

6. Refunds of Revenue appear as charges in the initial accounts, and should thoro-
fore be posted on the charges side of the Abstract Book. As they are to to taken ulti-
mtdyinreducﬁonofmvmuemﬁpu.thcmurorthgmthshmuhmm
tomcmdpusidounﬁmmuieummeco!mto;memmw

7. Similarly, receipts which are to be taken in reduction of expeaditure on indivi-
dual works in promoroncmbns!mundtodsmdphm.r&ms!wm
should be posted as receipts in the first instance under appropriate headings, and ulti-
mately transferred to the charges side as minus entries in the columns for the heads under
which the charges to be reduced are classified.

8. Finally, it should be seen that the totals of the vertical columns agres with the
totals of the relevant schedules, registers, etc., or of the corresponding figures therein,
Differences should be traced and set right,

<
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Ne. 23]

FORMS .-

Receipts

FORM
(SesGhaps IV,
ABSTRAGT
Monthk

Sub-divisien,atc.

OCAaxX
—CWR
Works.,

1
SuspENSE ACCOUNTS. Establish~ J
ment—  Tools and
- “ Deduat. | Platke

Pur-
chases.

Miscel~ pepcend~ | Deduglerr-
Stock. | laneous London age re- Recover-

P. W. | Stores. | coveries™. ies.
Advances. | '

Divﬁcnff’gbu.
Total .
‘A’ sub-division
Total .
‘B’ syb-division ,
Total .
*C’ sub-division .
Total .
Transfer Fntries .
Totadl .

Stock.
A’ sub-divis .

Total .
‘B’ sub-division .
Total .
‘C” sub-division .
Total .

Total Cash,
Transfex En-
tries and
Stock.

Deduct—Refunds
of Revenue
transferred
from  Charges
side.

Nef

Reference to

Schedule, Regis-

ter, etc, Form
No.

Rsiza. p. |Rs»a. p.

Rs:a.p. |Re» a.p. Re.o.p. | Rs. 0.2, iR:x a.p.

r

g e ey

i i

|

=

(Pur-
chases.)

17 |

17 17 18 41 41
and | (Miecel.
29 P. W.

Advances)
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FORMS [No. 23
P-WoAL 23
Adrticle 208
ml -
19 2 Receipts
ADIUSTING ACCOUNT BETWEEN
CENTRAL AND PROVINCIAL  INTER PROVINCIAL SUSPENSE
Miscel- GOVERNMENTS, ACCOUNT.
laneous | Public
Heads | Works XXXIX. I
of | De- | —Civil | Rail- \ Gaversment.
Acsount { posits |Works—j way. of—
Central
Rs,a.p|Re. a.p. (R a.p. Rs. a.p. l Rs, a. p
l | 1
| I |
1 e | l o
IR TR
| .
e e 1t
1 LA
l | o
;A
' G
| |
| |
I gl LT =
1 1 l
! .
40 34 37 37 3 38
or
35
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No. 23] FORMS

FORM
(See Chap. 1V,

Receipts , - Month

S. REMITTANCES. !urum TO BE DEDUCTED
Sub-division, etc. Transfers

"Cbequu' es.| P.W. items.
officers.

Rs. a.p.[Rs. a. p.'Rs. a.p.'Rs. a.p.'Rs. a.p|Rs. a.p.|Rs. a. P.

Cash.
Divisional office

Total
*A’ sub-division
Total .. i
‘B’ sub-division
Total
< mb-diﬁsion
Total ..
Transfer Entries .. |
Total

Total .. L
‘C’ sub-division

from
side.

ter, etc., Form 39 Transferred to

il
;
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FORMS [No. 23
P. W. A. 23.—contd.
Article 208.)
Book.
‘A Receipls
FROM CHARGES S[DE.
oot Transfers €Eash Opening
within from Cash Total.
Division. Treasury. Balance.
Rs. a. p. | Rs. a. p. | Rs. a. p. Rs. a.p. |Rs. ap ' Rs. a.p. | Rs. a.p.
! I | =
| I I I
l | =e I |
| | [ I I
- | I I I
I | I I I
I I I |
| \ : : —' Total of
l ' + Rs. | e. | P | tast thres
L] [}
i / l A
L | Total Transfer Entries.
‘I‘ot‘al. :
entrics, | | l
| Total i
||
| Total ]
e e
l ‘ ‘ Total Transfers within Division—Stock.
Chargés side.
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No. 23] PORMS
EFORM
(8cé Chap, IV
ABSTRACT
D es
€Charg Month
< y 50.—CrviL
Sub-division, etc. | Original | Original meot, con-
Works— | Works— . tingencies, | Tools and
; - S suppli
by Repairs PP e Plant.
|grants-in-aid.
Cash Rs. a. p. | Rs. a.p. Rs. a. p. Rs. a. p. Rs. a. p.
Divisional Office ..
_ Total .. |
A’ sub-division | |
Total .. | [
‘B sub-division | I
Total | |
‘C’ sub-division | |
Total l -
Transfer Entries.
Total
Stock.
* A’ sub-division
Total .. |
B * sub-division '
Total

*C* sub-division S
Total ..

Total Cash, Transfcr
Entries and Stock.

Deduct—R e funds
transferred from Re-

coipts side
Net

B aference to Schedule |

-~
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FORMS [No. 23
P. W. A. 23—contd.
Arlicle 208.)
Book.
19 Charges
g ADJUSTING ACCOUNT
WORKS BETWEEN CENTRAL AND
ProvINCIAL GOVERNMENTS
jMisc-ella- :
Suspense Accounts. ‘neous Public
: ‘Heads of Works 50.— 5
Miscel- | Account.iDeposits.|  Civil 5
Purchases.| Stock. | laneous | London Works—| £
P. W. stores. Central. | =
Advances. P
Rs. a. p. | Rs. a. p. | Rs. a. p. Rs. a. p.| Rs.a. p.| Rs.a. p. Rs. a. p.
| . N
i | |
B e ol A |
: | l : |
: | l ! =
l | L 13-
| \ I |
3
I A —
I | | |. | 5
l_ ) l | .
| | =
f | | l
| I I 3
¥
No catries.
17 l v
17 and 17 18 40 17 37
( Porchaerc) m ™M
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No. 23] FORMS
FORM
(See Chap. 1V,
ABSTRACT
Charges Month
SUsTENTS ACONE. e
Sub-division etc. Government Remittances Tbr::::&r:
of— into P.W.
Treasury. officers.
Binpaiss mcecash. N . Rs. a. p. Rs. a. p. Rs. a. p.
Total e |
“ A’ sub-division v
Total e
B ' sub-division ‘
Total ]
C '’ sub-division - |
Total - '
Transfer Entries. ‘
Total - ;
Stock. |
* A sub-division o 5 l i
Total i ]
* B * sub-division & A I |
Total i - |
* C " sub-division i i | |
Total wi | |
Total sth Transfer Entries and
Stock ¥ . . i
Deduct—Refunds transfermd -
from Receipts side No.
Net e o |
Reference to Schedule Rczlster :
etc., Form No. 2 38 a9
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ForMS [No. 23
P. W. A. 23—concld.
Article 208.)
Book.
19 Charges.
EFUNDS OF REVENUE
T ANCES. TO BE TRANSFERRED
TO RECEIPTS SIDE.
Transfers Cash Closing
KXXIX, | XXXIX.—| within' {from Cash Total.
Other Civil Civil Division Treasury. | Balance.
items. |Works— Works—
Central. |Provincial.
Rs.a. p. | Rs. a. p. | Rs. a. p. Rs. a. p. Rs, a. p. Rs. a. p. Rs. a. p.
i
- —— b ORAR = O
"a. | p |lsst thees
! | columns,
/ Total Transfer Entries.
Total
. No entries. Tc:tal.
1]
Total.
Total Transfers within Division—Stock.
entries.
Transferred to
TJ- Receipts side.

A0

Totals agreed with the corresponding figures in relevant schedules, registers, eic.
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No. 24] FORMS,

Nuo, FORM P. W. A, 24,
(See Chap. 1V, Article 209.)
ScHeDULE DOCKET.
Name of Work* or Schedule

tClassification of Charge , Month 19
P ;133 g
o o L RE] y
%f. Amount. % 55| Amount. o Particulars, Amount.
¢ g g2 g
A -4 Z -1
Rs, a,-lp. Rs. a.]p. Rs, |a.lp.
Brouglit forward
Cash chargss for
which  vouchers
are not required
in audit ;:—
Srock .. .
{Transfer Entry
Debits :—
T. E-No. we ¢
T. k. No. s
T. E, Mo R
ToTAL .. |
Doduct Refunds—
Cash re-
ceipts 1 —
tTransfer
Entry
Credits :—
T. E. No.
T. E. No.
T, E: No,
1. =
e =t Tolal refunds ..
Total
Carried Net charges of the
forward. month.

* Full name of work as given in the estimate should be entered here in the case of
each work included in a Schedule of Works Expenditure, Form P. W. A. 27, or in the
Schedule of Deposit Works, Takavi Works, or, Debits to Stock, Forms P, W. A. 33,
P.W. A 36and P. W. A, 28. In all other cases, the name of the Schedule should be given.

1 Only such particulars need be entered as are necessary to avoid errors in the posting
of charges in Schedule Dockets.

1 In the case of Transfer Entry debits the supporting vouchers, il exceeding Tk. 25
each, should also be attached, their particulars bzing quoted below each entry, and the
amount of the petty vouchers being spzzified in the column for remarks. In the case of
Transfer Entry credits a reference to the Schedule Docket in which the corresponding

debit is si.. .’a should be given in the same columa.
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FORMS. [Nos. 25-26

FORM P. W. A, 25.
(See Chap. 1V, Article 212)
SCHEDULE DocKET FOR PERCENTAGE RECOVERIES,

Month 19 .

*Name of work
Item | (i.e., fullname | Works -
No. | as given in the | Expen- | Establish- Tools Accounts
cstimate). diture, ment. and and
Plant. Audit.

PeRCENTAGE RECOVERIES.
i REMARKS

TOTAL.

Rs. a.|p.| Rs. ia. p.| Rs. 'a.|p.| Rs.
i

ToOTAL. | [

*Non-Government Works should be shown in three separate groups (1) Deposit
Works, (2) Local Loan Works and (3) Takavi Works. Government Works be
gropped by Governments and departments, and the name of the division or office
should be prefixed to that of the work in red ink.

B

Divisional Accountant. Divisional Officer.
FORM P. W. A, 26.
(See Chap. IV, Article 213.)
ScepULL OF MONTHLY SETTLEMENT WITH TREASURIES.
Part [.—Cash Remitted and Acknowledged.
Treasury. Treasury. Treasury. Total.

Difference brought over,
as per line 5 of last
month’s memao.

2. Cash remitted during

the month.

ToraL

Amounts ackrowledged
by Treasuries as per
Consolidated Receipts
attached.

Difference (line 3 nrinns
4) as explained below.

Analysis of the differences as per line 5.

A.—Received by treasuries

too late for incorpora- (

tion in the accounts of

the month.
B.—Remitted after the
closing of sub-division-
al accounts of the
month but received by
treasuries in time for
incorporation in the
accounts of the month. L FeEE
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No. 26] FORMS,

FORM P. W. A. 26.—contd,
Purt II. —Cheques Issued and Paid,

Treasury. Treasury. Treasury. Total.

|

1. Difference as per |
line 5 of previous
month’s memo.

2. Cheques issued during
the month.

3. TotaL

4. Cheques cashed as per

q_l.n books, vide,
reasury Officers’

u
Certificates of Issues
(attached).

Difference (detailed

below).
{Details of Differences. .
PARTICULARS PARTICULARS PARTICULARS
OF CHEQUES. OF CHEQUES. OF CHEQUES.
Amount, Amount. Amount.
No. Date. No. | Date. No. | Date.
-_.'._ — | 1
Rs. la. 'lp. Rs. |a.|p. Rs. |a.|p.
Uncashed cheques. : Chegues cashed during the
month, but taken to ac-
count in  Sub-divisional
——— ——| Cash Books of rthe fol-
lowing month.
Total uncash- )
ed cheques.
Deduct—Total
of cashed
cheques as
per last
column. -
Net difference TotaL

1The difference relating to each treasury should be detailed in the manner indigated.

Tiwicianal Arsanntant
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[ No. 27

FORMS.
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No, 28] FoRMS.
FORM P. W. A. 28. o

(Sce Chap. 1V, Article 216.)
ScHEDULE OF DEBITS TO S1UCK.

Month 19
= [ ) REMARKS.
< | *Name of Manufacture or If the work
o other item of expenditure is completed,
=] (as given in the ¢stimate). Total Totalup to say so0.
Item | R N.B.—Sanction to be noted | transacuons of date. (Amount of
No. g in red ink when a work the month. cstimate to
or item is entered for be entered in
E the first time. office copy
A only.)
1 2 3 4 5 6
Manufucture. Rs a.| p Rs. a.| P
Manufacture of bricks at
Lahore \
QOperation . 3300, 0 6,000 0| O
Qutturn o o 3000 0| 0| 5,000 0
Lime making at Lahore 0
Operation .. . 2,300 0 3,000 0
Qutturn s " S 2,000 0 0| 25000
Total Manufacture
Operations .. 2w 5,600
Total Manufacture Qutturn | 5,
Total Manufacture 10,600
Land, Kilns, etc.

Total Land, Kilné. etc.
Storage.

Total Storage ..
Other Sub-heads.

Total other Sub-heads ..
GRAND TOTAL ...

*Only those works or items should be entered on which there has been any transacticn
dunn!the month, and the ** operation ** and ** outturn » trensactions of each manufacture
should be shown in two separate lines. In March, all items under the grcups ** Manu-
facture *”* and ** Land, Kilns, etc.,” the accounts of which are still open, should be shown

—_r el Anansrnband
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ForMs. [ Neo. 29
FORM P. W. A. 29.
(See Chap. 1V, Article 216.)
STOCK ACCOUNT.
Month 19
Part I.—Classified Account of Receipts, Issues and Balances.
82| Subbeeds. | Bat o | Tous |3 ned | Re-
: u s. ance. otal. ssues. ance. | tion
2 Receipts I Bn{ Reserve.| Marks.
Rs. a_; Rs. a.i-. Rs. a. |p. Rs.la.lp.| Rs. la.lp.
1 | Manufacture§ [ p }
2 | Land, Kilss, | l
: etc.
3 | Storage .. \
4 | Other sub- |
heads. _— L—
s| Total .. R | | _
$Certmed thateptriesin lines 1,2,3and 5 of this account agree with the corresponding
entries in the Suspense Register (Stock). -
Divisional Accountant.
Part II.—Detailed A ccount of Issues. ¢
2% 2 | 25 .1 ’
3% .|Amount. -33 g !Amount. |32 & ‘Amount. | Particulars. | Reference to| Amount
223 Ez 2 2~ Schedule, etc.
A
i Rs. \a.|p Rs. la. [p. Rs.|a. |p. Rs. |a. p_
Line 1 (Partl).
Manufacture.
’fwdi:s for Out-| 72.
turn.
Line 2.—Land,
Kilns, etc.
T.E.No. .. | 8.D.No.
T.E.No. .. | » e
Total
Lines 3 and 4. 5
|—Storage and
ther Sub-heads.
Issues to Previous
works, etc. column.
Issues to T Con- Consolidated
tingencies. Account of
Contingent
ash Credits to | expendi-
i Stock. ture.
Sale Account 19
Total . s 19
1ssues
to Total ..
rks,
<tc. Line 4.—Total
Issues.
*For details see Schedule of Debits to-Stock, Form P. W. A. 28.
$To be used only when contingent charges are mot drawn by bills presented direct
at treasuries.
$1f the balance includes the value of any stores in transit within th. division, thecerti-
ficate should beamplified to state the value of such stores and the steps taken to adjust it.

Manufacture " includes any items which are not charge-

(f the closing balance of **
should be detailed in the column for remarks.

ohb’nanimt the Reserve limit. thev
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FoRrMs.
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No. 33]

ForwMs.

FORM P. W. A, 33—contd.

Part II.— Account of Depasit Warks not affected during the month.

Expendi- Staps taken to
ture adjust (1) unex=
debited to Month |pended balances
Tetal Total Miscella- n of completed
Serial] Name of work, with | deposits | expen- neous P. which  |works and (2)
No. | name of depositor. | up te diture W. Ad- work expenditure
date. up to vances | wascom- !debited to Mis-
date. up to pleted. [cellaneous P.W,
date. Advances.
hae—u L '! L |
Rs. |a.lp Rs. |a.|p.
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137
[No. 36

FORM P, W. A. 36.- —contd.

month's transactions.

Part II.— Account of works not affected by the
|
f Month Steps taken,
| in specially for
Name of work, with which | adiustment of the
Serizl| the name and address Totzal Toizal work putstanding
No. of the cultivator expenditure | realisalicns | Wos balances of
responsible for it. up to date. up to date. con- completed works.
pler=d.
¥ Rs. |a.|p.| Rs. |@-|P

Total transferred to
Part 1.
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Nos. 37-38] Forms

FORM P. W. A. 37.
(See Chap. IV, Article 222.)
Schedule of Debits/Credits to “Adjusting Account beiween Central and
Provincigl Government.”

N.B.—Only the Central transactions originating in Provincial Divisicns and Provincial
transactions originating in the Central Divisions will appear in this schedule.
- Referenceto |
Item | Name of Government | Particulars | authority or
No. | Head of account in the ] No. and datcof | Amount. | $Remarks.
case of Central®/Pro- |Debit/Credit.] Advices and
vincialt Divisions. Acceptanoces.

1 2 3 4 5 6

: |
- r
1 '
| |
*1n the case of Central Divisions, the entries should be grouped by each Government.

TIn the case of Provincial Divisions, items should be grevped in two classes, A—
Items to be finally accounted for in the Accounts office (to whom the accounis are rendered)
and B—Items to be passed on to other Accounts cfiices.

$In the schedule of credits items representirg cash receipts sheculd be so deserited
in this column and against all other itcms skcuid te given a refercrce to the schedule
docket in which the corresponding debit appears. A

Divisional Accountant.

FORM P. W. A. 38
(See Chap. IV, Article 223.)
Schedule of Debits,'Credits to “Inter-Provincial Suspense Account.”

N.B~—Only the items originating in the Provinciz] Divisicrs on bchalf of olher Prevircial
Governments will appear in this schedule.

Reference to I

Item | Name of Government® | Particulars authority or
No. | (with name of of No. and date of | Amount. | {Remarks.
Department), Debit/Credit.| Advices and
Acceptances.
1 2 3 4 5 6

Rs. |a.|p.

*Entries in the schedules should be grouped by each Government.

1In the 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 Cocket
In which the corresponding debit appears.






1%

No. 39} Forus
FORM
(See Chap.
SCHEDULE OF DEBITS/
Month
Autho
Responding items
Name of intimat:
Division or {Whether an | Accountant General
office (with ) Original (O) for adjustment.
Item| name of *Particulars. ora
No.| Department Responding Month
and Govern- (R) item. No. and | and item
ment if date of No. of
necessary). intima- settle-
tion. ment or
Exchange
Account,
1 2 3 4 5 6
Transfers between P. W. Officers.

(1To be detailed.) |
Public Works Remttances—

I.—Remittances into Treasuries
IT.—Public Works Cheques

(Total only) o

II1.—Other Remittances—

(a) Items adjustable by Civil
Officers.

|
(1To be detailed.)

(b) Items adjustable by P. W.
Officers.

(1To be detailed.)

Y Exchange Accounts—

(tTo be detailed.)

* Entries in this schedule should be grouped under the several headings as

T Transactions representing the cost of work done should not be entered severally,

 Column 4 should be filled in only in respect of transactions falling under the

§ In the Schedule of credits, items representing cash receipts should be so described
corresponding debit appears shouid be quoted. s

Y The entries under this head will appear in Central Divisions only—under the sub-

== Tt Te eeseees AfMamiraltraneactinng adiustable in enother
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FORMS [No. 39
P. W. A, 39
IV, Article 224.)
CREDITS TO REMITTANCES.
19
ny. | ;
—_ Particulars of Responding
items which have been
Other items. brought to account
provisionally.
Amount - § Remarks.
brought Nature of objec-
No. and date | No. and date to tion quoting
of authority of Advice account. reference to
or acceptance | of Transfer Amount the advice
of Transfer (if any): thereof sent
(if any). scparately.
7 | 8 9 10 11 12
Rs. |a.|p.| Rs. |a.|P.

indicated in the form.
as the necassary details of wnrks.?rc given in the Schedule o

Eoup w[1[.—Other Remittan:
this column, and against

headings ** Exshange Account between Civil and Civi

Accounting Circle.

ces'.
all other itens a reference to the
i, “Exchange Agcount between Civil

f Works Expenditu re concerned.

schedule docket in which the



162
No. 40]

Forms

"TTBIUNONY [BUOISIAICT

1e10L
d | o -ﬂ
9 < r £ 4 I
syleway, unoury Ayoqiny sIe|nAnIR g Junoddy jo pedH ON @an]
6/ yIuop

'INN02JV 40 SAvaH SNOINYTHEISIJ OL SLIAIU))/SLIEA(T 40 d1naIHog
~ (STT oMy Al “deg) %og)
07 VM 'd WHOA



163

Forms [No. 41

FORM P. W. A. 41
(Sce Chap. 1V, Article 227)
C1 ASSIFIED ABSTRACT OF EXPENDITURE.

Montl 19

Reference to Schedule, *Minor Heads and Primary Units of Approprizicn otal charges
Schedule Docket i (separately for cach Major Head or of
or Bill. | distinct part thereof). the month.
! 2 3
!

— i e
'Rs. ’a. P
$XVII.—A.—Irrigation Woi ks for which Capital |
Accounts arc hept.
I.—Productive Works—Dedr:c1 Working Expenses |
Form P. W. A.27 .. | Extensions and Improvements.. e .
Fortn P. W. A.27 .. | Maintenance and Repairs : I

. . I
Rs. & pd
ksl Establishment— I'-'-"'"'"-"'i |
Consolidat; ccount i 3 ; 1
of Contingent Expen- $Contniaeies ’ i : '|
diture. | i
FormP. W.A.25 .. Deduct—Percentage recoverics p |
Net Establishmeni |
FormP. W.A.27 .. | Tools and Plant - - i )
Deduct—Recoveries e )
Net Tools and Plant v ol 8
Total Final Heads e .
P.W.A.29 Suspense—
rm P. W. A. . ¥y
Pc:, P.W.A.30 .. Debits to—-l§h:mllz1 " > ‘ |
CW.A.32 .. urchases i
B WA S M%ellancous P. W. g
. P.W.A 18 .. vances. i
Workshop S London Stores i | l
gch,d?.';’,, o i Workshop Suspense . . I i
' Total Debits - | :
F P.W.A.29, .. g
c:x"m P.W.A.30 .. | Credits to—Stack o 5 |
. PW.OAI2 Purchases R |
M-i;c;llanwus P Wi
w PBEW.AI8 .. VAnces.
Workshop Suspense London Stores v
Schedule. Workshop Suspense
Total Credits .. ___l__
Net Debit to Suspense - A
Total Charges .- =

*When a minor head of account is split up into two or more primary vmits, the ﬁgl:lsgz '
i

for each of these should be entered in the inner column, and the total for the minor hea
the outer column. The minor head '* Suspense " ghould be detalled as shown. Refunds
of Revenue " will not appear in this Abstract, but ** Receipts and Recoveries on Capital
Account ” should be shown as deductions.
$These are only specimen entries. . ;
$To be used only if such charges are not drawn by bills presented direct at treasu ries.
Charges under the minor head * Grants-in-aid * in the case of ** 0 Civil Works™ or
‘s 18— other Revenue Expenditure ™ are also supported by the Consolidated Account of

Contingent Expenditurc.
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No. 42] ForMms

FORM P. W. A.42.
(See Chap. IV, Article 228.)
MONTHLY ACCOUNT.

Month

19

Mames of Mzjor Heads, Heads of
Account, etc.

| Item No,

Schedlule.

Receipts.

REVENUE.

XVII.—A.—Irrigation Works—
Productive Works—Gross Re-
ceipts—Direct Receipts
2 Unproductive Works—Gross Re-
ceipts—Direct Receipts -
B.—Navigation, Embankment and
Drainage Works—
Productive Works—Gross Re-
ceipts—Direct Receipts
Unproductive Works—Gross
Receipts—Direct Receipts ..
XVIII —-—A.—Im;amm Works ..
B.—Navigation, Embankment and
Drainage Works ..
XXXIX.—Civil Works .. s

EXPENDITURE.

XVII.—A —Irrigation Works—

Productive Works—Working

Expenses
9 Unproductive Works———Worhn‘
Expenses
B.—Navigation, Embankment and
Drainage Works—
10 Prgducuve Works—Waorking
X
11 Unproducu\»'e Works-—Workml
Expenses .
18.—A.—Irrigation Works—
12 Works for which no Capital Amm
are kept
13 Miscellaneous Expendlture B
B.—Navigation, Embankment and
Drainage Works—
14 Watks for which no Capitdl Ac-
counts are ketg:

15 Misgellaneous pendllure
16 [18(1)*—Other Revenue Expenditure ﬁna.nced
from Famine Rahief Fund
17 |19-A*—Financed from Famine Relief Fund
18 |19-B*—Financed lrom Ordinary Revenues
19 Lg .—Civil Works

~N o A e

20 .-—A.—lz%'ipuon Wo:h—!rodu:ﬂve
] orks
21 Irrigation Worka—-ﬁnproductm

Works ..
B.—Navigation, Embankment and
‘Drainage Works—
22 e Works o i
23 Unproductive Works .. e

o #

Rs. |a.|p.

Rs. |a.
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ForMs [No. 42

FORM P. W. A. 42—Conid.

2 Names of Major Heads, Heads of Schedule. | Receipts. Disburse-
g Account, etc. menls.
—
Rs. |a.'p.| Rs. a.\p.
OTHER HEADS.
Form
24 | Miscellaneous heads of Account .. |P.W.A. 40
P.—Deposits and Advances—

25 Civil Deposits—Public Works Deposits . 3438
26 Advances Repayable—Civil Advances

— Public Works (Takavi Works) .. - 36

S.—Remittances—
27 A(%l:gm :no Account between Central and
vincial Governments .. = -” 37
28 Inter-Provincial Suspense Account .. .. 38
29 Remittances % a .. ‘. 39
Rs. la.|p.

3 eCash Blance diminished/ |

increased e o Previous |

month's
Opening Balance e account.
$Closing Balance

=01

pear in the Receipts column ;hnﬂl’t.hebahnnem increased during the menth, the
Eﬁrm wmmmmm.
{The total of the columns for Receipts and Disbursements must agree, and if there is
any difference due to cash being in transit between two disbursin cfficers, its amcunt
should be included in the closing balance and the certificate of balance should be

chrmm dnlecm dm mdlaas
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No. 42) Forwms.
FORM P. W. A. 42—concid.
Memo. of Miscellaneous Cash receipts paid into treasuries.

Rs, a. |p.
Balance from last account o & ai e i
Reccipts during the month i ti aa ¥i v
Total e
Rs. Ll._ p.

Paid into treasuries :—

++ssasss..Treasury, vide Form P. W, A. 26 .. i

Eaeeesls ... Ditto ditto ..
...... -».. Ditto ditto e
Balance remaining to be paid as explained below .. " So

tCertificate of Cash Balance.

Certified (i) that the closing cash balance in the account agrees with the total of the
balances recorded in the several Cash Balance Reports in Form P. W. A. Z, (ii) that no
lhfb officer holds an imprest of more than Rs.* , (iii) that all imprest-holders who have
to furmish security under the rules have either furnished the security or have been exompted
by competent authority, and (iv) that with the exceptions no below, all temporary
advances outstanding in cash accounts of the second preceding month have since been

Remarks ex-
Particulars of Amount, Date on which | plaining the
Name. Advance. the advance delay in
was first made. clearance.

1See foot-note overleaf prefixed by a t.
*Here state the maximum limit fixed by Government.

Nivisianal Accountant. Divisional Officer.
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[No. 43

Part [—Accounts affected by the month’s transactions.

FORM P. W. A, 43.
(See Chap. TV, Article 233.)
EXTRACT FROM “‘CONTRACTORS' LEDGER.

(Same as Form P. W. A. 14)

Part II.—Accounts not gffected by

the month's transactions.

Names of Contractors.

Month in which
the account

in I.

Balance outstanding.

1

Debit (i.e.,
due from
contractor).

Credit (l.e.,
Jue to

contractor).

*Remarks.

*If any

T
:mmh;‘,:he No. and date
should be quoted in the column for

adjustment.

individual balance due from
ns* and * Advance payments’

a contractor

under the heads ** Other
* has been outstanding for more than three
at bill or other voucher relatin

g tolit

of the last running accou
“ Remarks " with an explanation of the delay in its

Divisional Acoountant.



FomMs.

FORM P. W. A. &4,
(See Chap. IV. Articles 230 and 238.)
LisT OF ACCOUNTS SUBMITTED TO A CCOUNTANT GENERAL,
Momk D .

No. of
*Name of Bocument. Documents. [Remarks

"

Ll

Li}

a7

38
38

39
26

RELT.

Mon Account AL L 5o
TSchedule of Revenue Realised S s
Schedule of of Revenue (with—original
orders of courts regarding remissicn of fines)
Classified Abstract of dilure .. Sk
Schedules of Works Expenditure .. -
Consolidated Account of Contingent Expendi-
m.s:ith neon?qmd:mm i
Steck Account (with—=Sale Accounts) o
Schedule of Debits to Stock is

Schedule ofl Purchases P & i

Schedule of Miscellaneous P, W. Advances ..
Schedule of London Swores e i
Schedule of Workshop Suspense e -
Schedule of Receipts and Recoveries on Capital
Account 10 s .o o
Schedule Dockets (with necessary voucHers,
Transfer Entry Orders, Survey Reports, and
Sale Accounts attached to each) .. i
Schedule of Credits to Miscellaneous Heads of
Account - - e ¥

Schedule of Debits to Miscallaneous Heads of

Schedule of Credits to Adjusting Account
between Central and Prowincial Government.

Schedule of Debits to Adjusting Account bet-
weenw Central and Provincial Government ..
ays = i o £
BcbdAwgle of Credits to Inter-Provincial Suspense
unt i e o =
Scl':dule of Debits to Inter-Provincial Suspense
ccount e .e s Ba
Schedule of Credits to Remittances .. =
Schedule of Settlement with Treasuries (with—
Treasury Officers’ Certificate of Issues and—
Consolidated Treasury Receipts) .. i
Schedule 9!’ Debits to Remittances .. e

Schedule of Deposits §a N ae

Schedule of Deposit Works (with—Reports: of
of Expenditure) e A
Schedule a{‘tﬂav{ Works (with—accepted cer-

tificates e
Extract from Coniractons’ Ledger .. o

*Strike out the Form numbers of any docoments not forwarded, the submisgion of
which is unnzcessary. If any document required to be sutmitted is not ready, a suitable
note should be recorded t it in the column for ** Remarks ™ and the probable date
of its submission should -be stated.

tincluding those in sasport of the Schedules of Adjusting Account between Central
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FORMS. [No. 44

FORM P. W. A. 44.—contd.
t accompany for the reasons stated

_’I'he vouchers enumerated below do no
against each ‘—

Reference to Reason for non-sub- Probable date
Schedule Docket| Voucher No. Amount. mission. of
or Contingent submission.
Account.
Rs.|a. | P
Divisional Accountant.
Forwarded to the Accountant General-
Dated Divisional OfMicer.



No. 49] Fommd,
FORM P. W. A. 45.
(See Chap. IV, Article 238.)
DivsioNaAL Ormicsr's RepoRT oF Scny'rmw OF ACCOUNTS.
Menth

After due o2amination of the office 8opies of the monthly Account, ndium
19 , which were despatched over the

docamaents, for the month of
signature of the Divisional Accountagt during sy absence from headquarters, I accept
responsibility for the same,

2. Ihaveigitialled the office copies of the Monthly Account and the List of Accounts
(Form P. W. A. 44), and a duplicate copy of the Monthly Account signed by me isattached
to this report.

3. I have issued instructions for the adjustment, in the next month's account, of the
errors and omissions detailed below, which my scrutiny of the accounts has disclosed : e

Divisional Officer.
No.
Dated
Division.
Enclosure : Moathly Account.



m

ForMms. [No. 46

FORM P. W. A. 465
(See Chap. IV, Anticle 235.)
ANNUAL CERTIFICATES OF BAlANCTS.
[NJ.—Tﬁstotmmbomdibdhyﬂumwﬁmdwuimvmﬂ
For the year ended 315t March, 19
CeRTIFICATE NO. 1,.—STOCK.

A.—Manufaciure —~Certified (1) that the closing balance of Rupees in the
accounts of the head ‘* Manufacture ™ for March 19 , consisted, with the exceptions

noted below, only of the unadjusted charges upon operations in progress, 12) that all
ly brought to account, and (3) that the closing

outturn from the operations has been du
balance does not relate to any operations the accounts of which should have been closed

and adjusted duting the previous twelve months.

B.—Land, Kilns, ete.—Certified (1) that the closing balasce of Rupecs in the
accounts of the head ** Land, Kilns, etc.” for March 19 , consists of the items enumerated
below, (2) that all charges recoverable from other heads of accoumt under rule or order
have been duly credited to this head during the year, and {3) that the balance in respect of
each item represents, in my opinion, & fair residue which the operations of the coming
seasons may be reasonably expected to bear at the prescribed rates of recovery =

ciscumstancts.)

_!E - G ross capital char- ‘otal credits on
28 gasble to ead of acconnt of recove- !
ig - year. ries to cnd of year. | =
=415 & =] g
-4 ! & 3
Particulars. ﬁgggg % f i g.:
g 22l g4 % 2 5 £ 0% i
. - & 5
1R o A ER A A
the | tRs. . | 4Rs. | tRs. | tRs. | tRa.
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No. 46] Forwms.
FORM P. W. A. 46.—contd.
C.—Other Sub-heads.—Certified (1) that the closing balance of Rupees . under

the head ** Other sub-heads ™ in the Stock Account for March 19 | represents the value
of Stock Materials, detailed quantity accounts whereof have been maintained in accor.
dance with the prescribed procedure, and (2) that, with the exceplicns noted below, ncoe
of the materials stocked are in excess of the probable requirements of the works of the
division for the subsequent *twelve months :—

Item No, Particulars, Value. Remarks.
1Rs.
1 Unmserviceable Stock 2 5 (State the steps takem to
(No details required.) obtain the necessary
sanction to write off
the loss),

2 | Serviceable Stock in excess of the
requirements of the next *twelve
months, but which in my opinion
it is necessary to keep in reserve,
(No details required.)

3 | Surplus Stock, ie., serviceable mate- (State the steps taken to
rials ,which are available for sale or dispose of the materials
transfer. or to obtain the neces-
{No details required.) sary orders for their

disposal.)
Total i

*Or any other period that the Government may have prescribed.
110 nearest rupees only.

CERTIFICATE NO. 2.—WORKSHOP SUSPENSE.

Certified (1) that the closing balance of Rupees y in the accounts of the
head * Workshop Suspense" for March 19 , consists of the unadjusted charges for
labour and materials on the undermentioned jobs in progress, which, for the reasons
noted against each, it was not possible to adjust in the accounts for March 19, and (2)
that action has been taken to ensure their clearance in the Supplementary Account,

CeRTIFICATE NO. 3.—OTHER SUSPENSE ACCOUN T8 AND DEPoOSITS.

Certified (1) that the closing balances of the accounts named in the margin (as specified
"'ﬁf_’“ #—Cradit balance of against each) for March 19 + have been reviewed in detail,
Missollasaces B, W. A Ads (2) that no items are included therein which under rule do
yances—Debit  balancs of not pertain to the account concerned, (3) that, with the
pes 5 exceptions, noted below, none of the items, in view of the
"ﬁ“.‘f;‘:. ors tﬁ':p':uwunfb" period it has been outstanding or of any other circumstances
Deposit—Credit balance of Which may diminish the chance of its recovery, calls for any
Rupae soecial action. to effect clearance, and (4) thas in respect



173
FORMS. . [No. 46

FORM PB. W. A. 46.—contd.
CerTIFICATE NO. 4—W0SKS ACCOUNTS

A.—General.—Certified (1) that the accounts of all works, the actual constructicn of
which is completed, have been closed as far as possible, and (2) that in cases in which the
accounts of such works have still to be kept open, arrangements have been made (o enstre
that no further charges will be incurred without my permissicn as required by Article 143.

B.—Materials.—Certified (1) that in respect of each work in progress in Lhe acccents
of which the suspense head * Materials ** is being operated upon, a report of velvaticn
in the prescribed form has been prepared as for 3lst March 19 , and reviewed by e,
(2) that the statement below sets forth the calculated values of the pnueed materiale 21
site of works and the results of the last verification of materials, and (3) that the vovsed
balances represent, in all cases, the value of the materials intended for the act ual require-
ments of the works concerned :—

;- | B |
= =]
22 °83
%3 282, | g3 | g |Remarnbly
33 | 3538 | g5T | g | gt
s E ,3 : : = ndj:stmms.
Full name of work. °§ %E 8% :E':;E - and steps
8= - £%y £ | taken to adjust
Sa £ 83 g = E.e. % | the lt_‘;ull:tamlms
g =®° - 2 = alances.
: 2 | sf3z | g5% |3
z g 3 | 228% 35?2 8
& & groe - é
C $ 3 t4 ts 6 7
Rs. Rs Rs.

‘Tin fiearest rupees only.
$+1f the materials relating to a work were not verified during the previcus twgjve
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FORM P. W. A.—46—concld.

C.—Contractors and Laboxrers.—Certified (1) that the closing balances of the acccunts
of * Contractors ”* and ** Labourers,”” as maintained in Registers of Works in respect of
warks the accounts of which were open on the 31st March 19 , were as  detailed below,

2) that the total of the Contractors’ balances as shown in certificate (1) has been rcconciled
the Divisional Accountant with the total of the balances in the Contractors’ Ledger,
(3) that the Labourers’ balances have been similarly reconciled by the Sub-divisional
flicers concerned with the relevant recerds of unpaid wages, (4) that there has been no
abnormai delay in the closing or adjustment of the acccunts of contracts which are no
longer in operation, (5) that all ** Secured Advances ' are covered by duly executed in-
dentures in the prescribed form which I have scen are in existence in the divisional c fce,
and (6)finaly, th at none of the other outstanding debit balances represemt any overpav-
ments, or have become, or are likely to be, irrecoverable :(—

Detail of batances,
Contractors.
Name of work. Retnarks.
& Other trans- |Labourers.
Zz Advance Secured actions
= payments advances | Debits.
g (Debits). (Debits). | “Tredits,
|
1 2 3 4 t - 3 6 7
tRs. tRs. | tRs.
i
Total ]
tIn nearest rupees only.

CERTIFICATE NO. 5.—ARREARS OF REVENUE.

Certified (1) that the Register of Rents of Buildings and Lands, and other records
of assessment and realisation of revenue for the year ending 31st March 19 , have been
reviewed in detail and that all inmoveable properties belonging to the division which are
available for letting out, and other important sources of revenue, are entered in the
relevant registers with full particulars, (2) that adeguate action is being taking untler my
orders in respect of revenue which remains unrealised for more than one month by reason
of delay on the part of the tenant or other g:rson concerned, and (3) that there are po
arrears which have becowe, or are likely to be, irrecoverable.

Divisional Accountant. Divisional Offiver.

MNada Tata
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FORMS * [Nes. F. A. 67
FORMF. A. A,
(See Chap. VII, Article 284.)
DIvISION.
Schedule of Remittances to Treasuries during 19
s o - £
. Nusnber of
Date when | item of cha- | Wame of Tréasury. By whom | Amount. | Remarks.
remitted. lan. remitted.
i 4 g 3 4 5 6

Divisional Officer,
Dated 19 . Division.
FORMF. A. 7.
(See Chap. VII, Articles 285 and 293.)
DivISION.

Schedule-of Receipts|Payments on behalfof other Governmenis

]
Item No. | Namae of Govern- : Parliculars of Receipt/Payment. | Amount. l Remarks.
ment. i

N R 3 | S L
|

——

Divisional Officer,
19 Division.

Dated

NoTe |.—There should be two separate schedules, one for Receipts and the other for
Payments. :

Norts 2.+~The items included in the schedule should be grouped by each Government
of Railway as the case may be. >

MNoTE 3.—Transactions originating on behalf of Railways should be shown in the
«chednle relating tn the Central Giavernment but the Transactions should be grouped by
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(N.B.—This index has been compiled solely for t‘he P

INDEX.
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ose of refsrences and mo expression used im it

should be comsidered as in snyway interpreting the directions.)
ARTICLE ARTICLE
_ Public [ Public
Works | Forest —_— Works | Forest
Ac- Ac- Ac- Ac-
counts. | counts. counts. | caunts.
X Accounts Reterns—
Compilation ... 206-229 | 282-287
Abstruct Baok . 208 .
Submission to Aocwnnnl
Abstract of Contractors’ and Dis- General ... 230-239 | 138-297
bursers’ Ledger ot 286-287 |
297 | Adjusting Account between Ceniral
Abstract of Stock Issues 97.98 and Proviscial Governments—
Abstract of Stock Receipts 9794 Classifi of
- T Sl under— ... “e 15, 24 .
Acce nce o I
G T e wm Schedule of debitsfcredits to— ... | 222
Accounts—
Amalgamation of Accsuats of Advance Payment—
two or more divisional offices 203 —_
=W Expression—defined (D e
ol Posting in Works Abstracts 136(2)
See Cemetery Endowments.
Closing of—for 2 month 195-196 266 g
o . C.h-nﬁcal.nn of-to mmrri.un,
Closing of —of the year 199 277 v 251-252
Conti ngent expenditure, u-wﬁ Classification of—to Disbursers *. 250
dated account of— 226 —_
Forest— 250
e Posting of—to contractors in the
See Carrection in Accounts. Works Abstracts 136 o
Deposity— Works— sas e e e 251-252
Sea Deposits. Advice of Transfer Debit (or Credit) 183 -
Incorporation of Sub-divisienal— 205 Amnuoal certificaien ol Balances 235 -
Manufacture— Assets—
Expression—defined 9@
See Manufacture Accounts. B
Pro furma Accounts ... 202
Nbl.u: Works transferred to tho -
dministeative. control of Review of unsettled— 197.198 | ..
mﬂu Worknmeru&t e 4 Unadjusted —pertaining te sus- d
. pense and deposit transactions |170-172 | ...
Review of unssttled— .., e | 197,198 o
&sl!ltmu of—with ﬂl:'t‘ gid- Expression—dcfined 2() 5
e e wram Bills and rouchers IR |
Settlement of—with treasuries. ... | 89-90 Book Transfers—
Stores— C.l;ulﬂﬂﬂn cr trlnu:u'm
See Stores Accounts. under— s 242-243
Subardi A Deductions from pay bills credit-
able to the Central or other
See Sub tes' A ‘Pwn-rhl Guummmrs du:l
fied under— 254
Suspense Uransactions—
Eptry of—ia the Cash Book ... - 260
See Suspense Accounts.
womﬂil Acc s
< e Castonweat Fund Works—
i o Classification of  expenditure 5
T T aelnk o -— b
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INDEX.
| amTICLE ARTICLE
——
S— Public —_ Public
Wzrks | Forest Works | Forest
Ac- Ac- Ac- Ac
coupnts. | counts. counts. | counts.
Carri nd iscidenlal char 3
Coidi— age a §ed 131 245
Accounts— Deductions from pay bills, etc. ... 254
_ See “* Cash Book " lId * Im-
prest Cash Account ™ Deposils ase e | 7374 255
Cash Book— Depasit Works 32
See Cash Book.

Establishmept and Tools and
Expression—defined ... e | 9(4) Plant chirges e | 3842 | 246-248

Imprest Account—

General  directions for—of
Soc Imprest Cash Account. Receipts and Expenditure ... 1 44
Cash Mn—t-—- Grants-ig-aid Fo e | 4346
Certificate of agreement with the
Cash Book and Cash Balance . [289,295] Inter-divisional Transfers e | 18-19 | 244245
Compilation of— ... 283
= Live stock Charges ... 46
2 Local Fm%‘ Works (. e,
Form as e b i port Wrust
Submission u{a—for March 1-0 2% Works) ... 54 wan 12
: Local loan works .
Cash Book — Manufacture tr i 52
Closing and balancing ... e | 82-83 | 265-266 Miscellaneous transactions we | 75.78
Non-Goverament Works—
Form and upkeep - e | 8081 | 256261
Ses Non-Government Works,
Posting _of uneelbd lost 0!
lapsed cheques s 262-264 Purchases of materials ... 48-50
Posting of I est Account in— 86-87
P 2 Receipts and ¢ on m&
stock mal 51
Receipts _and unudihn o.f
workshops &3-64 -
Recoverigs of expenditure e | 6572 | 253,254
Revenue recsipts e e | 10,20 240
4 Special incideotal charges on
Chegoes — p.:lnnufutm s 158
Cancclled, lost or lapsed Siores obtained from England ... | 58-61
n cb How ted for-.. 262-264
] Stores vpurchased for work aad .
Posting in Cash Booa ... g:gg: for general use or steck - n
Scspense Transaciioos o | 4762 | 250-28
Register of—drawa ... . g - ? 5 !
Takavi works wse M4 L
Civil Works—
Transactions with other Govern~
Classification e e | 23-24 meots and Deparrmenta o | 14617 | 341243
Llansi Beation— Work-charged establishments, o
Additional charges for :umhh chiss X g ol
issued to coptraztors 127 ‘Works Expenditure ... we | 2236 i
A 0 ! e .. 251-252 Workshop Transactions o | G3-B4 i

s I : 250 L Classified Abstract of Expenditors 227
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INDEX.
ARTICLE ARTICLE
_— Public —_— Public
Works | Forest Works | Forest
Ace Ac- Ace Ac-
counts. | counts. counts. | counts,
Classified Abstract of Reveaue and D
Expenditure—
Date of closing the Accounts-—
Compilation ... 283
Cash and Stock ucmml.; of dn'i~
Certificate furnished with— 290-229951' siopal office 196 266
Clesing of the Accounts— Cash and Stock accounts of sub-
divisional office ... 195 266
Completion of work, on 143-148
Transfer Entry Book 196
Manufacture, of 162-163 i
Deposits—
Monthly— 195-196| 266 -
Ascounts o 164-165 a
Yearly— 199 2717
- el Classification 73-74
) Earnest money— 255
Subsidiary accounts 279
Schedule of — 220
System of accouats mlhed
locally in certain cases i 174 Unadjusted Balances 170
Competent Authority— Deposit Register 164
Expression—defined 9(H Deposit Works—
Completion and Completed— Classifi of pendit
on— 12
Expressiops—defined ... 9 (&)
Expression—defined 9(9)
Coaservancy and Works—
Schedule of — 219
Classification of charges under— 246-247
Detsiled Heads—
Contingencies—
Fipression—defined 10
Expression—defined 9(M Notes
1&2
Coatingeat Expeaditure— -
Cirect charges —
Consolidated account ... 226
Eipression —defined 9 (10)
G and Co
Pseadnk to P o v
Expressions—defined ... 9 (8) counts - 157
Coatractors— Pertu'ning to Wothhop A.c\-
Additional charges for materials connts ... 175
issued to— 127 ot
rect Receipts—
Adjustment of closed accouals ... 138 8 (it
Eapressioo—dcfiped
Advances to—how accounted =
136 251 | Disbersers' Ledger—, "
Abstracts of— 286-287,
Coatractors' Ledger— 297
Abstracts 1“—2%!,7, Form and use 272-276
Balancing and reconcilistion 153-154| 275 | District Fuad Works—
Form and upkeep i 150-151 | 272-T24 Ses Local Fund Works.
Posting of— - 152 274 | Divisional Accountant—
Accounts to be signed by— 218
Correction in Accounts— b
Divisional Officer—
General rules 200 278
Closing the account of works,
Special rules— Precaution to be taken Iw—- 143-148
Cash accounts o 84-85 - Expression—defined (13 e
Stock sccounts 101-103 - Slgning of accounts 238 295
Works accounts . 149 Divisioa and Divisioonl Office—
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INDEX.
ARTICLE ARTICLE
— lfwnbrl.l:. - —— Pubtic
o ‘orest W ‘orsei
Ac- Ac- Aa,cl:h FA@
counts, | counts, counts. | counts.
E Toter-Provincial Saspense Account—
Earmest Money Deposits ... 55 Classifi of tr i
under— ... 15
; Schedule of— 223
See Correction in Accounts. . S
- W
s rrhmu:m vigation, sic wk:.—
Alloea of expenditure -
Classification 3840, | 246-248, tween C-l. I and Mm
42 61 the casa 11
Extract from Contractors’ Ledger 233 Clamsification of— 25-30
- lssus Rate—
ression—defined
Famine Relief Works— - Hen
Classification  of expenditure L
on— 35
Final Payment i
Expression—d.
= 9 (14) Pw N efined 2 9 (19)
osting w,
Forms— labourers iumt' \\'ork‘l':bl»
. tracts 136 (5)
Maodification. ... i 3 s
Land and Kilos—
Use of P. W. A.—for Public
Works transferred to depart- Classifi of tr i
ments other than Public under— ... 53
Works 4 ’ .
Ledger Accounts (of}—
o Cemetery Endowmenls 194
Contractors—
See Contraciory’ Ledger
Expression—defined 9 (15) i i )
Disbursers—
Graots-in-aid—
Ses Disbursers’ Ledger. =
Classification in Pnbnn Wulu
Accounts ... 43-46 - Lisbilities—
Expression—defined ... we | 9€20)
I Local Fund Works—
Imprest Cash Account— Classification  of mllld-iﬂln
on— 3oy 12 -
E 3 -, g AL " .9 (16’ -
Form and upkeep 86-87 Local Loan Works—
Ioclusive Rate Cost— Classification of expenditure b
Expression—defined 9 (29) san -
Expression—defined
Indirect Charges—
London Stores—
Expression—defined 9 (10) s
See Suspense Accounts.
Pertaining to Workshop accovnts | 177-178 -
Lump Sum Costract—
Indirect Receipts—
Expression—defined 9 (22) i
Expression—defined 9 (1 -
Inter-divisional Translers— M
Classification 19 244 | Manufacturs Accounts
When affected 18 Classification ¥ 52
Tasawenadiate Parment— Closing of accounts 162-163
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INDEX.
ARTICLE. ARTICLE,
= Works | Forest = Wors
a ores|
Ac- Ac- A?:- PX’.:“
counts. | counts. counts. | counts.
Expenditure debitable 1'0 the Sl Wt
of s | 157-158 s - Classification of Works
General directions . ... s | 155-136
Outtoro—
QOutturn sccount " . 159-160 ase Accounts - . 159.160 =
March Accounts— Expression—defined 9 (29) e
Date of closing 199 266 Valuation of— 159
Schedule of transactions with Outtura Statement of Manufacture® 160
other Governments/
—_— . — 293 -
Special directions 234-235 281
e Paymest on Account—
e A I, i
mw » :
Aoatbe= Classification of Irrigation, Navi-
Accounts of materials lssued to— gation, ete, Works into— ... 26 =
Port Trust Fund Works—
Contractors ot o 127 -
See Local Fund Works.
Direct to Works 128-130
hain Weeks Pro forma Accounts—
tracts -u 136 Instructions regarding 202
Measarsment Books— Progress— ‘ =
Porm and upkeep 123-124 269 Entris of—in the Works
Abstract ... 137 .
Standard— ... 124
Expression—defined ... 9 (26)
Miscell P.W. Ad
&= o g o Public Works Deposits—
See Deposits.
Mouothly Accounts—
o Public Works Remittances—
Classification  of ction
206-229 | 282-287 1:1 . 16 -
230-239 | 288-297
Purchases—
See Suspense Accounts.
32 s Q
Quantity—
Ex| n—defined 92 -
21422 268 ool on
‘ -~
Rate—
Ex; on—defined 9 vos
31-34 ~ was - n
Rate of Cost—
Expression—defined ... 9(29)
9 () Recoverable Paymeat —
=k Expression—defined 9 (30)
Recoveries—
o Directi rding classificatio
ons o
920 | . e i | s janan




188

INDEX.
ARTICLE. ARTICLE
sl Public —_ Public
Works | Forest ‘Works | Forest
Ac- Ac- Ac- Ac-
counts. | counts. counis. | counts.
1
Rectification of Accounts— |
| Schedule—
See Correction in Accounts. Debits or Credits to  Adjusting
. . Account between Central and
Rectification of Errors— Provincial Governments, of ... 22

See Correction in Accounts.

Relunds of Revenue—
Debits or Credits to Inter-Pro-
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