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PREFACE.

The directions contained in this volume have been grouped
into three distinct Parts.  Part I contains general directions how
the forms of accounts to be kept and rendered by the various
Departments should be determined and how certain terms used
in this volume have to be interpreted. ~The directions contained
In Parts 11 and III relate to the methods and principles in accordance
with which the initial and subsidiary accounts shall be kept and the
compiled accounts rendered to the Accountant General by officers of
the Public Works and Forest DepartmentS respectively.

2. The several chapters in Parts II and III, have been so
arranged as to distinguish, from one another, (i) directions. regarding
classification which are, generally speaking, mandatory, (ii) directions
regarding forms of accounts to be kept which the Government may
modify in matters of detail in consultation with the Accountant
General and (jii) * directions regarding forms of accounts returns in
which changes of a local nature may be authorised by the Accountant
General Likewise, the forms prescribed in this volume have been
grouped into two series, 4. e,, P. W. A. (an abbreviation for Public
Works Accounts) and F. A (an abbreviation for Forcst Accounts) so
.’that it may be determined readily to which department the particular

form relates. :

Ngw DELHI, E. BURDON,
The 23rd December, 1938, Audstor General of India.
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ACCOUNT CODE

Volume IIL.
DEPARTMENTAL ACCOUNTS.

PART 1 —-GENERAL
CHAPTER I.- GENERAL.
A —INTRODUCTORY,

The directions given below shall apply to departments of Government
whese initial and subsidiary accounts are compiled in whole or part
departmentally, the accounts so compiled being rendered monthly or
periodically to the Account and Audit offices.

B. - PuBLic WoORES AND FOREST DEPARTMENTS,

2. The directions in accordance with which the initial and subsidiary
accounts should be keptin the Public Works and the Forest Depart-
ments and the forms in which the compiled accounts of these depart-
ments should be rendered to the Accountant General, have been
prescribed in detail in the following chapters of this volume. These
directions are 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 directions in the following chapters.

3. The forms of initial and subsidiary accounts prescribed should be
regarded as standard or model forms which may be modified by Govern-
ment according to local requirements in consultation with the
Accountant General concerned. Similarly, the Accountant General may
introduce such changes in the detail of accounts returns as he may
deem necessary.

C.—O1rHER DEPARTMENTS.

4, Whenever an order is passed by competent authority, wvide
Article 33 of Volume I, transferring any Public Works to the admini-
strative control of a department other than the Public Works
Department and that department itself arranges for the execution of
those works, the detailed classification of the transactions connected
with the works, so transferred should be such as the Accountant General
may determine in consultation with the Auditor General. Subject to
such exceptions as msy be authorised by the Accountant General with
the previous concurrence of the Auditor General, the transactions should
be accounted for in the forms and in accordance with the directions
prescribed in Chapters III and IV for similar transactions of the Publci
Works Department.
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-

5. The forms of initial accounts relating to the Defence, Railway
ana other Departments whose accounts are not kept by the Auditor
Genetal under paragraph 11 (2) of the Audit and Accounts order, 1936
shall be determined by the departmental accounting authority concerne
subject to the provisions of Article 4 of Volume I.

6. In the case of all other departments of the Central and Provin-
cial Governments whose initial and subsidiary accounts are compiled
departmentally, the orders and instructions contained in the relevant
departmental Code, Manual or Regulations in so far as they provide
for the forms of initial and subsidiary accounts kept in any department,
shall continue to be followed unless the Accountant General considers
it necessary to replace the existing forms or any of them by some other
forms ot form. In the event of any difference of opinion between the
Accountant General and the departmental authority concerned, the
question should be referred by the Accountant General to the Auditor
General for issue of necessary directions under paragraph 4 (b) of the
Initial and subsidiary Accounts Rules (vide Appendix 1 to Volume I).

7. The directions regarding the accounts to be rendered to Audit by
the departments mentioned in Articles 5 and 6 and the forms in which
such accounts are to be rendered have been issued separately and incor~-
porated in the Manuals 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 the directions contained in Articles 6 and 7, the forms of the
accounts should be such as may be settled by Government after consulta-
tion with the Accountant General and subject to the previous concurrence
of the Auditor General

D. — DEFINITIONS

9. Unless there be something repugnant in the subject or context,

" the terms defined below should be interpreted in the tollowing 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.

(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. Examplesi—recoveries of advances or recoverable pay-
ments, and sale-proceeds or transfer value of surplus materials

(3) Bank.—The term “The Bank” means the Reserve Bank of
India or any office or agency of the Reserve Bank of India and includes
any branch of the Imperial Bank of India acting as the agent of the
Reserve Bank of India in accordance with the provisions of the Reserve
Bank of India Act (Act II of 1934).

(4) Cash.—The term * Cash ” includes legal tender coin, currency or
Pank notes, cheques payable on demand, remittance transfer receipts and
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demand drafts. A small number of one-anna revenue stamps may be
treated as part of the cash balance.

NOTE —Government securities, deposit receipts of banks, debentures and bonds,
aceepted 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
work” may be understood to include “abandonment of a work”, and
“completed” to include ‘‘abandoned”.

(7) 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 or implied, by a person, not
being a Government servant, or by a syndicate or firm, for the construc-
tion, maintenance or repairs of one or 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 for setvices in connection therewith.

(9) Deposit Works.—This term is applied to works of construction
or repair the cost of which is met, not out of Government funds, but
out of funds from non-Government soutces, 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 Indirect Charges —‘'Direct Charges” are those charges
pertaining to a work, project or job which are incurred directly for its
execution and are included in the regular accounts of it. “Indirect
Charges” are those charges which pertain, or are incidental to a work,
project, workshop job or manufacture job, but which are net incurred
directly 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.

(11) 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
departments and are brought to account directly as appertaining to the
work or project. “Indirect Receipts” are those receipts which pertain,
or are incidental, to a scheme or work, but cannot be taken directly into
such detailed accounts of it as are incorporated in the regular accounts
of the receipts of the Department,
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(12) Division and Divisional Office—These terms are used to denote
respectively the executive charge held by a Divisional Officer [clause (13)
below] and the head office of such a charge. Thus, the office of an in-
dependent executive sub-division is a divisional office for the purposes
of this volume, as also that of the Superintendent of a Workshop work-
ing independently of a Divisional Officer.

(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 charge held by him may not be recognised as a “division’”
by the Government concerned. Thus, the officer in charge of an
independent sub-division is also treated as a Divisional Officer for the
purposes of this volume.

Disbursing Officers of other departments, if they spend Public Works
funds and are required to render their accounts direct to the Accountant
General, are also included in the term Divisional 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 his contract
and in full settlement of the account.

(15) Governmest means the ‘“Central Government” in rtespect of
matters relating to Central divisions and sub-divisions and “Provincial
Government” 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) Iatermediate Payment is a term applied to a disbursement of any
kind on a running account, not being the final payment. lt includes an
“Advance payment”, a ‘Secured advance” and an “On account
payment (other than the final payment on a running account)”, or a
combination of these,

(18) Issue Rate.—This term denotes the cost per unit fixed in respect
of an article borne on the Stocks of the Department, at a valuation for
the purpose of the calculation of the amount creditable to the sub-head
concerned of the Stock account (i.e., 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 Stock. This does not take into
account the storage charges mentioned 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 con-
nection 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 as final
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charges, but have not been paid, regardless of whether or not they have

fallen due for payment, or, having fallen due, have or have not been
placed to the credit of the persons concerned in a suspense head
subordinate to the accounts of the work concerned.

(21) Local Loan Works,—This expression indicates work executed by
the Public Work Department on behalf of an Indian State, Municipality
Port Trust, or other corporation, when the cost of the works is to form
part of a loan given to it by Government for the purpose.

(22) Lump Sum Contract is a contract for a complete work which a
contractor agrees to execute with all its contingencies for a fixed sum
subject to such conditions as the Government may lay down,

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

(24) Operation.—Used in respect of the accounts of manufacture and
workshop transactions, this term indicates the charges incurred on the
manufacture operations connected with specific jobs.

(25) Outturn.—Used in respect.of the accounts of manufacture 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 departmentally) of manufacture operations connected with
specific jobs.

c(126) Progress means the up-to-date quantities of work done or supplies
made,

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

(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 a work or supply divided by its quantity. In
the accounts it represents the recorded cost per unit, as arrived at by
dividing the up-to-date final charge on a sub-head, by the up-to-date
progress thereof. Inclusive Rate of Cost means the rate of cost of the entire
work relating to a sub-head, including the cost of materials if recorded
separately in the accounts.

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

ues.

(31) Running Account is a term applied to the account with a contractor
when payment for work or supplies is made to him at convenient inter-
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vals subject to final scttlement of the account on the completion 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 a 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 acquisi-
tion of the stores. on work-charged establishment employed on handling
and keeping initial accounts, the custody of stock 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 been
constituted into a regular sub-divisional charge, but is held by the
Divisional Officer himself, the latter is 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 mainten-
ance of a work or sub-work, €. ¢, excavation, brick-work concrete wood-
work, 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 a distinct unit of the work if that unit is sufficiently large or
important 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 casz of a large central jail. In the case of Irrigation. Naviga-
tion, Embankment, Drainage and Water Storage projects, the Head
Works, Main Line, each branch of a canal, each group of distributaries
relating to each branch separately, the drainage and protective works,
the Water-Course Scheme, and Special Tools and Plant, 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 eatet their book value and are not included in the storage
charges [see clause (33)].

(38) Suspense Acceunts.— This term is applied primarily to certain
heads of accounts, falling under the minor head “Suspense” of a 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
grant concerned, but cannot be cleared finally either because the relevant
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payment, recovery or adjustment is awaited, or because it is necessary to
keep an effective watch over the values of any stock materials, until their
final disposal. The charges under a suspense account are taken in
enhancement of the charges under the major head of expenditure
concerned, and the receipts in reduction thereof, For suspense accounts
within the accounts of works, see Article 136.

(39) Takavi Works — This term denotes works of consttuction of
maintenance relating to water-courses or any other works, expenditure
on which is treated by Government ss a fakavi advance (¢ e., an advance
to cultivators) recoverable from the party or parties concerned.

(40) Value.— This term used in connection with the sale of stock
materials (vide Article 53) or their issue to works (vide Articles 127 and
128) includes storage charges.

(41) Work — The term “work” when by itself, is used in a comprehen.-
sive sense and applies not only to works of constructiop or repair, but
also to other individual objects of expenditure connected with the supply,
repair and carriage of tools and plant the supply of manufacture of other
stores, or the operations of a workshop.

(42) Works Expenditure and Works Outlay,— These terms are used to
indicate respectively the expenditure, and the capital charge, on the
special services connected with the construction, repair and maintenance
of works The charges falling under these categories may be net when,
under rule, any receipts are taken in reduction of the charges, but they
do not include the cost of the general services, Tools and Plant and
Establishment, or any charges not taken to final heads of account but
kept under one of the suspense accounts,

E.,—MISCELLANEOUS, «

9A. The transactions of Railways, though they form part of the
¢ransactions of the Central Government until the establishment of the
Federal Railway Authority, should be kept separate from other Central
transactions. For classification in the accounts of the Public Works and
Forest Departments, see Articles 15 and 243.
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EXPENDITURE

PART II.—PUBLIC WORKS ACCOUNTS.

CHAPTER 11,-CLASSIFICATION OF PUBLIC WORKS
RECEIPTS AND EXPENDITURE.

A,—GENERAL,

10. The major and minor heads prescribed for the classification of
Public Works receipts and expenditure are set out In Appendix 2 to
Volume I. Subject to any specific direction 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.

a detailed heasi

NOTE 1.—For departmental purposes, Public Works Officers usually divide Jorrs
into a number of “service heads” and the latter into a number of “departmental heads™s
but, for purposes of account, the single term “‘detailed head” should be used for all divisions-

subordinate to a minor head.

NOTE 2.—In the case of Irrigation, Navigation, Embankment, Drainage and Water
Storage Works, the sub.divisions into which the minor head *Work” is divided for depart-
rlt?etét::} purposes are called “sub.works” and the further sub.divisions of the latter, “detailed

€a . .

11. In the case of Irrigation and other works for which separate capital
and revenue accounts are kept, the allocation of expenditure between
capital and revenue should be determined in accordance with such
principles and methods as may be prescribed by Government in consultat-
ion 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 trans;
action 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 executive officers of the
department are not directly interested. At the discretion of the Govern-
ment executive officers may operate upon the transfer head *19” monthly,
provided that the expenditure recorded thereunder, at the end of theyear,
is combined with the expenditure brought to account directly under the
head ‘68" to show the total Capital expenditure relating to each canal
and arrangements satisfactory to the Accountant General are made for
this purpose. When this procedure is adopted, the expenditure should be
accounted for, separately for each irrigation 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 (GOVEERNMENTS AND DEPARTMENTS,

14. The general directions under which one department of the
public service may raise debits against another department under the
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same Government or any department under another Government for
services rendered or articles supplied to it atre contained in Chapter 4
of Volume 1. :

15. In Provincial Divisions, all transactions other than 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
Provincial Governments and those originating in Central Divisions on
behalf of all Provincial Governments, should be classified both initially
and finally under the heads “Inter-Provincial Suspense Account—
Government of. » and “Adjusting Account between
Central and Provincial Governments, Government © ?
respectively.  Similarly, all transactions originating in a Central or
Provincial Division on behalf of a Railway should be classified both
initially and finally under the head “Adjusting Account with Railways
- Railway”. The requisite adjustment against the balances
of the Government concerned or the Railway Fund, as the case may be,
will be made by the Accountant General himself through the Central
Accounts Section of the Reserve Bank. In Central Divisions such
central (non-Railway) transactions as are adjustable in anothet account-
ing circle should be classified under the Exchange Account head concerned
{vide Appendix 2 to Volume I).

Nore— Pending the constitution of the Federal Railway Authority, the expression
Railway Fund used in this ArHdle and other Articles of the Code is intended to represent
a pro forma account and not a real fund.

16. All other remittance transactions, whether originating in the
division or in another division or department of another Government,
should be accounted for under the heads “Transfers between Public
Works Officers” or “Public Works Remittances” as the case may be
(vide footnotes 399 to 402 in Appendix 2 to Volume 1) unless the
Accountant General directs otherwise. -

Nore,— Transactions on account of cheques drawn on, or remittances made to,
treasuries should be treated as originating at “treasuries’’.

17. In the case of works done as a standing arrangement for other
departments when the cost is debitable to those departments, the
prescribed classification applicable to the connected transactions will be
intimated by the Accountant General to the Divisional Officers

concerned.

C.— INTER-DIVISIONAL TRANSFERS,

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

(i) Stores—if they are issued from a Stock or Material Account
or if their transfer sffects a work for which a separate
capital or revenue account is kept ;
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(ii} Other Services—if they affect the accounts of (8) any work
for which a separate capital or revenue account is kept, (b)
a work in progress, or {¢) Suspense 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 be classified under the head
“Transfers between Public Wotks Officers” and passed on for adjustment
finally in the accounts of the latter division,

D.—ReveEnve RECEIPTS

20. Public Works revenue should be brought to account in
accordance with classification prescribed by the Auditor General,
vide Article 10. Distinction should be made between receipts which
are finally creditable to Government as tevenue of the department and
transactions which represent merely such cash or other value received
as has either to be repaid eventually or to be utilised to meet the cost
of some service to be rendered or already rendered or to to be taken in
reduction of expenditure previously incutred. Receipts of the latter
class should be credited to the debt, deposit or expenditure head
concerned.

Note 1.—Should Government deem any source of revenue not specifically mentioned in

the minor heads provided, to be of sufficient importance to justify the keeping of a separate
account of it, a detailed head for the purpose may be opened under the minor head

**Miscellaneous’”,

Note 2.—Cemetery endowment fees recovered by Divisional Officers should be
credited to the debt head ‘“Cemetery Endowment Fund”, but interest thereon should be
credited invariably to XLV 1.—Miscellaneous, Central.

21. Refunds of revenue actually collected and brought to account
under “XXXIX.—Civil Works” or Irrigation heads, when made in
cash, should be accounted for under the minor head ‘*Deduct Refunds”
of the Revenue minor head concerned. All other refunds of revenue,
such as refunds of rents adjusted by short assessment or short realisation
in a subsequent month and repayments of receipts and recoveries on
capital account, should be taken as reduction of revenue receipts or
of “Receipts and Recoveries on Capital Account”, as the case may be,

under the heads concerned. :

E.—WoRK EXPERDITURE,
1.—Original Works or Repairs,

22. Subject to any general or special orders issued by Government
in this behalf in consultation with the Accountant General, the following
principles should, be observed in classifying the expenditure between
*Original Works"” and “Repairs”: —

(1) Original Works should comprise all new construction, whether
of entirely new wotks or of additions and alterations to
existing works, except as hereinafter provided; also all
repairs to newly purchased or previously abandoned buildings
required for bringing them into use,
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(2) Repairs should include primarily operations undertaken to
maintain in proper condition buildings and works in
ordinary use and also 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, toad bridge, causeway, embank-
ment, ferry approach, protective or training work in
connection with a road, is to be replaced or remodelled
(whether or not the change involves any dismantlement)
and the cost of the change represents a genuine increase
in the value of the property, 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 remodelled 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
in connection 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 remodel.
ling. as the case may be, should be classified as ‘“‘new
work” and the cost or value of the portion replaced or
remodelled should not be debited to ** repairs .

(5) In addition to all repairs and renewals in material similar to
that pre-existing the following items of road work should

?

be classed as ' repairs ":—

(i) ordinary repairs and maintenance including surface
painting and the necessary addition of stone chips,
gravel or sand, but not including asphaltic concrete,
premix asphalt macadam, bitumen grout, bitumen semi-
grout, mix-in-place, cement concrete, Or cement
macadam;

(ii) special repairs and periodical renewals; and

(iii) petty and miscellaneous items of work in any material
which are classed ordinarily as “new works”,
provided that the works in question do not in the opinion
of the competent authority form part of any comprehen-
sive scheme or project covered by a works estimate.

I11.—Civil Works

23. The general principles to be followed in the classification of
Civil Works expenditure are laid down in Article 33 of Volume 1.

24, In Provincial Public Works Divisions, transactions relating to
Central Civil Works, which are to be acceunted for finally in the books
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of the Accountant General to whom the divisions render accounts, should
be classified under the central final heads concerned, those relating to
other wotks of the Central Government, under the remittance hea
concerned. For purposes of adjustment against the balance of the
Central Government or the Railway Fund, the amounts involved should
be included in the account of the head ** Adjusting Account between
Central and Provincial Governments” or ‘“Adjusting Accounts with
Railways ”, as the case may be, vide Article 15.

1I1.— Irrigation, Navigation, Embankment and Drainage Works,

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

(A) Irrigation  Works,~This section should include Water
Storage Works also.

(B) Navigation, Embarnkmeni, and Drainage Works,—~This section
should include receipts and charges relating to waterways,
navigable canals, embankments and other agricultural and
drainage works undertaken primarily not for irrigation
purposes but for the general 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) Unproductive in
accordance with such general principles as may be determined by
Government in consultation with the Accountant General.

Nore.—~When under the rules of Government a work is transferred from the
productive to the unproductive category, or wice versa’, no adjustment need be
made in the general accounts in respect of past transactions but the mnecessary
transfers may be made in the pro forma’ accounts of the weork.

27. Works expenditure which under prescribed rules of allocation
is debitable to the Capital account should be classified under the minor
head “ Works ” of the major head " 68 . That which is debitable
to the Revenue account should fall under the minor head " Extensions
and Improvements " or “ Maintenance and Repairs ” of the division
* Working Expenses ” of the major head “ XVII” according as the
expenditure pertains to the category of '* Original Works” or
¢ Repairs ; vide Article 22,

28, The expenditure on a work or project which is classed 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 possible
to maintain accounts on a quasi.commercial basis. When, however, a
work of this class is too small to justify the maintenance of a separate
account on such a basis, all 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 Expenditure ”, which is expenditure upon the
preliminary survey of new project and also the cost of famine surveys.
requited for the preparation of famine programme.
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29 Fach 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) Distriburaries.

(4) Drainage and Protective Works.

(5) Water-courses (for '* Works ™ only).

(6) Special Tools and Plent (for '* Works © only).
(7) Losses on Stock. '

Under the minor head ‘‘ Maintenance Repairs” an eighth head
“ Compensation ” may be opened. The detailed heads subordinate to
these heads will be such as may ke prescribed by Government after
consultation with the Accountant General. ' et

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

1V. — Non—Guvernment Works.

31. Non-Government Works should for purposes of classification be
divided into three broad classes :—(1) Deposit Works, (2} Local Loan
Works and (3) Takavi Works.

32. Expenditure incurred on Deposit Works should be debited
against the amount advanced by the party concerned to the extent of
that amount. Any excess over that amount and also any expenditure
on a deposit work which has been authorised by competent authority
in anticipation of receipt of money, should be classified under
“ Miscellaneous P. W. Advances ” pending recovery. Expenditure
incurred on District, Municipal, Cantonment and Port Trust Fund
Works may, if authorised by Government, be debited to the head
“Deposits of Local Funds........ ...” ia cases where the balances of the
fund form part of the Public Account of the Government concerned.

33. Expenditure on a Local Loan Work including the portion of
expenditure on a joint work. which is incurred against a sanctioned loan
under orders of competent authority, should be classified under the head
“ Q.—Loans and Advances by the Central Government ” or * R.—Loans
and Advances by Provincial Governments ” as the case may be,

34, The transactions relating to Takavi Works should be classified
under the head * Takavi Works Advances ”, the full name of which is
“ P.—Deposits and Advances not bearing interest—Advances Repayable
—Civil Advances—Advances of the Public Works Department”. If
the amount of expenditure incurred by the Public Works Depart-
ment is not recovered in cash by that Department but passed on to the
Civil Department to effect the necessary recovery, the amounnts may,
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on the authority of the acceptance of that Department, be credited to
the Takavi works Acvances by debit to the minor head * Alvances ” to
“ Cultivators ” under the “ Q-Loans and Advances by the Central
Government ”,or ** R.—Loans and Advances by Provincial Govern-
ments”, as the case may be.

V.~Famine Relief Works.

35. The directions regulating classification of expenditure of public
works undertaken for the purpose of famine relief, are given in footnotes

(271) to (273) of Appendix 2 to Volume I.

V1.— Road Development Works

36. The expenditure on works or portion cf works, the cost of which
is met from central Road Fund, should be classified in accordance with
the directions contained in footnote (334} of Appendix 2 to Volume L

F.—EXPENDITURE ON STORES,

37, (a) Asa general rule the cost of the acquisition of stores should
be debited to the final head of account concerned or the particular work
for which they are required if either of these can be determined at once.
Otherwise, it should be keptin a suspense account pending clearance
as the rl?aterials are issued actually by debit to specific heads of account
or works.

() In accordance with this general rule the cost of the supply of
all stores required as tools and plant for the general use of the division
should be debited at once to the minor head *“ Tools and Plant ”
subordinate to the major head under which such charges for the division
are classified, and special items of tools and plant, which are required
not for general purposes but for a specific work. should be debited to
that work. The question whether a parricular item of supply should
be treated as ordinary tools and plant or specisl tools and plant should be
decided by Government.

{¢) Similarly, all road metal required for the maintenance of a road

or section of a road should be debited at oncz to the minor head

Repairs (Communications) ” under the major head concerned against

the estimate sanctioned for the collection of it, and when road metal

is required specially for use in the construction of a road or other work,
its cost should bg debited to the estimate for such construction.

(d) In the case of other materials when the purchases are made for
the requirements of works generaily, the cost should be accounted for
under the suspense head " Stock ”, Materials purchased spacially for
a work should, however, be debited to that work.

G—.ESTABLISHMENT AND T00LS AND PLANT CHARGES

38. Charges on account of general services, like Establishment and
Tools and Plant, should be classified in the accounts 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 indivi-
dual work or another major head of expenditure any portion of expendi-
ture on account of those services. See also Article 118,

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

(i) purely revenue establishment (Deputy Collectors, Zilladars,
Amins, etc.), employed entirely on the management of
Irrigation, Navigation, or Drainage Works and on the
assessment, etc., of connected revenue to the sub-division
“Working Expenses” of the major head "XVIL—
Irrigation, Navigation, Embankment and Drainage Works
for which Capital Accounts are kept "' or to the major head
“18 _Other Revenue Expenditure financed from Ordinary

Revenues ”, as the case may be : ’
NOTE—If in any division of a circle of superintendence, the charges of this
special establishment cannot be allotted accurately to either of these the two heads,
the entire revenue establishment of the circle should be treated as ‘‘ Joint revenue

establisament—XVII and 18", though it will be classified, in the first instance,
in accordance with general rule in Article 38.

(ii) establishment employed on large irrigation surveys for new
projects, to the surveys concerned under the head ' 18.—
Other Revenue Expenditure financed from Ordinary
Revenue —Miscellaneous Expenditure ”:

(iii) establishment employed on famine relief works, to the head
*“54.A.—Famine Relief ”:

(iv) establishment employed in workshop of a "quasi.commercial
character, to the workshop concerned under the major head
under 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
supervision, 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, i.e. tools plant, machinery,
etc., obtained to 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 as 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 as a whole met out of a single major head in the
first instance, such charges may be distributed annually by the
Accountant General over the several major heads concerned in accordance
with such methols as may be prescribed by Government in consultation
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with 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 distributed over the several sub-heads of works, in accordance
with such methods as the Government may determine in consultation
with the Accountant General. -

H.—GRANTS- IN-AID,

43. The general directions for the classification in the-accounts of
transactions relating to contributions by the Central or Provincial
Government to Local Funds and Public Bodies and wice versa, afe given
in Article 34 of Volume L

44, In the Public Works accounts, contributions made to local
bodies, whether in cash or in the shape of work done by the Public
Works Department on their behalf, should be debited to the minor head
“ Grants-in-Aid 7 under the major head * 50—Civil Works” or
“ 18— Other Revenue Expenditure” according as the contribution is
made by the Civil Works or Irrigation pranch 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 maintenance 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
accounts of cost should be made unless Government otherwise directs.

NOTE —This direction shall not apply to Irrigation, Navigation, Embankment:
and Drainage Works for which capital accounts are kept.

I—SusrENSE TRANSACTIONS,
1—QGeneral,

47, Suspense transactions should be classified under the minor head
“ Suspense ” 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.

11— Purchases.

48. When materials are received from a supplier ¢r from another
division or department, their value should be credited to Purchases—

(i) immediately on their receipt, if they have béen “received for
a specific work, so that, gper conira.  the cost inay be
included at once in the accounts of the -work.and those
accounts, as well as the connected subsidiary accounts, may
take cognizance of the receipt of materials at the earliest
oprortunity (see Articles 127 and 128) ; and -
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(ii) 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 not known, an
estimated figure should be adopted, any diffetence being adjusted, as
soon as known, by a plus or a minus credit to Purchases, as the case
may be.

50. When the price of the materials is paid or adjusted by transfer,
the payment should be debited to Purchases, and the outstanding credit

thus cleared.

NOTE:—If the amount admitted in payment exceeds the amount credited to:
Purchase;, the difference should be debited ditect to Stock or to the work
concerned. - )

111,— Stock
(a) General,
51. To the account head “Stock” should be debited all expendi-

ture connected with the acquisition of stock materials and with all
manufacture operations and the expenditure incurred on  storage.
To it shouid be credited the value of materials issued to works, sold,
transferred, or otherwise disposed of, and the balance of the account
will represent the book value of the materials in Stock plus the un-
adjusted charges, etc., connected with manufacture plus the unadjusted
expenditure on storage. :

‘ (b) Manufacture,

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

(a) “Operation” charges should be shown as receipts of Stock
under the sub-head “Manufacture”, charges representing;
value of Stock materials issued to manufacture being
treated simultaneously as issues of Stock under the sub-
heads concerned. :

(b) All outturn should first be brought formally on the Stock
account, by credit of its value to ‘Manufactute”, and
the simultaneous exhibition of the articles as receipts of
Stock under the sub-heads concerned.

(c) Land and Kilns.

53, When land is acquired for extracting road metal .primarily
intended for— )
(i) the maintenance of an existitg road, or
(ii) the construction of a new road or the raising in class of an
existing road, _
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the following principles of classification should be followed in adjust-
ing the charges connected with the land and quarries:—

(a) When the charges do not exceed Rs. 1,000, or such other
limit as may be prescribed by Government in consultation
with the Accountant Gereral, the amount should be debited
direct to “‘Repairs” or to ‘' Original Works ”, according
as the quarry is intended to serve the purposes specified
in clause (i) or (ii) above.

(b) When the charges exceed Rs. 1,000, or such other limit as
may be prescrited 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 years, the total initial outlay should be debited to the
sub.-head “Land, Kilns. etc.”, of the Stock Account, and
this sub-head should be relieved gradually, by debit to the
collection estimates of each year, in the manner prescribed
in Article 158 for similar charges connected with manufac.
ture operations,

(c) 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 purpose specified in .clause (ii) above, a proper portion
of the cost should be debited direct to the original work
concerned. Any balance should be debited to the sub-head
“Land and Kilns, etc,”, of the Stock Account, and this
sub-head should be cleared eventually by debit to
“Repsirs” in the manner prescribed in Article 158 (b),

IV.—Miscellaneous P. W, Advances.

54. Transactions 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 items
NOTE.—No charges should be debited to this head on the ground of absence

or insufficiency of sanction or appropriation except as provided in item (2).

85, When stores of any kind are sold on credit, their value (plus,
if recoverable, the Supervision charges) should be debited to Miscella-
neous P. W. Advsnces under the sub-head *“Sales on credit”, so that
{t) the accounts of Stock or works from which the materials are issued
may be kept correctly, and (2) the recovery of the value from the local
body or individual concerned may be watched through the regular .

accounts,
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56. Under the heading “Losses, retrenchment, errors, ete.” should
appear the following : —

{a) deficiencies in cash or stock.

(b) actual losses of cash or stock.

(c) errors in accounts awaiting adjustment, and

(d) retrenchments and losses of other kinds recoverable from
Government servants.

57. The head “Other items” should be used for all debits, the
-allocation of which is not known or which cannot be adjusted until
recovery of settlement is effected or write-off ordered. The following
are cited as examples : —(1) debits, the classification of which cannot
be determined at once, (2) recoverable debits not pertaining to the
accounts of a work, and (3) recoverable outstandings pertaining to works
the accounts of which are closed. !

NQTE.—The share of municipal taxes paid by Government on behalf of tenants
«of Government buildings should be debited to this head pending 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 Stores Department, London. The objects of this account are (i) that
‘the stores received from England may be brought on the accounts of
Stock or works immediately on their receipt without waiting for the
advice of the payments made in England by the High Commissioner,
(ii) that when the advice precedes the stores the receipt of the latter may
be watched. and (iii) that in all cases agreement may be secured between
the charge to Stock or works, and the payments made in England.

59, When the stores arrive, to the head “London Stores” should
be credited, and to the accounts of the works concerned, or Stock should
be debited, the cost of the quantities actually received, the amount being
.determined by the conversion of the invoiced sterling value into rupees
at the average rate of exchange (which will be communicated by the
Accountant General) for the month in which the payment was made
in England.

NOTE.—If the month of payment is not known, the average rate of exchange
for the month in which the stores weres despatched from England should be
adopted provisionally, subject to adjustment 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 Stores” should be debited and the minor head “Public
“Works Remittances” credited. '

61. Indian charges (e.g., balance of sea-freight and carriage and
incidental charges) should be debited direct to Stock or works concerned
unless incurred prior to the arrival of the Stores in the division. in
which 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.

V1.— Workshop Suspense.

62.. Save as provided in Articles 63 and 64 below, direct outlay on
the jobs executed in a workshop should be passed through the suspense
head “Workshop Suspense.” On the completion of a job, all out-
standing charges on it should be debited. as soon as possible, to the
head concerned, but in cases where this cannot be done, as in the case
of expenditure incurred in excess of the deposit received, the unadjusted
amount should be transferred to the head *“Miscellancous P. W.
Advances” pending settlement,

NOTE.—Incidental charges connected with the stock of materials should be
_dealt with under Article 64.

J.—~WoREKSHOP TRANSACTIONS,

63. Receiptand expenditure transactions in connection with Work-
shops should be classified as follows : —

(8) where capital accounts are kept of a workshop intended
mainly for the needs of the Irrigation Branch (s e, if the
workshop is to be regarded as being on a quasi-commercial
basis), the capital expenditure should be classified under
the relevant division and sub-division of the major head
“68" : receipts representing recoveries of capital expen-
diture should be taken in reduction of such expen-
diture, while revenue receipts and working expenses should
be classified under the minor heads opened wunder the
corresponding division and sub.division of the major head
“XVII” divided so as to meet the requirements of the
pro formd accounts of the shop;

(b) where capital accounts are kept of a workshop intended
mainly for the needs of the Civil Works Branch, all
expenditure incurred upon it whether of the nature of
capital or of working expenses, should be classified under
the major head *“50”: recoveries of capital expenditure
should be taken in reduction of such expenditure ; tevenue
receipts should be booked under the minor head, opened
under the major head “XXXIX” entitled “Receipts
from Workshops”, divided so as to meet the requitements
of the pro formi accounts of the shop; and

(¢) where no capital accounts ate kept of a workshop, for which-
ever branch intended, all 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 “Miscella-
neous” of the corresponding revenue head “XVIII” or
CXXXIX®,
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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 direc.
tions in this Code. These are charges which neither pertain to any
individual job executed in the shop, nor are capable of direct apportion-
ment amongst all the jobs, and their distribution over individual jobs
should be made in accordance with the rule in Article 177,

K.—RECOVERIES oF EXPENDITURE,

65. The general directions to regulate the exhibition of recoveries
of expenditure are given in Chapter 5 of Volume 1. 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 shoul
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. Receipts and recoveries on Capital account, in so far as they
represent recoveries of expenditure previously debited to 2 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 on
Capital Account”, the necessary transfer at the end of the month being
made to the capital major head of expenditure in a lump sum.

68 Recoveries under stock and other suspense accounts and recove-
ries of expenditure upon works in progress should be treated as reduction
of gross expenditure. The recoveries in the latter case should comprise
sale proceeds of surplus materials and plant acquired specially for any
work or of materials received from dismantled structures, irrespective
of whether the estimates for the works make allowance for such recove-

ries or not,

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

(i) Eecoveries of establishment charges at percentage rates; -

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 ex-
penditure 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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are carried out as a standing arrangement the recoveries may be
adjusted as reduction of expenditure.

{1i) Recoveries of tools and plant charges at percentage rates, —

Recoveries from other Departments of the same Government
should be adjusted as reduction of expenditure under the minor
head “Tools and plant”. In the same way recoveries relating
to expenditure previously debited to a capital head of account
should also be treated as reduction of expenditure. All other
recoveries should be treated as revenue receipts under the
major head concerned ; provided that if the recoveries relate to.
works carried out by one Government on behalf of another as
a standing arrangement, those recoveries may be adjusted as
reduction of expenditure. ~

{iii) Pro rata share of the charges for establishment and tools and plant.—
The prs rata shares calculated at the end of the year should be
treated as reduction of expenditure under the minor heads
“Establishment” and “Tools and Plant”, respectively, of the
major head to which the total charges were debited in the first

instance.

(iv) Recoveries of charges for leave and pensions.—When the recoveties
on account of establishment charges include, as a distinct and
separate factor an element of the charges for Jeave and pensions
the portion of the recoveriés representing leave should be
treated as revenue receipts under the Public Works Major head
concerned. Recoveries of pensionary contributions should in
the case of Civil Works be credited to *XLIV —Receipts in aid
of Superannuation”, while such recoveries in the case of the
Irrigation Department should be credited to the Irrigation Major
heads concerned. as receipts or recoveries of expenditure
according as they relate to Revenue or Capital Major heads,
In cases, however, in which the rates for leave and pension
contributions are combined. the recoveries in the case of Civil
Works should be taken to “XLIV.—Receipts in aid of Superan-
nuation”, while such recoveries in the Irrigation Department
should be credited to the Irrigation Major heads concerned as
revenue receipts or recoveries of expenditure according as they
relate to Revenue or Capital Major 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 specifiea
or indefinite period should be treated as follows :—

(a) When the actual recoveries are o be set off against the outlay—as receipts
on capital account of the project, it the levy takes the form of a
lump sum recovery of cost in one or more years.
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(0) When the actual recoveries are mot to be set off against the outlay—as
revenue receipts of the project, if the levy takes the form of
an enhancement of revenue, the exact classification being
determined by the form in which the recoveries are made.

NOTE.—Recoveries of outlay on water-courses, where such recoveries have to be set off
against the outlay, may at the discretion of Government be taken in reduction of expenditure
under the sub-head *“Water-courses™. .

71. The recoveries of expenditure which are finally creditable as
revenue receipts should be recorded under the minor head ‘“Recoveries
of expenditure” of the major head XVII, XVUI or XXXIX as the case
may be; while those which are adjustable in reduction of expenditure
under the Capital major head should appear under the minor head
“Receipts and Recoveries on Capital account” of the capital major head
concerned.

NOTE.—Receipts on account of sale proceeds of land, building, special tools and plant
or other assets purchased or constructed at the cost of a special project may at the discretion
of Government be taken in reduction of expenditure under the appropriate sub.head
subordinate to the capital major head concerned.

12. Recoveries on account of the cost of audit and accounts,—These recoveries
when they are made in connection with works done for Railways, Defence,
Posts and Telegraphs and other Departments of the Central Government
should be treated as reduction of expenditure under 26—Audit. In all
other cases. such recoveries should be adjusted as receipts under the
minor head *‘Fees for the Government Audit” subordinate to the major
head “XLVI —Miscellaneous”. -

L.—DgzPposITs,

73. The following transactions should be classified under the head
“Public Works Deposits”: —
(@) cash deposits of subordinates as security :
(b) cash deposits of contractors as security ;
(¢) deposits for work (other than Takavi Work) to be done ;
(d) sums due to contractors on closed accounts; and

(e) miscellanceous deposits.

NOTE 1. —Deposits for Takavi works should be classified under the head *P—~Deposits
and Advances.................. Advances of the Public Works Department™ vide Article 34.

NOTE 2.—The head ‘“Miscellaneous Deposits” should also accommodate, until clearance,
all items of receipt, the classification of which connot be determined at once, or which
represent errors in accounting awaiting adjustment.

74. Percentage deductions for security deposit made from contractors’
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 withholding bills
from payment the required percentage of the value of wotk actually measured and passed,
the amount so withheld may appear in the suspense account “Contractors—Other
Transactions” of the work concerned.

w.10-9 2
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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, residential or
non-residential, 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 recoupmenrt of actual
travelling expeases, should be 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 below, care being taken to see that all such transactions are
cancelled 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 enterec at:
once, as cash received, under the same head, a cheque drawn
in favour of self being cash even though not cashe< 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:
is actually made or received.
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CHAPTER 1I1.—ACCOUNTS TO BE KEPT IN PUBLIC WORKS
OFFICES.

»SECTION I.’—CASH ACCOUNTS,,
A,—GENERAL,

79. The directions in this section shall apply to cash transactions
other than those relating to cash obtained on bilis presented at treasuries.
The payments on such bills will be brought to account by the Accountant
General himself from the data furnished to him direct by treasury -
officers.

B.-—- Casg BOOK,

1.—Upkeep.

80. An account of their cash transactions should be maintained in
the Cash Book, Form P. W. A. 1, by all Government servants authorised,
as a regular arrangement. to receive money on behalf of Government,
as well as by those entrusted with disbursements out of cash received
by them in transfer from the divisional cash chest ot obtained by cheques
drawn on the treasury.

Nore..As an exception to this rule Government may authorise Divisional
Officers not to pass through the Cash Book earnest money received from, and
returned to, contractors on the same day the tenders are opened, provided that
the contractors, concerned are required tc give a stamped receipt for the money
in the Repister of Tenders maintained in the divisional office and that the
Register is to that extent treated as a subsidiary cash book and consequently as
an accounts form.

81. The Cash Book should be treated as one_ of the most important
accounts records of the department: the detailed instructions given in
the notes on Form P. W. A 1, should be observed strictly in’ practice
by all concerned.

11.— Balancing,

82. The Cash Book should be balanced on the date prescribed for
closing the cash accounts cf the month, but when the transactions are
numerous, a weekly or daily balance is recommended, and it is
advisable that the cash be counted whenever a balance is struck or at
convenient intervals, as this affords an independent check on the
accuracy of the postings. The results of such intermediate 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) soas not to. interfere with the !
up to date totals; the actual balance of cash in the chest should 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

) 2a
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P W. A.2and a certificate of the reconciliation of the book balance
with the actual one, recorded below the closing entries of the month.

83. Whenever, on the contents of the cash chest being counted, the
balance as per Cash Book is found to be incorrect, it should, unless the
error can be detected and set right at dnce, be rectified forthwith by
making the necessary 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 case may be.

HI,—Rcch'ﬁca(ion of Errors,

‘ 84. An entry once made in the Cash Book should in no circumstances
. be erased. If a mistake has been made and itis discovered before the
copy of the Cash Book has been submitted to the divisional office, the
mistake should be corrected by drawing the pen through the incorrect
entry and inserting the correctone in red ink between the lines. The
disbursing officer should initial every such correction and invariably date
his initials. When the mistake is discovered too late for correction in
this way. an intimation of the necessary correction should be sent at
once to the divisional office accompanied by a proposed transfer entry,
if necessary. [Except as indicated above, no correction of an entry once
made in his Cash Book should be made by a Sub-divisional Officer unless
authorised by the divisional office to do so. :

85. The same principles should be obsetved 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 be made in that book, but a transfer entry should be
prepared for the necessary correction, a suirable iemark in red ink
(quoting reference to the cotrection in accouats) being recorded against
the original 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
accordance with the directions given in that form. The counterfoil
should be retained by the imprest holdes and the original supported by
the necessary vouchers should be forwarded to the officer from whom the
imprest is held, whenever the imprest holder finds it necessary to have
the account recouped, or when it is proposed to increase or decrease the
am- unt of the imprest or to close the accouant 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 Foums P. W. A. 1L and P W. A. 2)
before it is closed for the month on the date fixed for the purpose,

87 Ifany item in an imprest account appears to the recouping
officer to be open to objection, that item may be entered in his Cash
Book as “item awaiting adjustment in the Imprest account of...cceerevaesss”
under “Miscellaneous 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 miake a number &f 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
accounted 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 apply also to cash taken out of the chest by the disbursing .
officer himself to make payments at a distance.

E.—SETTLEMENT OF ACCOUNTS WITH TREASURIES,

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 fer a month may be reported
sometimes by the treasury in an earlier or a subsequent month. This
disturbing factor should be berne in mind. Differences which are
neither due to this cause nor represent amounts of uncsshed cheques,
should be settled expeditiously in consultation witll the Treasury Officer
concerned, ’
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SECTION 2.—STORES ACCOUNTS.

A.—GENERAL,

91. The four classes into which the Public Works Stores are
classified vide Article 37, should be divided into two distinct categories.
as 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 consumption on works or otherwise. The accounts of the stores.
mentioned in category™(2) should be kept in accordance with the direc-
tions in Articles 94 to 103.

93. In 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
adjusted by book transfer in the accounts of the division, should be kept.
in the Measurement Book prescribed in Article 123.

B,—Stock.

I —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 value 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 ke replaced locally by other suitable heads, if necessary,

11 ——Initial Accounts,

96. All transactions of receipts and issues—in guantities 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.—These registers need not 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 are made for the completion of the Abstracts of Stock
Receipts and Stock Issues (Article 97). :

NOTE 2.—Where this courseis authorised by Government the issues of petty stores
by a sectional officer direct to works under his supervision may be shown in the accounts
collectively once a month when the accounts of the month are closed.

97. The receipt and issue transactions of the entire sub-division, as
entered in Form P. W. A 4, should be abstracted monthly by the
sub-divisional office in a single * Abstract of Stock Receipts” (Form
P. W. A.5) and in a single'* Abstract of Stocklssues "(Form P. W. A.
6). in accordance 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 office, vide Article 94. . _ ‘

98. These abstracts should be completed in the divisional office in
respect of (1) the values of quantities shown as received and issued (2)
the calculation of the storage charges on the issues and (3) cash or
adjustment charges on account of manufacture operations, storage and.
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.Sto.k brought
to account in the Cash Book and the Transfer Entry Book vide Article
207. Carriages and other incidental charges should be debited to stock
only when they are incurred in connection with the general stock reugire-
ments. These charges should b:adjusted against the particular sub-
head under which the item is classified or the sub.head ‘’Storage ” of
the stock account according as the charges have been incurred before
or after the acquisition and delivery of the stores at the godown.

99. The general account of receipts, issues and balances of the
suspense head “Stock™ for the entire division should be keptin the
Suspense Register prescribed in Article 164.

11[.—8ubsidiary Accounts.

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

1V.—Rcctification of Errors.

, 101. (a) Any errors that may be discovered in the Registers of
Receipts and Issues or in the Monthly Abstracts, before the accounts for
the month are closed, should bé set right by the Sub divisional Othcer.
_Such corrections should be made neatly by scoring out rhe. jncorrect
figures or other entries and writing the correct ones above them and they
_should be attested by dated initials. Mistakes noticed subsequently
*~ should not be corrected except in accordance with a formal trarisfer entry -
or under instructions received from the divisional Office. - =~ = =~
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(b) Clerical errors in value accounts should be dealt with generally
in accordance with the directions in Article 84. Corrections of errors
discovered after the accounts of the month are closed should be made
when permissible, (i) by entries of value (without quantities)in the
Stock accounts of the current month when no change is to be made in
the head of account affected, and (ii) by 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 quanti-
ties should be treated as Receipts. and reductions
therein as Issues a suitable remark being made in the
entries in forms P. W. A 5 and P. W. A, 6. These
entries must be made as soon ss differences in quantities
come to notice, but in the case of materials to be declared
unserviceable, no adjustment should be made uatil receipt -
of orders of eompetent authority.

(b} The net surplus or deficit resulting from the periodical revision
of rates should be adjusted by msking suitable 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 valuyes being classified
in accordance with the principles enunciated belows.

(c) (1) The value of stores found surplus should be credited

st 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 lossis 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 sccounts thereof are still
open, or (ii) the general head * Losses on Stock ” under
one or more major heads as may bz decided by competent
authority, on consideration of the objects for which the
stores were stocked.

102. No correction should be made in the accounts in respect of
stores declared to be in excess of requiremeants. Such stores should
continue to be borne on the Stock account until transferred elsewhere or
otherwise disposed of in the ordinsry course.

C.—SpEciAL TooLs aND PranT,

104. If the cost or depreciated valus of any Special Tools and Plant
obtained for, or used on,a projectis required to be distribited over
different units of the project, the forms of subsidiary accounts to be kept
to facilitate that distribution may be settled by Government after
<onsultation with the Accountant General.
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SECTION 3.—TRANSFER ENTRIES,

A, —GENERAL,

" 05. (1) Transfer entries, that is, entries intended to transfer an
jtem 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 error of classification in the original
accounts;

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

(c) in order to bring to account certain classes of transactions
which do not pass through the cash or stock account, ¢.9.—

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

(i) for credit to ' Public Works Deposits” on account of
balances due to contractors on closed accounts, vide
Article 138

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

liv) for original debits or credits to Remittance heads based on
transactions not appearing in cash or stock accounts;
e.g., transfer of Tools and Plant 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 account of super-
vision (when not recovered in cash) establishment, tools
and plant and workshop charges, vide, Article 177 ;

{d) in order to respond to a remittance transaction advised by the
Accountant General or direct by the division or department
concerned, if the cosresponding 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) suspense charges which can no longer be kept within the
accounts of the work (vide Article 136); such transfer
entries are necessary either when the accounts of any
contractor or of the work itself are to be closed, or when
any recoveries: to be made (otherwise than in cash) have
become due 4., by the transfer of stores to any other
wofk or account.



32

106~110)} ACCOUNT TO BE KEPT IN PUBLIC WORKS OFFICES [Crar. III

{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 several parties are interested is undertaken,
the individua! transactions relating to it may ke 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 transfer entry.

B.—TraNSFER ENTRY ORDERS.

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

NOTE 1.—In cases in which submission to the Accountant .General of the

Transfer Entry Order with the Monthly Account vide Article 232, is not required.
the necessary order, if not initiated by a Sub.divisional Officer, may be signified

by the Divisional Officer's initials against the entry in the Transfer Entry Book
(Article 110).

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

107. A Transfer Entry Order may be initiated bv the Sub-divisional
Officer, and should ke so initiated by him in all cases falling within
clauses (a), (), (¢) and (¢) of Article 105 (1) which come within his

cognisances

108, The Divisioral 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 rtespect ot transactions falling under clauses ta), (b) and (¢}
of Article 105 (1) propos:d by Sub-divisional Officers, ate countersigned
by himself in token of acceptance.

NOTE.—Transfer entries should receive the special  attention  of Divisionel.
Officers so that habitual errors and misclassifications in the accounts of subordinate
officers may not remain unnoticed.

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

NOTE.—In cases of corrections involving a reduction in the cha;rges 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 alsc the
circumstances  in which the charges were allocated wrongly under the estimate:
for the work should be set forth clearly. It is not sufficient to state that the
charges were classified erroneously  in the first instance. :

C —TransFER ENTRY BoOK.

110, All Transfer entries which have teen approved for action
should be registered in the Transfer Entry Book, ®¥orm P. W.A 8.
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maintained in the divisional office. Entries should be grouped separately
for each month in the accounts of which they are to be incorporated.
Before the book is closed monthly the divisional office should see that
no adjustments which are required to be made under any 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 a forml
Transfer Entry Order approved by the Divisional Officer, the order
should not be entered in the Transfer Entry Book but filed with the
Works Abstract for the month in which the transfer is effected.
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SBECTION 4.—REVENUE RECEIPTS.
A, ~GENERAL,

112. Except in the case of supervision charges on sales of stock 01
Cl‘cil'lt, drevenue should not be credited to the head concerned until it is
realised.

B,—REGISTERS 0F REVENUE,

113, Save as provided in Article 116 all revenue teceipts of the
division should be classified and abstracted in a Register of Revenue,
Form P. W. A.9, maintained in the divisional office. The receipts
relating to each Irrigation, Navigation, Embankment or Drainage
project for which a separate revenue account is kept, should be registered
separately, and all the other receipts pertaining to a major head should
be booked collectively. In Governor’s Provinces, the receipts relating
to rransactions of the Central Government should be recorded in a
separate register.

NOTE 1.—Revenue receipts pertaining to (a) Military Engineer Services, (b)
Railway Works, {(¢) Posts and Telegraphs Department works and (d) Archaeological
works of the Central Government referred to in Article 215, should be posted in
separate register.

NOTE 2 - Revenue receipts from Irrigation, Navigation, ete, works realised in
the Ciwvil Department and paid direct into treasuries under the rules of Govern.
ment will be broughtto account to the credit of the revenue heads concerned
oirect on the books of the Accountant General without being passed on to the
Divisional Officer for adjustment.

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 figure to be deducted should be recorded in a separate Register
of Refunds of Revenue, which may also ke 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
expenciture on which is booked separately. Receipts falling under the
minor head *“Recoveries of expenditure” should appear in the
Register of Revenue for the major head concerned under three distinct-
detailed heads, namely (1) Establishment recoveries, {2) Tools and Plant
recoveries and (3) Other recoveries.

116. If in respect of rent receipts of the buildings, lands and special
services, subsidiary accounts are kept in 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
detailed 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 treasuries
subordinate to the same Accountant General as the Divisonal Officer will be
credited by the Accountant General direct in his books to the revenue] heads
~concerned,
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SECTION 5—WORKS ACCOUNTS.
A.—GENERAL,

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

(b} In addition to the charges falliig under the main classes, there
are other transactions affecting the cost of a work. For example, there
may be charges incurred in other divisions, departments or Govern-
ments, materials received from them or services rendered by them, or
there may be cash receipts such as are taken in reduction of expenditure
in accordance with the 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) Allthese transctions 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 expendi-
tute are the hands of account not designed to correspond with.
individual estimates for works, or contract accounts separate accounts.
have to be maintained in sube~divisional and divisional offices for
recording (1) the cost of individual works and (2) the transactions of
individual contractors. These are known as Works Accounts.

118 TIn recording the cost of an individual work in the accounts no-
attempt should be made to include in the cost any charges for general
services like Establi-hment 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
Government and the claim made by it includes an authorised charge on.
account 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 asa 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”) ofit,.
if separated accounts are kept up for the several component
parts, and
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(3) any charges which are of the nature of recoverable payments

and the names of the contractors or others, from whom
recoverable,

B.—DETAILED RECORDS,

1.—Cash Charges,
{¢) Introductory.

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

(b) Muster Rolls

12I. 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 Muster 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
Requisition 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 of
supplies made by a contracgtor, should be kept in a Measurement Book
in such form and in accordance 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

periodical repairs and are utilized for the purpose of preparing contrac-
tors’ bills for such repairs.

{(d) Bills and Vouchers.

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

() An account of items remaining unpaid on the passed bill of
members of work-charged establishment, on the day fixed for closing
the accounts of the month, should be kept in a suitable register of items
remaining unpaid.
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(¢) A separate running account should be maintained “in respect of
each contract. Transactions relating to 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, 9ide Article 134, should
also appear in separate running accounts,

NOTE.—In exceptional 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 contract. If this procedure cannot be observed, some special accounts
procedure may be devised on the merils of each case by the Accountant General
concerneds No  consolidation of estimates or special accounts procedure is
necessary where separate estimates ‘covered by the single contract relateto
different accounts heads or where separate estimates whether relating to different
accourts heads or not are coveredby a single tunning rate contract as in the case
of the painting of roads. etc, and where separate agreements are drawn on the

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

I1.—Charges on Account of Materials.
(@) In roductory.

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

(1) lssues 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) 1ssues Direct to Works,—Issues of materials when work is

done departmentally or by contractors whose agreements
are for labour only.

(b) Issues to Contractors,

127. On the authority of the contractor’s detailed acknowledgement
of materials made over to him for use on works under the rules of
Government, the cost recoverable from him siould be debited at once
to his personal account by charge to the suspense head “Contractors—
Other transactions” (vede Article 136) in the accounts of the work
concerned, the adjustment being made at such rates as may be deter-
mined 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 . . . . . Purchases.
{5) Obtained through the Stores _
department, London . . . London Stores.

{6) Indian Chargeson (5} . . . Head concerned.
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If the amount thus credited differs from the charge made to the
contractor’s account, the excess of the former over the latter, should be
treated as additional final outlay (plus or minus as the case may be)
on the work, 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 amount recoverable
from the contractor is debited to his account as soon as the materials are delivered
so that (1) he may not receive payment, at full rates, for the completed items of
work before the value of the Government materials used by him therein, has been
charged to his account, or (2) to his final bill for the work done may not be settled
before the full value of materials recoverable from him has been debited to his
account.

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

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

(c) Issues Direct to Works.

128 (a) In all cases materials issued direct to 2 work should, as soon as
teceived, be brought to account as indicated below: -

<
Source of receipt of Head of Accourit Mode of effecting adjust-
materials, 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... Bg Special transfer eatry in Form

W.A. 7 prepared as soon as
th: materials are received.
{(3) Transfer from another division| Purchases Ditto.
department or Government.

{4) Suppliers . . . . Ditto Ditto.

(5) Obtained through the Stores | London Stores ... Ditto.
Department, London. i

(6) Indian Charges on (5) . . | Head concerned . Through cash account or transfer.
entry, as the case may be.

The full value credited to the head concerned should be debited to the
work (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 in a measure-
ment book, with the full name of the work as entered in the estimate,
vide Article 119.

129. (@) When materials are issued direct to a work their cost
should either be treated as a final chargz or debited to the suspense
head “Materials” in the accounts of the work, as prescribed in
Article 136.
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() When the suspense head “Materials” is used, a detailed account
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 issues of each kind of materials may be
watched with reference to the estimated requirements.

(¢) Government will also lay down rules for the pericdical verification
of unused balances of materials debited to works and for 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 should 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
case may be. '

(d) Carriage and Incidental Charges.

131. (2) The cost of carriage of stock materials 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 srecially for a work
should be debited direct to the account of the work, the exact classifica-
tion of charge being as indicated below :—

Head to be debited in the account of the

s .
Nature of issue of materials. work.

1. Issues to Contractors allowed under

thet f thei tracts.
(:) ‘Efi,nstﬁe ;;é!&zgdracpslace of | The sub-head **Additional Charges for

delivery. Materials issued to Contractors” or “Final
Charges » according as the accounts of
the work are or are not kept by
) sub-heads.

(b) Beyond the place of delivery, | The personal account of the contractor
if incurred. under the suspense head “Contractors—

t tions”.

II. Issues to Contracts allowed otherwise Other Transac loDitto

than under the terms of contracts.
111, Issues Direct to Works ... | The sub-head to which the cost of the
materials is debited.

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

(¢) 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.

111, — Book Adjustments,

132, The detailed rules governing these adjustments are given in
Section 3 of this-Chapter.
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C.— Consounu:;n RECORDS,
1. - Works Abstracts.
(a) General

133. An account of all the transactions relating to a work during 2
_month, whether in respect of cash, stock or other charges should te
prepared in Works Abstract Form P. W A 10 if the accounts of works
are tequired under the rules of Government to be kept by sub-heads,
or in Form P. W. A. 11 if they 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
ot other transactions of contractors) and for which the estimate. account
and con pletion 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 end
Account and Audit, levied on works expenditure should not be shown in Works
Abstracts and Registers of Works, though they are included eventually in the
cost of works, vide 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 the rest if any contract for the execution of work connected with
it covers also work connected with the other parts,

(b) Sub-heads.

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
recoverable 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 “Contingencics” 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 recoveries are 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 reception of all such credits.
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{3d) 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. In addition to the head “Final charges”, or the final sub-
heads in the case of works of which accounts are kept by sub.beads, the
following suspense accounts should -be opened in Works Abstracts to
record transactions of a temporary character which are either not
adjustable as final outlay in the accounts of the works concerned or of
which the correct classification cannot be determinea immediately :—

(1) “Materials”—for the record of the cost of materials issued
direct to work.

NOTE.--When provision is made in the abstract of estimate separately for
“abour” and “materials” under any sub-head, the account of the cost of all
materials issued to . the work from stock, or by purchase, manufacture or transfer,
should be kept under a single head, entitled ‘Materials’ the sanctioned amount
of which should be taken to be equivalent to the aggregate provision for
< materials” in the estimate. The *“labour” divisions only will thus appear in
the Works Abstract as separate sub.heads of final outlay, The charges booked
under the suspense head ‘materials’’ should be transferred to the final sub-heads
of works by the divisional office at the time of closing the accounts of the works,
-vids Article 145,

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

NOTE-1a the case of lump sum contracts, payments for measured up additions
and alterations as weil as for the work covered by the lump sum for which no
detailed measurements are necessary, should be treated like advance payments and
brought to account in the works accounts under the suspense head *‘Contractors
—-Advance Payments”. If a percentage or any other portion of the value of
work done is withheld as security for the due fuifilment of the terms of the
contract, the net amouat remaining after the deduction of the portion withheld,
should be entered as the advance payment. )

R SeCUtL

{3) “Contractors—Advance. Payments” for the Record of=

advances and of their recoveries,

(4) “Contractors - Other Transactions”—for the record of all
other debits or credits to contractors awaiting settlement.

NOTE.—If a Running Account Bill or Muster Roll is only partly paid. the total
amcunt due thereon as value of work done or supplies made should be brought
to account in the Works Abstract as final charges or as expenditure on the sub.
heads concerned, and the amouot remaining unpaid should be saown as a minus
entry in the appropriate suspense column—*“Contractors-——Other Transactions” or
“‘Labourers”,

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

’

NOTE.--See Note under item (4) above.
{c) Record of Progress

127. Entries of “Progress” in the Works Abstract will be made
according 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 aécount 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 shonld be temoved from
the accounts of the work by credit to the head "Publice 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 cioses 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 “Miscellaneous P. W. Advances"’

139 If any wages of labourers remain unpaid after the completion of a
work, the accounts of the work may be kept open for a period of one
month, which may be extended to three months at the discretion of the
Divisional Officer. Thereafter the account of the work should be closed,
the balance under the suspense head "Labourers” being left unadjusted.
If unpaid wages of labourers are claimed and paid subsequent to the
closing of the accounts of a work, the accounts of the work may be
Te-opened at the_discretion of the Divisional Officer.

(e) Preparation, Completion and Disposal.

140. The Works Abstract should be prepared in the sub-divisional
-office in the firsc instance. It should be posted day by day from the Cash -
Book and the connscted bills of contractors and suppliers, cash refunds
and readjustment of final charges being posted as minus entries. t the
end of the month, stock and adjustment transictions should be added.
and, in the detailed statements provided for the purpose. quantities of
work executed shoultd be posted in accordance with the instructions
mentioned in Article 137,and the closing balances of contractors’ accounts
should be detailed so that the correctness of the up-to-date totals
under the suspense heads (1) Contractors—Advance Payments. (2) Contr~
actors —Secured Advances and (3) Contractors - Other Transactions
should be proved. The closing balances arrived at under the suspense
head “Labourers” in each case should be agreed with the connected
record of unpaid wages and its correctness should be certified over the
dated initials of the Sub-divisional Officer. The Works Abstract should
then be forwarded in original to the divisional office, where all necessary
completing entries will be made in respect of the direct charges and
adjustments made by the Divisional Otfcer.

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

NOTE 2.—Postings made in the sub.divisional office should bein black ink and all
postings and corrections made in tne divisional office in red ink.

NOTE 3.—Office copies of Works Abstracts need not be kept, as the originals are
returned by the divisional office after completion. Before the Works Abstracts sre sent to
‘the divisional office, the up-to-date totals should be entered in advance in the returns for
the following month and these should be corrected, if necessary, on return of the Works
Abstracts from the divisional office.
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11-—Regiater of Works.

{a) Form and preparation.

141. A permanent and collective record of the expenditure incurrred
on all works carried out during a vear should be maintained in the
divisional office in Registers of Works, Forms P, W. A. 12 and P. W. A.
13 (corresponcing respectively to the two forms of Works Abstracts,
Forms 2. W A 10 and P. W. A, 11) in accordance with the instructions
printed on these forms. These registers should be posted monthly from
Works Abstracts. When Works Abs:racts are prepared, under Article
134, for the sub-works or patts 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 separtae 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 f ¢ which
the estimate, account and completion reports are prepared on a single form prescribed by
Government (vide Article 133)is optional

142. Before the date of submission of the monthly accounts to the
Accountant General, the posting of the Registers of Works sh.ulc be
completed and the registers should then be laid before the Divisional
Officer for r-view. The monthly account of each work on whiih there
has been expenditure during the month shou!d 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 vetry large, the Divisional Officer may allow
an extra period of a few days, for the completion of the Registers of Works but the sub.
mission of the month'y accounts to the Accountant General and the completion of the-
Works Abstracts should not be detayed on this account.

(d) Closing of Accounts on Completion of Works.

143. It is an object of grsat importance to close the accounts of works
as soon as possible after the actual work of construction is completed..
If there is necessatily any delay in closing the accounts, it should be seen
in particular that further charges are not incurred without the permission
of the Divisional Officer.

144, Before the accounts of a work can be closed on its completion,
1t should ke seen 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 brought 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 ac.ounts
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
Government 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 firal sub-heads, but profits or losses which are not
clearly traceable 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 suspense accounts, before the expiry of the working year.
If, in any exceptional case, any work remains to be done and it is
proposed to carry it on to completion, action should be taken as

described below.

(1) The expenditure incurred in the next working year should
be treated as expenditure against the annual meintenance
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 concerned in the accounts
of the maintenance estimate for the next working vyear.
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 maintenance and repair works
should, however, be considered as completed on the 3!st October of each year
(or any other date that may be presctibed by Government as the last date of the
Takavi year) and expenditure thereon incurred subsequently should be accounted
for as pertaining to a new work of the following year, so that the trancactions
and balances relating to each Takavi year may be kept distinct and seperate. s

147. When the work is completed and the accounts of it have been
settled and written up as indicated in Articles 14% and 145, a double
red ink line should be ruled below the final entries and a note made
in red ink “Work completed in..uceerereenreenes19......” . This note should
be signed by tne Divisional Officer in token of his satisfying himself
that all action has been taken under those Articles. [t will be the
authority for treating the accounts of the work as closed, and a work
should not be reported as completed in the divisional accounts unless
this authority has been placed on record.

148. If the total expenditure on the work is in excess of the
sanctioned estimate and the excess is passed by the Divisional Officer
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under his powers, the words " Excess passed by me ” should be added
to the completion note recorded under Article 147. If, however, the
excess is such that the Divisional Officer cannot pass it within his powers
the completion note in the Register of Works should be amplified thus : —
““ Work completed in...c.eveenecl9......Completion Report/State-

ment submitted with the office letter No....eeu.eocidated..ecerenccsamns’s

NOTE—The completion Report/Statement will be submitted to competent
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 expenditure of a
work come to light after its accounts have been closed, the accounts
may be reopered in order to rtectify 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.

111.—Contractors’ Ledger

{a) Form and Use

150. The accounts relating to contracts should 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 personal account is maintained, vide Article 151.

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

(@) 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 ;

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

57

(b) Posting.

152. Except when a contractor’s account is to be closed and the
procedure prescribed in Artical 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 theron. Debit entries in the ledger should be made only on
the basis of transactions recorded in the accounts and the postings
should be made from the supporting cash, stock or adjustment vouchers ;
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liabilities not yet liquidated should be excluded qltogether: The value
of materials issued to a contractor should be debited to his account on
the authority of his acknowledgement, see Article 127.

NOTE 1—Security deposits of contractors should not be included in their
petsonal accounts in the ledger, vide Article 74.

NOTE 2.—When a deduction made from a contractor’s bill for one work is
creditable to the account of another work, and such credit is in connection with
his contract for the latter work, two distinct sets of entries should be made in the.
ledger, one for the payment made on account of the former work, and the other
for the recovery creditable to the latter, as if that recovery had been made in cash.

NOTE 3—If there are several contracts in connection wtth a2 work or account,

the transactions relating to each should be distinguished, p:eferably by quotation
of the number and date of the agreement or work order.

NOTE 4—If a petty contractor’s account has to be removed from the combined
ledger head “Petty contractors’ account” [wvide Article 151 ()] to a separate °
personal account for him, the total value of work done up to date and the total
payments up to date should be debited or credited respectively, to the “Petty
contractors’ account ’ and taken on to the personal sccount as credits and debits.

(¢) Balancing and Reconciliation.

153. The ledger accounts should be closed and balanced monthly.
The closing balance of each personal accouant 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 each case, of the last Running
Account Bill and of all the vouchers supporting uvadjusted outstand-
ings under ' Other Transactions”, not incorporated in the last
Running Account Bill,

NOTE -The Petty Contractor’s Ledger account shouid also be closed and
balanced in the same way, the balances being recorded as pertaining wholly to

the suspense head ““ Other Transactions ™',

154. Periodically, all the personal accounts in the ledger should be
examined and it should be seen (1) that balances do not remain out-
standing 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 When materials are manufactured departmentally, either for
the general requirements of works or for a particular work, a separate
account, called a Manufacture Account, should be kept ot the transac-
tions connected with each manufacture under a distinct sub-head
“ Manufacture ” of the suspense head “Stock ”: vide Article 95.

NOTE—The accounts of road metal digging are not treated as manufacture
accounts, but the charges connected with land and quarries acquired for such
operations should be dealt witn in accordance with Article 53.

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 kert of the quantities and values of the
products of the manufacture. The two sections of the accounts are
known, respectively, as the *Operation” and the *“Outturn’
accounts,

B— OPERATION ACCOUNTS.

157. To a manufacture account should be debited directly (1) the
value of raw materials issued from stock or obtained otherwise, (2) the
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 cperation
which does not extend beyond a single season, should be
debited wholly to the account of the manufacture.

(b) Capital charges in connection with a manufacture operation
extending over more than one season should be debited, in
the first instance, to a special account under the sub-head
" Land, Kilns, etc.”, of the stock account, wide Article
95. To this account should also be debited the cost of
repairs and renewals 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 instalments 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 manufac-
ture operations are leased to a contractor of the division or other person, the-
rent recovered should be credited to this special account and not to Revenue.

(c) 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 (¢) above no charge should be
made on account of general establishment and ordinary
tools and plant charges or on account of interest on the
capital cost of land, kilns, plant, etc., unless Government
- directs otherwise. o .

. C.—OUTTURN ACCOUNTS,

.-189. To a manufacture account should be credited the values- of the
manufactured articles and of the surplus materials sold or otherwise
disposed of. , . ,
- NOTE L.—The rates for valuing manufactured articles will be such ‘as may be
fixed by competent authority. .

- NOTE 2.~If the rate, at which any article of outturn manufactureed for a
particular work is valued, turns out to be different from the issue rate of a
similar article already in stock, the value of the two articles may be averaged for
the purpose of stock accounts unless Government decides otherwise, allowance
being made necessarily for the different quantities at the different values. )

160. A detailed outturn account for each month should be prepared
in Form P, W, A, 15, Qutturn 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).

N

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 accounrts 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 scon as the operations are closed.
In cases in which operations are continucus, the accounts should be
closed periodically or at least once a year. :

163. Before the accounts are closed, the difference letween the
“operation” and “outturn” should be adjusted under the orders of
competent authority. * If the orders issued have the effect ot enhancing
or lowering the value of the outturn alreaay brought to account, the
adjustment should be made by a suitable entrv (without any fresh
quantities) in the Outturn Statement, Form P. W, A. 15; in other cases,
the loss or gain, as the case may ke, should be taken to the exrenditure
or revenue head conerned by a regular transfer entry, which. will affect
the “Operation” account only. In all cases, the tots] *operation”
-and - *' outturn ” should equal each other when the Manufacture ‘Account .
is closed. - o
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SECTION 7.-ACCOUNTS OF DEPOSITS AND
SUSPENSE TRANSACTIONS. .

A, —AccouNTs oF HEADS OTHERR 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
Susvense Register, Form -£. W. A, 17, separaté 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.—AccouxnTs or Suspense Heap *‘ Loxpox Srores ”,

167. The Transactions under this head should be recorded in detail
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 a suitable form to be settled by Government in consultation
with the Accountant General so as to show the cost of each job or
operation and its adjustment from time to time.

1689,  The recorded .é%;p‘enditu_rc on 2. job should be removed from the
“suspense -head -only*whén, 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 removai should be effected by
a credit to the account of the job. But when any charges are trans.
ferred from one job or operation to another, the transfer should be made
by plue and minus debit entries,



51

Crap, III] ~ ACCOUNTS TO Bs KEPT I¥ PUBLIO WORES OFFIOES  [170-172

D.—UNADIJUSTED BALANOES,

170. In the accounts for March each year, the outstanding items
in the Deposit Register and the Suspense head * Purchases ”, 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 Suspense 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- ,ie, as profit
or loss-on stock., according as it isa minus or plus balance, and should
not be carried forward to the following year, :

172. Items or balances under the suspense head *° Miscellaneous
P. W. Advances” which become irrecoverable, or any balance under
the head ** London Stores ” due to short deliveries, which cannot be
cleared by recovery of cost, should not be removed from the accounts
until a competent authority has sanctioned their being written off.
For balances under the head ** Workshop Suspense ” see Article 62.
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SECTION 8.—WORKSHOP ACCOUNTS,
A.—GENERAL,

173. The directions in this Section shall not apply to the accounts.
of small shops kept in divisions for the execution of repairs to tools
and plant or of small manufacture jobs. The accounts of works
executed in such shops should ke keptin 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 machinary shoudd be:
treated as separate sub.divisions, or divisions, for account purpoes.
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 b: 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 63 anc 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.—AIll labilities should be taken into account, even through wundisbursed,.
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 operatjons 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 total 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 mor}thly' s.etrlement 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 in deposit in tre first instance, and the adjustments of actusl cost made
under this Article should be effected sgainst the deposit, the unexpended balance
being refunded under the rules of Government only when the job is completed
and the account of it settled.
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177. In addition- to the direct charges mentioned in Article 175,
to the account of each job may te debited, not through the Workshop
Suspense account but directly under the head of account concerned.
suitable percentages to cover the indirect charges determined by
Government. The following are the examples of the charges usually
levied,

(@) Supervision charges, \ '

() 1nterest on the capital cost of buildings, plant and machinery.
(¢} Maintenance charges of buildings, plant and machinery.

1d) Depreciation of buildings plant and machinery.

(¢) Establishment charges (including the percentage fixed by the:

- Central Government for Audit and Accounts Establish-

ment). .

(f) Profit.
See also ‘Article 64,

NOTE.—The rercentage realised on account of establishment charges should be
treated as a reduction of experditure or as revenue receipts. as the case may be,.
in accordance with the directionsin Article 69. Aul other percentages should be treated.
.85 revenue receipts. ’ :

178. The indirect 'charges mentioned in Article 177 should be:
brought to account whenever the settlement of the account of direct.
charges is 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 D]VISIONS,
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 concerned in the Cash or Stock Accounts if it appears

;ger?in, or by an entry in the Transfer Entry Book ; see Articles 14 to
also, :

NOTE 1.—Such percentage charges on account of supervision and establishment
and tools and plant as may be leviable under the rules, should also be included, by a
transfer entry. in the amount transferred.

NOTE 2-The cost of workshop jobs need not be adjusted monthly, véde
Article 176, o

B.—TrANsACTIONS ORIGINATING IN THE DIVISION,

81 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 175 to 177,

182. In respect of work done in a division for other -divisions,
departments or Governments. the intimation of the tcansfer will be
given after audit (see Notes below) by the Accountant General to the
Accounts Ofhcer 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 concerned 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 executed in
wotkshops. ’ )
NOTE 2.—The provision regarding pre-audit 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 in the accounts of the debiting division

should be supported by the Acceptance of Debit, or Advice of Credit,
as the case may be,

NOTE —In cases of transfer debit transactions, all relevant vouchers, including
-such as do not pass ordinarily beyond the divisional office, should accompany the
Advice. 1f this requirement cannct be complied with in any case in respect of 2
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advice
Accountant

cash voucher which cannot be replaced by a certificate of payment, an
should be attached to the Monthly Account for transmission by the
General, after the audit of accounts, to the division concerned.

C.—TBANSACTIONS ORIGINATING IN ANOTHER DivisioN, DEPARTMENT oR
GOVERNMENT,

184. Transactions originating in anorher division, department or .
‘Government should as a rule be adjusted in divisional accouats only on
receipt of intimation of the debit or credit through the Accountant
‘General. The following are however, exceptions in which the adjus:-

ment may be made without receipt of intimation from the Accountant
General :—

{1) recoveries of rent realised on behalf of the Public Works
Department by disbursing or Accounts Officars of oth-r
accounts circles, provided these eatries 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 accounts have been realised from the
parties concerned ;

(2) transactions for which advices and acceptances of transfers

are exchanged direct between oae division and another
vide Article 183;

{3) any other transactions authorised by the Accountant General,

185. The Divisional Officer should examine every transfer advised
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 rejecred; it may be
rejected altogether if it does not pertain clearly to the division ; other-
wise it should be accepted provisionally 1in full and the dispute, whether
as to the amount or as to other particulars of the transaction, should

be settlet separately in communication with the officer who advised
the transfer.

Nore.—Railway debits for amounts due on warrants and credit notes should
be accepted in full in the accounts of the month in which they are advised by the
Accountant General for adjustment in the divisional accounts without reference
to the issuing officers whose signatures on such warrants or notes should be taken
as final, subject only to readjustment, later on, of under or overcharges. 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 Department, which are test checked by the Railway
Audit Department, should be accepted 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 Accounts Officer of the department originating the
transfer) to the effect that the payment vouchers have been audited and
passed in accordance with the rules. Divisional Officers are therefore
responsible for obtaining proper vouchers in support of all charges to
remittance heads in their accounts. '

1v-10.9,
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D.—-SETTLEMENT OF ACCOUNTS,

187. In cases in which Advices and Acceptances cf Transfer are
exchanged direct by Divisional Officers of twc accounts circles, thcse
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 within the month in which he has
brought it to account, the ofhicer 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
provisionzlly 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 Fngineer Services and (3) Posts and Telegraphs
Department (Telegraph Section),
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SECTION 10.—ACCOUNT OF CEMETRY
ENDOWMENTS.

A — GENERAL,

190. The accounts of endowments, as described in the following:
Articles, are kept on the principle (1) that the expenditure incurred
in connection with the objects for which endowments have been received
is accounted for as Ecclesiastical expenditure of the Central Govern-.
ment, and the income which accrues in the form of interest on the-
endowments is, per contra, treated as Miscellaneous revenue of that
Government, and (2) that pro formé accounts are maintained separately,.
comparing the expenditure with the income,

B.— DETAILED AccoUXNT OF RECEIPTS AND EXPENDITURE ~

191. All endowment receipts of the month should be.posted in the-
Register of Endowment Receipts, Form P. W. A, 21, maintained in
the divisional office in respect of each cemetery, and the total of the
endowments received up to date (Ordinary or Special as the case may-
be) should be struck against the last entry.

192. The charges incurred should be accounted for generally in .
accordance with the directions relating to Civil Works expenditure and.
in such detail as may be required to be posted in the annual ledger-
accounts of endowments (vide Article 194 below). If a single estimate-
includes provision for more than one cemectery, the necessary details.
should be recorded separately for each cemetery in Works Abstracts and.
Registers of Works, (

193. In the monthly Account of the division for March, interest on.
the amounts of endowments received up to end of that month should be
calculated at the rates prescribed by Government, and credited to head.
“XLVI —Miscellaneous, Central” by debit to *22.—Interest on Debt
and other obligations—~Interest on Cemetery Endowment Fund”. Full
details of the amount pertaining to each cemetery {(separately for
Ordinary and Special endowments) should be given in the Schedules of
Credits and Debits to “Adjusting Account between Central and Provin-
cial Governments” in the case of Provincial Divisions or the Schedules.
of Credits and Debits to Miscellaneous Heads of Account, in the case:
of Central Divisions. Simultaneously, the amount of interest credit--
able to each ledger account {Article 194) of the following year, should
be posted therein.

C.—LEDGER ACCOUNTS,

194. At the close of the year, the Ledger Accounts of Endowments-

should be writtén up in From P. W. A. 22 which shows the expengiture:
A
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‘including departmental charges) of the year against the interest on
-endowments received to end of the previous year plus unspent balance
(if any) of that year’s ledger account. A separate set of folios spould
be reserved for each cemetery and the transsctions of a year should
‘be posted so as to show separately the figure for (2) each Special Endow-
ment the amount of which exceeds Rs. 25 or any other limit prescribed
-bv Government. (b) other special Endowments collectively, (¢} all Special
-Endowments collectively, t.6., (a)+(b), and (d) all Ordinary Endow-
.ments collectively. ' :



SECTION 11.—OTHER DIRECTIONS.

A —MoxNTHLY CLOSING OF THE ACCOUNTS,

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

NoTk.~In cases where sectional officers are authorised to maintain separate initial
accounts of stock in their charge, which have to be incorporated in those of the
sub.divisions, they may be permitted, except in March, to close their monthly accounts
three days before the date of closing fixed for the sub-division. This limit of three
days may be relaxed by the Accountant General in exceptional cases.

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 monch, but before this is done, all necessary transfers,
€.9., those relating to the levy of the prescribed percentages for estab-
jishment, tools and plint, supervision charges, etc., should be made.

B.—REeviEW OF UNSETTLED ACCOUXTS.

197. The several registers and schedules relating to the suspense
znd deposit heads of account, the Contractors’ Ledger, Works Abstracts
and Registers of Works, should be reviewed monthly so that the action
necessary to -effect the expeditious clearance of outstanding balances,
whether by actual recavery or by adjustment in the accounts, may be
taken regularly throughout the year. In February or early in March.
special steps should be taken to bring 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. Itis 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
necessary action be taken to move the other parties concerned to bring
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to account or settle the outstanding items ; the intervention of the
Accountant General may be sought where necessary,

Nore.—In connection  with transactions with other Governments and with
Railways it should be borae in mind that the Central Accounts Section of the Reserve
Bank close their books for the year on the 15th April ; vide Article 234,

C,— CLOSING OF THE ACCOUNTS OF THE YEAR,

199, The ﬁn%ncial year terminates on the 31lst 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 year as possible should be cleared
and the errors in accounts coming to notice after the 31st March should
be rectified, if possible, within the accounts of the year, the Transfer
Eatry 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 tran-
sactions. These accounts should be closed on the 20th May or on such
date as may be prescribed by the Accountant General (see Article 236).

Norg—Accounts of transactions with other Governments and with Railways-

must be settled completely and communicated to the Accountant General by the the
12th April at the latest vide Aricle 234.

D.—CORRECTIONS IN ACCOUNTS,

200. {a) If an item in the accounts which properly belongs toa
revenue or expenditure head is classified wrongly under another revenue
or expenditure head, the error may be corrected at any time before the
accounts of the year are closed, but, after the accounts are closed, no
correction is admissible except as permitted in Article 251 of Volume
IV and except in cases affecting the accounts of works including those
falling under Article 149.

Nore 1.—FErrors in suspense accounts are governed by the rule in clause (b).

Nerm 2.—If an error is detected after submission to the Accountant General of
the Divisiona! Officet’s Supplementary Account of the year (vide Article 236), it should
me reported to the Accountant General for his instructions unless the amountis not
more than ten rupees.

(b) All errofs affecting debt (including suspense) and remittance
heads must bz corrected, however old they may be.

(c) When a correction is permissible, it should be made by a formal
transfer entry, but when it is not permissible, a suitable note of it
should 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 othet advice should also be noted against the correction.

E.—PRO FORM A ACCOUNTS,

202. If for the purposes of any pro forma account : which the
Accountant General is required to prepare or check, it is. necessary to
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determine the charges incurred on a particular work or service or a
group of works or services, the expenditure on it should be booked
separately in the general accounts, even though, under rule, it may
not be customary to estimate or account for such expediture separately.
Detailed instructions in this connection will be issued by the Accountane
General in  consultation with the Government concerned, where

necessary.
F.—AccounTs 1N OFFICES To BE RECONSTITUTED,

203. When in consequence of the reconstitution of executive charges
or of any other arrangements, the accounts of two or more divisional
offices are to be amalgamated or those of any office are either to be
oroken up into pars or closed, the Divisional Othcers concerned should
apply in time to the Accountant General for the instructions to be
observed in regard 1o accounts in giving effect to the arrangements.
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‘CHAPTER IV.—ACCOUNTS RETURNS RENDERED BY PUBLIC
WORKS OFFICERS.

A__GENERAL,

9204. The directions contained in this Chapter shall regulate the
procedure relating to the compilation of divisional accounts and to their
submission to the Accountant General. In their application to the
accounts of Divisicnal Officers in Bengal and Bihar, they are subject
to such modifications as may be authorised by the Accountant General
.concerned.

B,—SUB-DIVISIONAL ACCOUNTS, .

205. Arrangements should be made. under the orders of the
Divisional Officer, for the despatch of the sub-divisional returns
mentioned below, to the divisional office on such dates as may render
possible the compilation of the monthly or other periodical accounts of
the division on the due date :—

(@) Copies of the Cash Book Twice a month or oftener as
(supported by vouchers). may be directed by the
Divisional Office, 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,
5and P. W A. 6 supported
by receipted invoices or
other vouchers, and extracts
from Registers of Stock
Receipts and Issues. 1
{Copies.) '

(¢) Works Abstracts (accom- § Within three days of the
panied, where necessary, by date 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 connec-
tion with which there was
any transaction during the
month, J
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(d) Petty Works Requisitions and 1
Accounts for each petty
work in progress in connec-
tion with which there was ;
any transaction during the .
month (in original),

(e) Transfer Entry Orders, Form
P.W.A. 7, relating to the
accounts of the month |
cther than those proposed % Within three Jdays of the
from time to time and | date on which the ac.
transmitted separately; counts of a month are
vide Article 108. closed.

{(f}  Such other returns as may be
necessary for the compila-
tion of the accounts requir- »
ed to be submitted to the
Accounrant General under
orders of Government, vide

Article 239. )

NOTE 1.—The total of the “Cash” columns on both sides of the copy of thg
sub-divisional cash book should be expressed in words in the Sub.divisional Officer’s
own hand in token of his having satisfied himself that it is a true copy and correct
in all respects.

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

NOTE 8.—The accounts Returns received from sub.divisions should be further
checked in accordance with the rules prescribed in this behalf in the Audit and
Departmental Codes.

C.—CoMPILATION OF MONTHLY ACCOUNTS,
1. — 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 in
the 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 specified
against each :— ;

(i) transactions recorded in the Cash Book under the head
“Cash from Treasury”, (These are brought to account
through the Transfer Entry Book as a part of the entry
“Total amount of cheques drawn”) ;
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(ii) transactions brought to account in the initial accounts of
stock (Forms P. W. A. 5 and P. W. A.6) through the
Cash Book or the Transfer Entry Book; e.g., stock
purchased in cash, stock sold for cash and stock received
from works. .

208. Before the actual compilation of the various schedules and
schedule dockets. etc., is undertaken, the Abstract Book, Form P.W.A.
23 may by written up from the original Cash Books, Abstracts of
Receipts and Issues of Stock. and the Transfer Entry Book in
accordanice with the instructions printed on the standard form. The
book will consolidate all the transactions of the division and will thereby
facilicate the location of errors and omissions made in the compilation
of the Monthly Account from the schedulesand also serve as an inde-
pendent check over the compiled accounts,

11.-~8chedule Dockets.

209. As cash vouchers and transfer entry orders, relating to (i)
charges on works, other than percentages charged for establishment,
¢ools and plant etc., and (ii) other items of expenditure or disburse--
ment for which a contingent bill is not required (see Article 226), are
weceived and are scrutinised, they should be posted into Schedule
Packets in Form P. W, A.24 a separate form being used for—

(a) each work to be accounted for in a Schedule of Works.
Expenditure. Form P. W. A. 27 or in the Schedules of
Deposit Works »nd Takavi Wotks; Forms P. W. A. 33
and P. W. A 36, vide Articles 219 and 221;

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

(c) each separate class of charges (including refunds of revenue)
for which a schedule in any other foim has to be 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 end of the month, the schedule dockets should be
completed in respect of the Stock transactions. All the Stock debits
and creoits of the month as recorded in the lower part of Forms
P W.A. 5 and 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 Entry Book, vide Article 98, should be
posted in the schedule dockets. The total of the month’s Stock transac-
tions relating to each schedule docket should be entered therein as a
single figure, plus or minus according asitisa debit or a credit, and
if there are both debits and credits to be 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 case 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 fot each month. :

NOTE 1.—Accountants General may. at their discreation, permit Divisional Officers
to post the Schedule Dockets at the end of the month from the Works Abstracts
as soon as the latter are completed and checked. Accountants General may also
at their discretion dispense with the preparation and submission of a Schedule
Docket for a work when the outlay on that work consists entirely of payments on
muster rolls or other vouchers not required to be submitted to the Accountant
Ueneral. 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 vouchers in support of the item are such as are not required to be
submitted to the Accountant General under the rules.

NOTE 2.—Some of the schedules mentioned in clause (c) of Artidde 209 include
charges for works supported by Schedule of Works Expenditure. Such charges

and other transactions relating to the works expenditure should be posted in the
schedule dockets for the works concerned

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

NOTE.—This form serves as the transfer entry order relating to these recoveries
{vide Article 196) and should, therefore, be signed by the Divisional Officer. -

IIL.—Schedules.

(@) Schedule of Monthly Settlement with Treasuries.

* 213. After the settlement of account mentioned in Article 89 has
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. )

(0) 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 Revenue.

(iii) Schedule of Receipts and Recoveries on Capital Account.

NOTE.—A separate schedule should be prepared for each

class of rteceipt for
which a separate register is maintained under Article 113. P

(¢) Schedules of Works Expenditure.

215. (2) After a reconciliation has been effected between the ‘totals
or 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 for
expenaiture relating to each of the following classes :—

(i) each major head (or a division thereof shown separately in
Appendix 2 to Volume 1) under which expenditure is
recorded, a serarate schedule should be prepared for
“ Central” and *Provincial ”, in the case of “ 50—Civil
Works ” in Governors’ Provinces ;

NOTE :—This form is not used for manufacture transactions, vide Article 216.
(ii) Military Engineer Services;
tiii: Railway Works ;
(iv) Posts and Telegraphs Department Works ;

1v) Archaeological Works of the Central Government connected
with the conservation of ancient monuments which are
debitable to the Archaeological Department; y

(vi) all other Government works including occasional works
of classes (ii) to (v); and

{vii) all non-Government works other than Deposit Works and

Taka vi Works for which separaté schedules are prepared,
vide 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 classifica-
tion in the case of works of classes (i) to {v), and grouped separately for
each Government, department, division, local body or other party
concerned, in the case of works of classes (vi) and (vii). All works

which form part of a single project or system should, in all cases, be
grouped together,

(d) Schedules of Suspense Transactions.

216. (@) All debits to stock should be collected in Form P. W. A.
28, Schedule of Debits 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-heads”. Under (1), should be
derailed all manufacture operations in progress and under (2). all works
in progress in connection with the acquisition of land, construction and
repaits of kilns, etc, Uuder (3), should be shown, the expenditure
which is incurred zfter the acquisition of the stores, on work-charged
establishment employed on handling and keeping initial accounts, the
custody of stock and the maintenance of the store godown or yards, etc.
Under (4), should be shown (@) individually, all items of expenditure
on the carriage, handling, etc., of stock materials when the cost of
such processes is debitable 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 materials 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 be entered in two separate lines.
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(b) An account of suspense head “ Stock” should next be prepared
in Form P. W. A. 29, Stock Account. Part] of this form is the main
account which should show the receipts, issues and balances, classfied
by sub.heads. Sepatate figures should be given in respect of the sub-
heads “ Manufacture ”, ' Land, Kilns, etc.”, and “Storage”, and all
other sub-heads (vide Artice 95) should be lumped up. Part 1], the
Detailed Account of Issues, should be written up first, and from this
part and the Schedule of Debits to Stock, Form P. W, A. 28, should be
prepared Part [.

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

NOTE 1L.—In respect of Purchases the Accountant General may authorise the
use of Form P. W. A. 31 in the case of divisions where the number of outstanding
itexrﬁ is very large but the number usually affected by the monthly transactions is
small.

NOTE 2. —In the schedule of Miscellaneous P. W. Advances for the months other
than March, items which do not exceed Rs.5 each may be shown in alump sum if the
Accountant General so authorises,

218. The schedule for the Suspense head “London Stores” has
already been described in Article 167. The schedule for “Workshop
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 expen-
diture 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 transactions 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
teduction of the deposits and, therefore, shown in the Schedule as minus realizations and
not as expenditure.

220. After the transactions relating to Deposit Works have been
posted in the Deposit Register, Form P. W. A, 17, a schedule of
complete transactions, as accounted for in that Register, should be
prepared in Form P. W. A. 34. It should show for each item the
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opening balance, the receipts and adjustments of the month, and the
closing balance.

NOTE.—The Accountant General may authorise the use of alternative Form
P. W. A. 35 under the conditions prescribed in Note 1 to Article 217. This form is in two
parts—Part I, Abstract Account, which should show the totals for each class of deposits,
and Part 1[, Detailed Extract from the Deposit Register. In Part II, only such items should
be extracted from the Deposit Register as are affected by the month' transactions, but
in the schedules for the months of June, September, December and March all current
items should be shown, those not affected by the month’ transactions should also

be included.
(f) Schedule of Takavi Works. !

221. After the necessary reconciliation between the totals of works
abstracts and relevant schedule dockets (vide Atrticle 211), the transac-
tions relating to Takavi Works should be consolidated in the Schedule
of Takavi Woks Form P. W. A, 36, which should show the expenditure
incurred on each work. the amount realised on account of it and the
outstanding balance of the account.

(9) Schedules of Debits/Credits to “Adjusting Account between Central
and Provincial Govermnents” and “Adjusting Account with
Railways”.

222, (¢) In Forms P. W. A. 37, separately for debits and credits
under each major head, should be brought together all transactions
which originate in the division and have to be adjusted by the
Accountant General through the major heads “Adjusting Account
between Central and Provincial Governments” and ‘“Adjusting
Account with Railways” vide Article 15.

() In Provincial divisions the transations included in the sched:les
of Debits/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 transacti ns
included in them should be detailed by each Government,

(¢) Similarly, in both the Central and Provincial divisions. the
transactions included in the schedules of Debits/Credits to “Adjusti g
Account with Railways” should be grouped according to each Kailw -y,

NOTE.—Percentage recoveries for audit and accounts should appear in these schedules-
in the case of Provincial divisions only.

(d) Items or groups of itemsfor which details are given 1n the
separate  schedules, e. g., Schedules of Receipts (Form P. W. A. s) and
Works expenditure (From P. W.A. 27 or PW. A. 41) should be
shown as a single item.

() Schedule of Debits/Credits to “Inter Provincial Suspense
Account”.

223, In divisions under the administrative ccntrol of a Provincial
Government, any transactions which originate in the division on behalf
of any other Provincial Government should ke colleected 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,

(3) Schedules of Debits/Credits to Remittances.

224. All remittance transactions other than those mentioned 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 issued in this behalf
by the Accountant General, all disbursements and receipts, which can-
not by 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 be accounted for in this schedule must be such as are adjustable
finally in the books of the Accountant General under one of the non-
Public Works major heads of revenue and expenditure or a debt head
appertaining to the accounts of the Government to which the division
is subordinate.

NOTE 1.—In Central divisions income-tax recoveries from work-charged establishments
and receipts on account of cemetery endowments should appear in the Schedule of
Credits to Miscellaneous Heads of Accounts. Similarly in these divisions, percentage
recoveries for accounts and audit should appear as credits or minus debits in the Schedule
of Credits or Debits to Miscellaneous Heads of Account, acccrding as the amounts are
creditable to “XLVI—Miscellaneous—Fees for Government Audit” or *‘26—Audit” ; vide

Article 72.

NOTE 2.—Save as provided above, no transactions should be accounted for under
the final or debt head concerned and shown in the Schedules of Credits or Debits to
Miscellaneous Heads of Account except under the authorisation of the Accountant
General. Ordinarily. they should be shown under the remittance head ‘Public
Works Remittances—III Other Remittances” and included in the Debit or Credit
Schedule (Form P. W. A- 39) as the case may be.

1V.—Consolidated Accouni of Contingent Expenditure,

226. When cash required to: meet contingent charges is drawn from
treasuries by cheques, all contigent charges (including stock and
adjustment charges) should be consolidated in the form prescribed in
Treasury Rules of the Government concerned for the monthly detailed
. bill of contingent charges countersigned- after payment (headed ‘‘Not
Payable at the Treasury”’), Particulars of charges need not be entered
in this account except in the case of miscellaneous items which do not
fall under one 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, Classified
Abstract of Expenditure. The- figures relating to the several major
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heads (or divisions thereof shown separately in:columan 1 ot the Classifi-
cation table in Appendix 2 to Volume I) should be entered in separate
sections, arranged in the order indicated in the Appsndix, and in the
case of the major head *“50—Civil Works” in Governots’ Provinces
the “Central” and “Provincial” transactions should be shown in
two different sections.

NOTE 1.—When works for Military Engineer Services, Railways, Posts and’
Telegraphs Department and Archaeological Departmantstre undertaken as a stands
ing arrangement, wide Article 215, and funds for the purposg are allotted to the
division, the expenditure transactions connected therewith should also be 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 Article 2i. On the other hand, “Receipts
and Recoveries on Capital Account” should be included ia this Abstract as minus
expenditexcxlre, 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
disbursements of the month, as detailed in the various schedules and
registers, and shows also the opening and closing cash balances. On
the back of the form are recorded (1) a memorandum of miscellaneous
cash receipts paid into treasuries 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) Revenue entries which are totals of receipts of the Government
concerned under the several major heads, as rtaken from the Registers
of Revenue Realised, Form P. W. A. 9, (2) Expenditure entries, which
are the totals of expenditure of the Government concerned for the several
divisions of major heads and are posted from the Classified Abstracts of
Expenditure, Form P. W. A 41, and (3) Other Heads, uader which
both receipts and disbursements are posted from the Schedules of
Deposits, Takavi Works, “Adjusting Account between Central and
Provincial Governments”, ‘“‘Adjusting Account with Railways”,
“Inter-Provincial Suspense Accouat”, “Remittances” and Mis.
cellaneous Heads of Account, Forms P. W, A. 34 to P. W. A. 40.

NOTE 1~The entries posted under the several heads in the monthly account
i’hovl(‘}dA llag checked with corresponding entries in the Abstract Book )Form
. W. A. 13). :

NOTE 2.—~The totals of the columns for receipts and disbursements must agree
and, if there is any difference due to cash being in transit between two disbursing
officers, its, amount should be included in the oclosing balance and the certificate
of cash balance should be amplified to explain the amount and the steps taken to
adjust the difference,

D. —SUBMISSION TO ACOOUNTANT GENERAL.

230. The Monthly Account should be submitted so as 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 fixed 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
}Extracts from the registers,

P. W. A. 9; and
vide Article 214,

(2) Schedule of Refunds of Revenue, Form
P. W.A. 8.
(3) Classified Abstracts of Experditure, 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 Accounts in support of the
Cash Credits to Stock). Vide Article 216,
(8) Sc}I;edule of Debits to Stock, Form
(9) Schedule of Purchases, Form P.W.A. 30
or P. W. A, 3], and Extracts fron; tl'}\‘e rglevant
. sections of the Suspense
(10) SChidAli:nc‘;i %f;e%?%?u;. 3; W- Registers, vide Article 217.
{11) Schedule of London Stores, Form
P. W. A. 18. Vids Article 218.
(12) Schedule of Workshop Suspense (in the
form prescribed by Government).
{13) Schedule of Receipts and Recoveries on Vide Atticle 214,
Capital Account, in the same form as
that of the registers.
{14) Schedule Dockets, Form P. W. A, 24 Vide Articles 209 to 211.
(with necessary vouchers, transfer
entry orders, survey reports and sale
accounts attached to each).
{15) Schedules of Credits and Debits to Vide Article 222,
“Adjusting Account between Central
and Provincial Governments’’, Form
P. W. A. 37.
{16) Schedules of Credits and Debits to Ditto.
“Adjusting Account with Railways?”’,
Form P. W.A. 37.
{17) Schedules of Credits and Debits to Vide Article 223.
“Inter-Provincial Suspense Account?’,
Form P. W. A, 38.
{18) Schedules of Credits and Debits to Vide Article 224.
Remittances, Form P. W. A. 39,

{19) Schedules of Credits and Débits to Vide Article 225. ~
Miscellaneous Heads of Account,
Form P. W A, 40. d

{20) Schedule of Monthly Settlement with Vide Article 213.
Treasuries, Form P. W A, 26 (with
supporting Consolidated Treasury
Receipts and Certificates of Issues,
signed by Treasury Officers),

421} Schedule of Deposits, Form P. W, A. 34 Vide Article 225.
or P. W. A 35, Extract from the
Deposit Register, Form P, W. A, 17.
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(22) Schedule of Deposit Works, Form Vide Article 219.
P. W. A, 33 (with Reports of Progress
of Expenditure).

(23) Schedule of Takavi Works, Form Vide Article 221,
P. W. A. 38, with acceptance of the
Ciivil Department mentioned in Arti-
cle 34.

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

NOTE. 1.—The consolidated account of Contingent Expenditure is not required
to accompany the Monthly Account if contingent charges are drawn -by bills
presented direct at treasuries.

NOTE 2.—If the Divisional Officer is requited by any rule to make a formal
report, periodically, of the progress of expenditure on a Deposit Work, to the
administrator or depositor concerned, a report setting forth the amount of the
estimate, the total deposits received, and the progressive expenditure, should
accompany the Schedule of Deposit Works, so that the Accountant General may
after audit of the schedule verify the report and forward it to the local body or
persons concerned.

NOTE 3.—-1If the Divisional Officer is authorised to refund, without reference
to higher authority, fines which have been remitted by a court of law, the original
orders of the court should accompany the Schedule of Refunds of Revenue, as the
audit of the refunds made in such cases is conducted by the Accountant General
on the authority of 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 under the account concerned
whether there have been any transsctions during the month or not. In
respect of the Schedule of Deposit Works, Form P.W.A 33, the
Accountant General may dispense with the submission, every month, of
Part II of the schedule, provided (1) that this part is submitted
invariably with the accounts for March and (2 that, if Part 1I for
any month contains works any expenditure on which has been debited
to Miscellaneous P, W. Advances, an extract from Part H relating to
such works only is submitted to him. Subject to these exceptions, the
remaining schedules are necessary only if there have been any transac-
tions during the month. »

232. (a) With the exceptions noted below (as to which, however,
see clause (b) below), all vouchers and transfer entry orders in support
of cash payments 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 ;

(ii) vouchers in support of payment of wages to members of the
work-charged establishment, 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 253
NOTE.—Vouchers not submitted to the Accountant General should be *can.-

celled’”” by means of a perforating or endorsing stamp and kept carefully to be mad:
available for test audit whenever demanded by him.



73

Crap, 1V] ACCOUNTS RETURNS RENDERED BY PUBLIC [233.234
WORKS OFFICERS,

(iv) invoices or other vouchers in acknowledgment of issues of
stock materials, including issues of outturn from manufaca
ture 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 certificate of the security exists ; and

NOTE.—When a voucher of this class is not submitted to the Accountant
General, the reasons siould 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;

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

(¢) those involving a debit or credit to London Stores, or a
credit to a Revenue head (Gross Receipts), or to any
Miscellaneous Head of Account otherwise than in respect
of expenditure on works,

(®) 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 received from other divisions, departments or Governments, in support
of transfer debits raised by them.

NOTE 2.—The term “Voucher” used in clause (4) includes Advices of Transfer
Credit and Acceptances of Transfer Debit received from other divisions, depart.
ments, etc., in the case of the docket for Schedule of Debits to Remittances.

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

(@) All survey reports of stores and sale accounts should also
accompany -the Monthly Account. Sale accounts in support of cash
cradits 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 and the remaining survey reports and sale
accounts should be attached to the schedule dockets relating to the
works or accounts credited.

2353. 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 consul-
tation 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:— -

(@) the entry of the closing cash balance should 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 c¢f 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,

(0) to Part 1l of the Schedule of Monthly Settlement with
Treasuries, Form P. W. A, 26, should be subjoined a
statement in the form given below, in respect of the
cheques drawn to meet payments of works ;

No. of
Particulars. cheques Amount.
issired.

1. For the whole month

2. During the last five working days of the month

ens

(¢) the Schedules of Credits/Debits to the heads “Adjusting
Account between Central and Provincial Governments”,
“Adjusting Account with Railways” 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 should be intimated

to the Accountant General so as to reach him by the 12th
of April at the latest.

235. Withio 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 nil, it does not follow
that a certificate is not required in respect of it. In all cases in which there was
abalance at the commencement of the year, or there were any transactions.
during the year, a certficate skould tbe recorded but the wording of it may be
amended suitably if the closing balance is nil.

necessarily

236. In addition to the ordinary accounts for March, a Supplemen -
tary Account for that month, which shall comprise the transfer entries.
and corrections permitted in Article 199, should be submitted to the
Accountant General with all the necessaiy ac.ompaniments, so as to-
trleach him by the 1st June or such other date as may ke prescribed by
lm'

.

NOTE.—This account should be of the simplest character and

only the transactions to be brought to account. should set forth:

It is not necessary, for instance,.
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to repeat in any of the Suspense or Deposit Schedules the items not affected, so long as in
addition to the necessary details of the items affected the totals for the account concerned
are also given. Similarly, in the Extract from the Contractors’ Ledger, Form P, W. A, 43,
only the accounts of those contractors whose accounts are affected in any way - should be
given.

237, Within a week of the despatch of the Supplementary Account,
an Annual Account of Cemetery Endowments in Form P. W. A. 47
should be prepared from the Ledger Accounts and submitted to the
Accountant General to enable that officer to prepare the consolidated
account for the whole province. The account of each cemetery should
be prepared in a sepatrate form and the amount of endowments to end of
the year should be taken from the Register of Endowment Receipts.

238. The Divisional Accountant should sign not only the Monthly
Account. but alio all the schedules, etc., accompanying it. The
Divisional Cfficer need not sign all these documents ; he should, however
sign the Monthly Account and the List of Accounts, 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 signed by himself), without which the Account.
ant General will not pass the Monthly Account finally. The consolidated

Account of Contingent Fxpenditure, vide Article 226 should be signed
invariably by the Divisional Officer.

Note.—It is desirable that the Divisional Officer should make arrangements for the
review by himself of all the vouchers before they are submitted to the Accountant General
and that, unless the circumstances are exceptional, the Divisional Officer should sign the
accounts himself.

239. In 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 formé accounts)
should be subnritted to the Accountant General as Government may
prescribe or the Accountant General may require.
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PART II1.—-FOREST ACCOUNTS.

CHAPTER V.—CLASSIFICATION OF FOREST RECEIPTS 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 determined by Govetnment according to local requirements. The
authorised arrangement ot 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 Governments in
respect of supplies made or services rendered by or to the Forest Depart-

ment should be regulated by the directions contained in Chapter 4 of
Volume I.

242, Recoveries or payments made_in_cash should be treated like

other revenue receipts or service payments, as the case may be. But

when a transaction has to be adjusted by book transfer, the transfer
should be effected by debiting or crediting the amount involved to
“ Book Transfers”, the entry in the accounts being supported by full
particulars of the transaction and where necessary, by the bill ot invoice
-duly accepted by the department debited or by the bill or invoice of the
Supplying Department accepted by the Forest Officer.

243, Transaction of the Central Government or of Railways or of
another Provincial Government originating in a Provincial Forest
Division. in so far as such transactions are adjustable by book transfers,
should be entered in the accounts as debits or credits to the head * Book
Transfers—Central ”’, “Book Transfers—Railway” or “Book Trans-
fers—Government of the Province of . . . .”. as the case may be. Like-
wise, the adjusting entries in respect of Railways or Provincial transac-
tions originating in a Forest Division of the Central Government should
be taken to the head “ Book Transfers—Railwav” or *“‘Book Transfers—
Government of the Province of ........"”. The necessary adjust-
ment will be made by the Accountant General against the balances of
the Government concerned or the Railway Fund, as the case may be.

C.—INTER-DIVISIONAL TRANSFERS,

244. All revenue and expenditure should be recorded in the accounts
of the division within which it is collected or incurred without reference
to its origin or object and save as provided in Article 245, no inter-
divisional adjustments should be made except under special orders of
Government.
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245. In cases where Government in consultation with the Accountant
General have declared a Division or a Circle as a unit for the purpose
of ascertaining the financial results of the working of the forests, adjust-
ments may be made between different units. Thus in cases where the
unit 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 — CHARGES FOR EsTABLISHMENT, TOOLS AND PLANT, ETC.

246. Charges on account of general services like Establishment,
Live Stock, Stores and Tools and Plant should be classified under
appropriate sub-heads under the minor head “Establishment” or
“Conservancy and Works”, as the case may be and,saveas provided
bemmi be made ordinarily to include in the cost of
an individual work any portion of expendituré on account of those
services, The cost of materials puschased for a specific work should,
however, be debited to the accounts of that work.

247. Pay and allowances of such temporary establishment as is
employed upon the actual execution, as distinct from the general
supervision, of a specific work or upon the subordinate supervision of
departmental labour, stores and machinery in connection with such a
work should be debited to the appropriate sub-head under “Conservancy

and Works” and not under “Establishment”.

248. Where such expendible stores, as building materials, small
stores, house fittings, etc.. taken to the general sub-head for Stores and
Tools and Plant, are utilized subsequently on any specific work, the
value thereof should be transferred to the accounts of the work, concerned
by write-back to the sub-head to which the stores were debited originally-
Similarly. the cost of carriage of these stores to the site of a work and
carriage charges in connection with the movement from place to place
of other materials and Tools and Plant issued to or provided specifically
for a work may be debited direct to the accounts of that work.

E.—FoREST REMITTANCES,

249. All sums paid into the treasury by a departmental officer or
on his account should be debited to “Forest Remittances’ irrespective
of whether a remittance is made in cash of by a cheque. S.milarly,
the value of all cheques drawn should be credited to “Forest

Remittances” irrespective of whether or not they are cashed at once.

F.—FoRrREST ADVANCES,

I,—Advances to Disbursers.

250, When a subordinate officer who is not authorised to draw
cheques against the drawing account of the Divisional Officer is given a
cash advance of suitable amount to enable him to make the disburse-
ments _entrusted to his charge, the amount of the “advance should be
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ebited in the_accounts of the officer making the advance to * Forest
%—cfvances ” 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.

11.— Advances to Contractors, etc.

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 mihor
head "'Conservancy and Works”, the entry being supported by an
acknowledgment by the payee. When recovered (wholly cor partially)
tfrom the contractor, etc., either by work done or in cash the amount
recovered should be credited under ™Works Advances”. ~If the
recovery is the value of work done, such value should simultaneously be
debited per contra to the appropriate 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 :=—

(a) 1If made before the close of the year in the accounts of which the
T 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.

(2) In all other cases, the amount recovered should be entered
initially in the accounts asan item of receipt under
““ecoveries 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. )

(b) If made after 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,—OtaeErR RECOVERIES,

284, Other recoveries from pay bills, etc:, should be recorded as
pertaining to “Provident Funds, Income-tax, etc.”, as the case may
be, but such recoveries as are creditable to the Ceatral Government (eg.,
deduction on account of income-tax, Postal Life Insurance Fund, etc.)
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should 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.—ForEsT DEPOSITS,

255. Earnest money deposits which are paid under the rules of
Government by “contractors or purchasers of forest produce direct into -
a treasury or sube~treasury, should be treated as Revenue Deposits and
not as Forest Remittances. Such deposits should fiot ai‘ggljxﬁrnhe -

a

.ék ot o
tly

accounts of the officers of the Forest Department. Simi

: . Departn , _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 sccounts as Revenue Deposits.

NOTE. ~Earnest money deposits which are tendered at auctions held at outlying
stations and received by Forest Officers under the rules of Government may be
accounted for in the Forest Departmental accounts as “ Revenue Deposits”™ if
this course is considered more convenient by Government, Under this arrange.
ment, such deposits, whenever remitted to the treasury should be treated in the
treasury accounts as Forest Remittances while the Forest Departmental Officer
concerned should keep the detailed accounts of these deposits and submit the
necessary returns to the Accountant General in accordance with the directions
contained in Volume 1. '
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CHAPTER VIL.—ACCOUNTS TO BE KEPT IN FOREST OFFICES.
A _—_Casa Boox,

1.—General

256. Every officer who is authorised to receive or disburse Govern-
ment money should keep 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 transfers permissible under Article 260.

287. Only transactions connected with the public service and no
other should be shown in the Cash Book. Suflicient details should be
given in the column_* Particulars’’ to admit of the main points of
each transactions being ascertained readily without reference to the
detailed vouchers. All items of revenue must be detailed fully ; the
forest from which the tevenue is received, the person who pays it, and
the articles and quantities removed should be stated in that column
whenever the information is available. The classification of receipts
and charges should be given in the column * Head of Service ” in
accordance with the prescribed accounts classification (see Chapter V). -

" 258, When the cheque is drawn in favour of self or order to replenish

©\ the cash chest the amount of it should be entered at once as a receipt.

,‘)This entry must not be delayed until the money has been received after
the cheque has been cashed at the treasury.

259. A cheque drawn in order to be paid away should be entered
simulranieously -on both sides of the Cash Book, once as a receipt of
money from the treasury and again as 4 payment to the payee concerned,
the number and distinguishing letter of the cheque being specified in both
the entries.

260. Similarly, all book transfers, i.e., transactions in which no
lactual 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 equivalent debit to:
{an expenditure 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 obtained from the treasury
should be entered in the Cash Book under the head ‘ Estableshment”
without further details, the entries being supported by bills as vouchers.

11.—Cancelled, Lost or Lapsed Cheques,

262. If the cheque which has been drawn and entered in the Cash
Book has to be cancelled ‘“subsequentlv;—~4hejmount 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, an entry
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 liew
of which it is drawn being quoted in the entry.

(b) If the cancelled cheque dis not replaced immediately.—The
“expenditure in payment of which it was drawn should be
written-back by msking ‘an~entry of the cancélled cheque:
on the debtor side as for a cash recovery of a service
payment (Article 253).. :

263. A lost cheqgue should be treated in all respects like a cancelled

cheque (A}/ﬁa?‘zf’z), 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. T T "~
264. A lapsed or time-expired cheque, if renewed, should be treated

as a cancelled cheque and the fresh cheque issued in its place entered

in the Cash Book in the manner indicated in clause (@) of Article 262.

1I1.—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 15 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
Officer should keep open his own accounts until the receipt of such.
accou}tlxts of the subordinate officers as will be closed on the 31st of the
month.

B.—REGISTER OF CHEQUES DRAWN,

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

C.—WORKs Accoim'rs.

1.—Muster Rolls,

268. For work executed by labourers, whether paid by the dayor
otherwise, a Muster Roll shouldbekept in such form and in accordance

-
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-xyxth such methods as may be prescribed by Government after consulta-
1ion with the Accountant General.

11.—Measurement Books,

. . 269. For work done otherwise than on a lump sum contract, and for
)qo['SUDphes made by a contractor, a Measurement Book should be kept in
A such form and in accordance with such methods as may be prescribed

by Government after consultation with the Accountant General.

I1I.—Register of Works,

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

AL
D.—STORES ACCOUNTS,

271. An account of stores such as building materials, small stores,
hous_e 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 DISBURSERS’ LEDGERS,

272. _A ledger 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 entered all payments made 1o them and on the
creditor side the amounts of all bills passed to their credit and all sums
repaid by them in cash.

273. Only 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

-: Xy 274, Each item entered in the Cash Book under * Forest Advances”

N or “ Works Acvances” should be posted at once in the ledger, and

V' when any work is accepted as having been done by a contractor, or any

v account supported by the necessary vouchers is accepted, from a disburser,
the amount covered by work done or expenditure incurred should be
set off aganst the amount due from the contractor or disbutser, as shown
in his account in the ledger. The ledger account should thus be a
Mnning account with each contractor and disburser from which the
amount due by him or from him can always be ascertained easily.

275. The account with eacn contractor and disburser should be
‘balanced on the last day of eich month in which any transaction takes
‘place

276. The pages in the ledger should be numbered conﬁecutively, and
there should be an index to the accounts it contains. Each new account

4
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opened should be assigned a number which will be appropriate to that
particular account until it is closed finally. The numbers should be
given to the accounts in the ledger in consecutive order as they are
opened and should 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 31st 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 outstandmgs 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 accounts 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 cr on such date as may be
prescribed by the Accountant General. (See Article 294).

G.—CORRECTION OF ERRORES,

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 :—

(@) 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 coirect one in red
ink between the lines. The disbursing officer should
initial every such correction and invariably date his
initials,

() if the error is discovered after the close of the month’s

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

NOTE L—FEirors affecting only revenue or expenditure (service).heads, where
the amounts involved do not exceed Rs. 10, need no formal correction. :

NOTE 2 —If the error affects one or more heads on each side of the Cash Book,
the correcting entry should be made on both sides in the manner indicated in
Article 260 but if it affects only receipt or expenditure heads on one side of the
Cash Book, the entry should be made on the one side affected, the amount (plus
or minus) pertaining to each head being specified in the column headed *‘Parti-
culars””, and the column * Receipts” or ¢ Disbursements”, as the casemay be,
being left blank. At the same time, a suitable remark should be made in red
ink against the original incorrect entries in all accounts, the reference to the
«correcting entry being quoted.
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NOTE 3.—No correcting entry should be made unless supported by the orders
?f thg 1Divisional Forest Officer obtained on a Transfer Entry Memorandum in the
orm below :—

Particulars of the original Debits. } Credits

transactic;ln, with g
reasons for the propose

justment. Head of Head of
’ad)us men Account, Amount, Account. Amount.
!
Rs. ; a. | p. Rs. |a. | pe
1
| |
Passed.

Divisional Forest Officer,

(¢) If the error is discovered after the accounts for March supple-
mentary have been closed and despatched to the Accountant
General (Article 294), it should be reported by letter to the
Accountant General who will deal with it in accordance
with the rules in Volume IV and advise to the Forest
Officer the corrections (if any) which he should make in his.
accounts.

(@) In all cases in which a formal correction is not permissible,
a suitable note (in red ink) should be made in all the
accounts concerned.

H.—SussipiarYy AccoUNTS OF COMMERCIAL UNDRRTAKINGS,

279. If the activiteis 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 commer-
cial basis, the form of accounts to be kept may be settled by Government:
after consultation 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
mutandis to accounts of Conservators and other Forest Officers who draw
funds against their own drawing accounts and render separate accounts
t}o1 the Accountant General in respect of transactions passing through
them,

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 truly and accurately
in his own accounts. For this purpose, the accounts of the latter should
reach the office of compilation in time for the preparation and submis~
sion of the accounts returns on the due date (see Article 288). If they
do not arrive in time to be so incorporated, they should be taken in *he
foliowing month’s accounts bur such an occurrence should be avoided as
far as possible. In the case of accounts for March, however, the Divi-
stonal 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, e brought into the sccounts of
the year (see also Article 277).

C,~CoMPILATION OF MONTHLY ACCOUNTS,

I-cash Account.

282." The Monthly Cash Account should be prepared in Form
F. A.1. lcshould show in respect of the following items merely the
totals for the month and all other items of receipt or charge should be
entered in detail: — ’

{a) Debicr side.— (1} Cheques drawn; (2) Recoveries of advances
from contractors and disbursers; (3) Revenue received and
credited in the Cssh Book under X.—Forest; (4) Recoveries.
made Ly deduction from pay bills on account of service
and the Funds, provided the hkills are accompanied by
schedules showing the full particulars of each recovery;
(6) Refund of Forest Revenue taken by deduction from
Revenue; (6) Receipts and recoveries creditable to the
Central Government; (7) Receipts and recoveries creaitable
to Railways and (8) Receipts and recoveries creditable to
other Provinces.

(b) Creditor side.~{1) Remittances to treasuries; (2) Advances
made to contractors and disbursers; (3) Expenditure
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9 - )
- %VWYJ debited in the Cash Book to 10.—Forest ; (4) Expenditure
}b‘)S"“ debited in the Cash Book to 65—Capital Outlay on Forests;
(5) Receipts snd Recoveries to be deducted from capital.
outlay; (6) Payments debitable to the Central Government ;
(7) Payments debitable to Railways; and (8} Payments
debitable to other Provinces.

11— Classified Abstracis of Revenue and Expendilure.

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
Cash Book for the month should be classified and arranged in this return
in accordance with the prescribed classification—the entries being made
in such detail as may be required by the Accountant General.

T11,—~Schedules of Remittances to Treasuries,

284. A schedule of remittances to treasuries should bs prepared
in Form F. A. 6. The entries in this schedule should show each item
of remittance separately and a reference to these items should be made
invariably against the corresponding entries in the last column of the
Consolidated Treasury Receipt received from the treisury concerned.

1V.—Schedules of Transactions with other Governments and Railwaye,

285. A schedule should be prepared in Form F. A. 7 separately for
receipts and payments in which all items of receipts and payments
originating in the division on behalf of other Governments {vide Article
243) should be detailed by each Government. A separate schedule
should be prepared in respect of transactions originatng in the division
on behalf of Railways, in which the transactions should be grouped by

each Railway.
V.— Abstracts of Contractors’ and Disbursers’ Ledgers,

286. An abstract of the Contractors’ and - Disbursers’ Ledger Tshould
be prepared monthly in Form F. A. 8. In this Abstract should be
shown in consecurive order first, the contractors’ accounts and then the
disbursers’ accounts. The columns should be totalled separately tor
contractors’ and disbursers’ accounts and grand totals of all accounts
should be given at the foot of the Abstract.

287. The Abstract for March in each year should be accompanied
by a brief statemsnt expiaining the circumstances in which each item
outstanding for mose than twelve months remains unsdjusted, and the
steps which have been taken with a view to its early clearance.

D, —SUBMISSION TO ACCOUNTANT GENERAL,
s . 288 A copy of the Monthly Register of Cheques Drawn (Article 267)
should be submitied to the Accountant General on the last day of each

Vo,
o
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month, and the other accounts mentioned below should be submitted on
or before the 5th of the month following that to which they relate : —
““(1) Monthly Cash Account . . . Vide Article 282

«{2) Classified Abstract of Revenue and Ex.penciituré . » » 283
3) Schedule of Remittances to Treasuries . . .. w s 284
t4) Schedules of Transactions with other Governments. » » 185

45) Schedules of Transactions with Railways , . . " » 285
481 Abstract of Contractors’ and Disbursers’ Ledgers
{in original) . . . . . . . . » s 280
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 accouats in respect of the payment
made on Muster Rolls should be supported by a voucher setting forth
the brief particulars of work done by the labourers and containing a
certificate of the disbursing officer to the effecc that the labourers were
employed actually on the work and paid on Muster Roils. :

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 details in the Cash
Book and also 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 ®ook but deducted from expenditure under the head
“65. Capital Outlay on, Forests” in the Cash Account,
and (2) that tne account balance agrees with the actual cash balance,

280, A certificate in the following form signed by the Divisional
Officer, should be attached to each Classified Abstract of Expenditure =

I certify that (so far as 1 have been able to ascertain by an
examination of the accounts and vouchers and by personal inspection
oi the works carried out which 1 have been able to visit) the
expen - iture entered in this account could not, with due regard to
the nterests of the Government service, be avoided. [ certify that,
to the best of my knowledge and belief, the payments included in
this account have been duly made to the parties entitled to receive
them. All vouchers for payments of salaries and travelling
allowances and of refunds and advances, vouchers for all other
pavments above Rs. 25 in amount, and vouchers for all items
adjusted by book transfer with other (Governments, departments,
etc., ate attached to the account. 1 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”.

lv-10,9"' o , 4
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291, When stores are purchased it should also be certified that :—

(i) all the articles detailed in the vouchers attached to the
account and in those retained by the Drawing Officer have
been duly received in good order and accounted for in the

Stock Register; and

(ii) the quantities noted in the vouchers are correct, the quality
is good, the rates paid are not in excess of the accepted
and the market rates and that suitable notes of payment
have been recorded 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 and Railways (Articl: 285) should invariably
be despatched so asto reach the Accountant General not later than the
7th of April of the succeeding year and all correcting entries affecting
those schedules should be intimated to the Accountant General so as to
reach him by the 12th April at the latest.

294, In addition to the ordinary accounts for March, a supplemen-
tary account for that month, in the form of the Cash Account (Form
F. A. 1) with the neeessary 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 1st June,
or such other date as may be prescribed by him.

295. When the Divisional Officer signs the accounts while on tour
and cannot give she required certificates (Articles 289 to 291) these should
be furnished separately when he rcturns to headquarters. Similarly,
when owing to the absence of the Divisional Officer the monthly accounts
have been tigned and despatched by his Head Clerk or other official
authorised by Government in this behalf, the Divisional Officer should
on his return to headquarters, examine the accounts and submit to the
Accountant General a report of such examination in such form as may
be prescribed by him.

286. In addition to the accounts prescrired 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 the Contractors’ and Disbursers”
Ledger may be submitted to the Accountant General through the
Conservator or other superior officer, if so desired by Government, to
ensure the control of the latter over the adjustment of the outstanding.
balances, but that officer should, within ten days of receipt of the
Abstracts in his office, pass them on to the Accountant General.
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LIST OF FORMS,

LIST OF FORMS.

' Ser?ério::. of Description of Forms,

P. W, A, Forms,

Cash Book.

Cash Balance Report.

Imprest Cash Account.

Register of Stock Receipts/Issues.

Abstract of Stock Receipts.

Abstract of Stock Issues.

Transfer Entry Order. '

Transfer Entry Book.

Register of Revenue Reslised.

Works- Abstract—A.

11 | Works Abstract—B.

»» 12 | Register of Works—A.
» 13 | Register of Works —B.

0 14 | Contractors’ Ledger.

15 { Qutturn Statement of Manufacture.

16 | Register of Manufacture.

» 17 | Suspense/Deposit Register.

18 | Schedule of London Stores.

, 19 | Advice of Transfer Debit/Credit.
20 | Acceptance of Transfer Debit/Credit.
21 | Register of Endowment Receipts.

22 | Ledger Account of Endowments.
23 | Abstract Book.

24 | Schedule Docket.
25 | Schedule Docket for Percentage Recoveries.
26 | Schedule of Monthly Settlement with Treasuries.
27 | Schedule of Works Expenditure.
28 | Schedule of Debits to Stock.
29 | Stock Account.
30 | Schedule of Purchases.
31 | Schedule of Purchases (Alternative Form).
32 | Schedule of Miscellaneous P. W. Advances.
33 | Schedule of Deposit Works.
34 | Schedule of Deposits.
. 35 | Schedule of Deposits (Alternative Form).
. 36 | Schedule of Takavi Works.
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LIST OF FORMS,

Serial Nos. of

Forms. Description of Forms.

P, W. A. Forms.

P. W. A. 371 Schedule of Debits/Credits to * Adjusting Account between Central and
Provincial Governments/Adjusting Account with Railways *,

» 38 | Schedule of Debits/Credits to ** Inter-Provincial Suspense Account ™.
" 39 | Schedule of Debits/Credits to Remittances.

- 40 | Schedule of Dckits/Credits to Miscellaneous Heads of Account.

" 41 | Classified Abstract of Expenditure.

. 42 | Monthly Account.

o 43 | Extract from Contractors’ Ledger.

" 44 | List of Accounts Submitted to Accountant General.

” 45 | Divisional Officer’s Report of Scrutiny of Accounts.

» 46 | Annual Certificates of Balances.

" 47 | Annual Account of Cemetery Endowments,

P, A, Forms,

Cash Book/Cash Account.

Register of Cheques Drawn,

Register of Works.

{ Contractors’ and Disbursers’ Ledger.

{ Classified Abstract of Revenue and Expenditure.

Schedule of Remittances to Treasuries.

Schedule of Receipts/Payments on behalf of other Governments/Railways.
Abstract of Entrles in the Contractors’ and Disbursers’ Ledger.
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Forms [No. 1

FORM P, W, A, 1.

(See Chap, IIT Article 80,)
CasH Book.

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

1. The Cash Bock contains two money columns, headed (1) “Cash> and (2) “Bank
or Treasury”’, on the payment side to distinguish payments made by cheques from
those made out of the cash in chest. When, however, a cheque is drawn to replenish
the chest, its number and amount should be entered on the payment side in
the “Bank or Treasury” colvmns Nos 10 and 11, and the amount only on the receipt side
as “Cash from Treasury”’ in the single “Cash” column 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 “Bank or Treasury’ coclumn, but the fact of a new cheque having been issued in
lieu of a time-expired or lost cheque should be entered on the date of issue in red ink in
column No. 8, oniy and not in the columns for “Payments”, a counter reference being given
in both cases against the original entry in the Cash Book.

2. Every entry should be concise. The date, the number of voucher if any, the name
of the work, and such a brief narration as will indicate ucmistakably the nature of the
transaction must be entered against each item. The amount debitable or creditable to each
separate work, head of account, or contractor or other personshould be entered separately,
and the amounts to be posted by the divisional office into the Abstract Book or .Sctedules
of account under each prescribed head of account should be brought out distinctly opposite
the entries in columns 5 and 12, headed “Classification of Receipts’ and *“Classification of
Charges”. No receipt or payment other 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
to a work or head of account other than that to which the payment itself is debitable,
should, however, be entered on the receipt side of the Cash Book.

3 Transactions should be recorded at the time and on the date on which they actually
occur and strictly in the order of occurrence. If, however, owing to the absence of the
disbursing officer on tour a cheque issued by him, whilst in camp, is entered in the Cash
Book maintained at his headquarters on a subsequent date, the actual date of issue of the
cheque should be noted in the Cash Book as the denominator of a. fraction the
numerator of which should be the date on which the transaction is incorpo-
rated in the book. A similac 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 incorporated in the Cash Book of the superior disbursing officer
on receipt 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 t e 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 casn 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 payment side and
:the decreases on the receipt side

6. In posting transactions from imprest accounts the recouping disbursing officer
-should enter in his Cash Book only the total for each work or head of account as brought
out in the abstract, which should be prepared in his own office, on the reverse of the
imprest account.

RSN
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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 to labourers, etc.,
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 tour for
disbursement.

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

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 . , . . . . . . 795
Imprest with Mr. R. Johnson . . . . . 100 0 O
Imprest with Mr. Abdu! Raheem . . . . 60 0 o

Total cash balance as above . 157 9 5

—

Rupees one hundered 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 cancelled
cheques), should be recorded in anocther note at foot of the Cash Book.

11. Cash Books should have their pages machine-numbered. As far as possible, no
lines should b= left blank, but if any space on a page of the Cash Book has to be left blank
owing to the whole ~f the other page of the same folio being written up completely, a
diagonal line should be drawn to cancel the blank space, so that it may not be possible to
make any subsequent entries therein. 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 interpolatinns between, entries already made, such additions should
be attested invariably by the dated initials of the disbursing officer.
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FORM P. W. A. 2.
(See Chap. 1I1, Article 82.)

Cash Balance Repott.

Part [.—Statement of the actual balance of cash in the hands of

on the

day of

19 ,and of

standing imprests and temporary advances with subordinates.

Remarks and explana-

Description. No. Amount, tion of large balances,
etc.
1 2 3 4
Cheques received in favour of self, but Rs. a. |p.
not cashed . . . . . -
Remittance transfer receipts not cashed
Currency notes*® . . . . *As detailed below; —
Sovereigns . . .
Rupees . . . . .
_ Half.rupees . .
Quarter-rupees .

Two-anna pieces
One-anna pieces

DRI ST 1
.

Double pice . . . .
Single pice . . .. -
Pie pieces . . . .
Revenue Stamps . . . .

**Total. Cash in chest
Add.amount of Imprests and Advances
shown below . . . .

-Grand total balance as per Cash Book.

**(In words)——— =

Part I.—Statement® of standing imprests and temporary advances with sub-

ordinates on the

day of

19 .

Name and designation
of subordinate.

Amount of
Imprests or Tem-
porary Advance.

Explanation when an imprest ex-
ceeds the prescribed maximum of
Rs. 1,000 or any other limit pres-
cribed by Government and autho--
rity for raising or reducing
the imprest.

3

Total .

*Standing imprests and temporary advances should be detailed scparately.

Dated the

( Signature )

9 . .
(Rank)
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FORM P. W. A. 3.
(See Chap. 111, Articles 86 and 88.)

IvprEST Casg ACCOUNT.

N.B.—This form should be printed in two foils and bound in book form.
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
The date and manner of the remittance, 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 imprest should
be entered daily as they are made, clearly and in full detail ; and from time to time ss 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, numbered and
attached to the account so as to correspond with the order of the entries in column 2,
« Vocher 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.

at once in red ink in column 5, * Total .

an the opening entry

3. The account should contain no entries of receipts other th
nor any entries of

of the fixed imprest and the subsequent recoupments of expenditure,
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 not to be mixed
up with their imprest cash, or brought into the imprest cash book, but should be disposed

of in the manner prescribed in the relevant treasury rules.

5. To facilitate the abstracting of charges by the recouping disbursing officer, the
imprest-holder must enter invariably in column 3 along with other particulars of payment,
the name of the work, etc, to which each payment is debitable and also the name of the
contractor or other person, if any, from whom the amount paid is recoverable. Column 6 is.
intended for the head of account to which each payment relates and should be left blank
by the imprest-holder The date and manner of recoupment, and, if recouped by cheque,
the cheque and cheque book number should be enteted by the recouping disbursing officer

.on every imprest account disposed of by him, also a note of increase, teduction, or withdra-
wal when such occut. When the account is incorporated in his own Cash Book, it shculd
be numbered to correspond with the voucher numker quoted in the Cash Book, so as to be-

teadily traceable from it.

6. Temporary advances should also be accounted for in this form, but tL e accounts of
these advances should be quite distinct from those for Permanent advances.
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FORM P. W. A 3,

{See Chap. 111, Articles 86 and £8.)
IMPrRE:T CASH ACCOUNT.

Imprest Cash Account of

| : | . |
Month | Voucher® . Amount of ! ! Head of
andodate. ‘ No. Transactions. ‘each payment, Total. ; account,
1 ; 2 3 s s 6
N ‘ ‘ N
| ‘ | |
' Rs, ‘a.jp Rs. a.‘gp }
? : . S
| 1] j i “ i
| ]
: ; i |
| | | f :
. | :
é RN :
. [ [ i :
i | :
| o | z
o . :
i | A
i i | :
Abstract of Charges.
. ! I | i
Names of |
works. E |
N S T A B I o P :
'Rs.'a. p.| Rs.la. p.' Ra. 0. |p. Re.'a.'p.| Iis. a p Rs. a,'p | Rs. a. p,
| N ; A by O |
L Y EREE I
! Lo Do b ! ‘ .
oo BN REEEEE
o o HEEEE N
i [ o i l P i
! S N N I O A REEEN ;
A O 1 T O O A T O Y
A S U I N O N bl
; P N R T . R
! Co | oo | P
| ! i i } Pl P ; j } 1 |
] ; b . Lo l i j
2 a REEEEN | | ]
A i b P i ;
. IR EEEEE N
Toran | ; i Pt v i i l
| o l i | . P \

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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Nos, 5-6) FORMS.

INSTRUCTIONS FOR FILLING IN ForMs P. W_ A, 5 aND P. W. A. 6,
I.—For Sub-divisicnal Offices,

1. The several transactions, of the month need not be entered severally in the
Abstracts. It is sufficient to rhow. 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,
ageinst 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 teceipts (or issues) of each article should be computed
and noted in the column headed “Quantities” in the upper part of the forms.

9. In column 1 of the Abstracts those receipt; and issues’ of the month,
which rtepresent transaction 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 transfers of stock betwen subordinates-
of the same sub-division, and reconciled transactions conpected with such transfers
within the sub.division should not appear in the Abstracts of the sub.divisiin.

11. - For Divisional Offices.

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 walued by
recording the amount of each just below it, and the total vlaue of each transaction.
should be shown inthe first money column {third column of Form P. W. A. 5or
sub.column 1 of the second column of Form P. W, A. 6, as the case may be). In
From P. W. A. 6, storage charges should be ca‘culated 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 segainst 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 headed “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 multiplied by the total quantity Finally, the entries in the lest
money column should be totalled up, both for each sub-head 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 lower part should be shown against the line “Total—
:Storage” in the upper part and grand total struck in that part. The grand
-total should agree with the total of the second money colomn “Total” in the
“lower part of the form

5. Receipts should be valued on the basis of the prices paid or payable »s
per bills or other claims: extra chatges, when paid or adfusted, should be posted
-as separate item without quantities. Issues should be valued at the Issue Rates
fixed for the purpose by competent authority.

6 All entries made in the divisional office should be in red irk to distinguish
them from those made in the sub-divisional office. :
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No 6] FORMS,
Division. FORM
Sub-division. e (See Chap. 111
Month 19 ABSTRACT OF
- & |
PR JRUSUEN ISR S S
= c‘é'% . ‘
8 0< S —
E-'mg'g—g < l
- W =43
45%'8: & _— _I l
R S | | |
117
: & L)
*On what R T B e et
account " © } ‘ t‘
issued. [~4 . T
ARERN
— B i
Value of materials expended upon each i :ﬁ'—g%' l t
item. | - 3 O l
= - } 6 o<
! g sud
| Eud
l Total |20 8
Storage | ! . IR B
ook value. charges | Total. ; - -
' g2
20
da’?
1
Rs. ja |p.; Rs, la. \p ke |a. (p. BRs |a.|p.
i
j |
il |
}
o
o ‘
Lo |
! I !
! ) !
i i i
:' b | f !
H I i
{ { {
! o -
o | f
] i Do
| ; ‘ P

Granp ToTart.

* Quoting date of receipt of cash or No. of transfer entry. i i
brought to account through the Cash Book transfer " Batey ooy, ttems
prought to hooot g 0ok or the transfer Entry Book, wide

1 These totals should agree,
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FORMS, [No. 6.
P.W_A. 6.
Article 97.)
Stock Issues.
S T U O o
| . .
%\ﬁ_,—’___._h___._—‘_%.—\\__—_.,_—\h -.
» . .
B0
‘ —| &
; . I g . .
e SN (N SN U S N G
| a .
SN U O S it A S e e o
b . .
(73
, £
[« .
< o -
ER - B
] 3]
: 5| % |°
i . a
% 3|3 | 3
H ) ] ]
| } = = o

* & The figure to be entered here will be the total of the sub.column * Storage
Chartges ” of the second column,

Dated the 19 . ' Sub.divisional Officer.

Dated initials of Divisional Accountant.
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Ne. 10] FORMS,

FORM P, W. A, 10—concid.
Detail of Contractors’ Closing Balances.

REFERENCE OF
Last Runnine Crosing BALANCE
AcooUNT BL. *Explanation.
Name of Contractor, u of non-
g . Dat Advance | Secured Other adjustment.
3 2 € |payments| advances.| transactions, | -
>
Rs. Rs . la.]p.
Dira . , . .| 42 }|11.3.39 500 —480] 0] 0
Abdul Ghani . .1 27 |18.4.39 300 —891101}0
i
Total . 800 | ... ,1,371! 0ofo

The closing balance utider the Suspense head *‘Labourers’” as arrived at within has
been compared with the connected record of unpaid wages for this work and fouad correct.

The work is still in progress.} .
D. S, —28.4.39,

(Dated initials of Sub.divisional Officer.)

}’:As a rule, reasons for delay should be recorded if an item is not cleared within three
months,

t1f the work was completed during the V{Sonﬂ\, the fact should be stated with an expra-
nation of the steps taken to close the accounts of the work.

Certificate by Divistonal dccountant,
This Abstract and the Statement of Progress have been checked under my supervision.
I have compared personally all tae items in the “Oetail of Contractors’ Closing Balances’
with the Contractors’ Ledger and found them correct.

H. R.,—5 §.39-
(Dated initials of Divisional Acoountant,)

Remarks by Divisional Officer.
(The Divisional Officer should note here whe'her he has examined the work, counted
ma’erials or checked measurements and make any other remarks in respect of the execution
of the work or of the state of account as he may consider necessaty,)

{Dated initials of Divisional Officer.)
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FORMS
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{No. 11

(To be used when outlay is

FORM P W, A, 11.
{See Chap. H1I, Article 133 )
Works AmsreacTt B,

not recorded by sub.heads.:

(To meet local requirements this form may be modified by Government in consultation with

the Accountant-General.j

Name of work —Additions and Alterations to General Post Office, Simla,

b
[#24}4

Authority—S, E. No. 2341, dated 14th June 1938. M

h— March 1939.

1 [
i

FROM WHAT 8OUBRCE ISP
“ Y POSTED. SUSEE

; CCOUNIS.
} Cash | R Contraetors.
' Book o N
- Voucher | Final ehargea. . Total cost
Brief or : ! Labourers, -
Particulars. | Tranafer Advance | geopreq Gther
atry Pay= | " .agd- trangac-
© _Book i ments. | vinces tions.
. . Item No. | i
. 3 E i -3 i St '
i i RBs. jajpd Be. | Rs. Rs. ja’p. Hs. a.p. Ba ‘ay
Rstimate No. 155 . : R .l dee 4,950 {0 ©
of 1988.8%, | S i . ; ; i [
Pl ; . - -
; A Lo ARE
Expenditure to end. e ,521 .14 0: 983 |8 —~5 (0,0 250060
of February 1089 | 5 } Cld |
! ; [ . P i
i ! | . !
Moith’s transae- | : | [ i
thons i } | -
| ; | |
Joti, contractor . 47 625 {40! —1255 |7[0 NS 3 LIRS
: ‘ i - :
Jotd, contraetor . * 52 282 i0' ¢ 150 150 —23 0}o L asoie
' : C ;
i o {
Umra, coclie. 54 B R - A 100 100
Stores tramsferted |  T. B. —150 |0 0! . g L —15C 0] 0
10 “Construeting © -~ No, 24 i i Co
lerks’ Quwrters : { ! o
at Chae”. ; i [
; | | |
5 § 1 j 1
i i % ! {
; ¢ i i | i
L P
: ? N : | :
) i o i ; ! 1 § P
! - (a)y : ; :
Btock .o i ‘o oi T IR 1 R 104100
: - i | | |
+ ’ ) H ’ .
U ‘ T Rwe
TOEAL OF | .. Latje ol 1500 00| 19876 siole! 786 13
MONTH 1 ! P ! 2 { } H
TOTALTOBND | . 3,238 12 0] 150 1061 —194 15 9 —1 60 3287 iS;(F
OF MARCH 1933, e i o ; | i P
[ S N ! ) N

KOTE-—~Postings made in the enb-di
matle in tho division:! office in red Ink.
{a) additional charpes foranaterialy fened to consractors

ivisional offics should be in black ink and all postings and corrections
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No. i1} FORMS

FORM P, W, A li—oonid,
Reference to Measurements,

{A reference to any recorded messurements should be entered here.)

apa

DETAIL OF CONTRACTORS’ CLOSING BALANCES. |

REFERENCE TO LAST . B !
K UNNING ACCOURT R Crosing BALANCE
Bror. . ‘ Explana-
; Hon of
Name of Contractor. on adfust-.-
Voucher Dat Adean_ce ie;ured Other trans- ment.*
No. ate. ay: van- actions:
ments, ces. !
Rs. " Re. Rs, a. p.‘
jots . . 52 125th March 150 100] —19415(0
1939.
{' TOTAL 150 100 | ~—194¢ (150
The work is still in progress 1 i
K. S"v-“5'4'391

(Dated initials of Sub-Divisionsl Officer.}

*As a rule, reasons for delay should be recorded if an item is not cleared within theee
months, )

t1f the work was completed during the month, the fact should be. stated with an
explanation of the steps taken to close the acc_:ounts of the work, :

i Certificate by Divisional Ac;:ountam.
This abstract has been checked under my supsrvision. 1 have co'mﬁared personally all

the items in the “Detail of Contractors’ Closing Balances™ with the Contractors’ Ledget and
found them correct. ’

G. L.,—9-4-39.
(Dated initials of Divisional Accountant.)

Remarks by Divisional Officer.
{The Divisional Qficet should note Lere whether he has examined the work, counted

materlals or checksd meaurements and make any other remarks in respect of the execution
of the work or tne state of accounts as he may consider necessary-)

- “ 7 - (Dated inifials of Divisional Officer.)
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FORMS. (Nos. 12-13

INSTBUOTIONS FoR FILLING I¥ Forma F. W, A, 12 afp P. W. A. 18,

i, “The Register cf Works is not a classified sccount of works; fot facllity of'

refecence it chould be supplied with an index which should be. sub.divided undes
the prescribed heads of aczount classification,

. The sarctiored smount of estimale should be entered In respect of each
wotk. Wkhen supplemet iary estimates ere sa- ctioned, the additioral amounts sanctioned
should be entered below the correspording emounts of the original estimate and both
totalled. But when a revised esilmate is sanctioned, the folio of the original estimate
should be closed and the revised estimate should be entered on a fresh folio, prominently
mmarked “Reviced Estimate™ in red irk, ar d a refererce to the folio on which the original
estimate is to be found shculd bz entered thereon.

/

NotE. - Ia the case of Weoirks which sre sstessskle to percentage réecoverles on account
of e:i: blishment, tcels and plart, etc., the amec unt of the estimate and allotment for the
wotk should be divided rateatly into two parts, cre representivg the share available fcr

works cxpenditure and the other, the ¢ tel emount for estabiishment, tools and plant
and audit and a ccounts charges, if any, recoverable ucder the rules of Government.

3, In the case of works for which spec fic aliotments are sanctioned individually, the
amount of allotment for the year sl ouid be ncted-in the register at the top of the pags,
ny additions or deductions mede during the vear being noted in the same place.

4

Note.- In the case of Locs! Loan Works the limit of funds set gside by Government
{to be ascertained from the Accountant General) for expenditure on ’g\work during the

1

vear 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 finel
sub-heads of the estimate and fcr as many of the suspense beads as may be operated upon,
bat the sub-columns for “qusntity”, ard the herizontsl columns for “rate of cost” should
be left blark in respect of sub.Leads for which there are no quantities in Works Abstracts.

5. In Form P. W. A, 13, the firal charges on wotks should be posted in the column
“Tetal value of work done” ard the sirgle column “Suspense  ccount” should embrace
the transacti.ns under sil the suspen-e rece unts.
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No. 12] FORMS,
~ FORM
’ {See Chap. I1I,
- . , RrcisTer oF
Name of work—Constructing Clerks’ Quarters at Jhelum, Authority—
Folio No. 25 -
_ PACCA MASONRY, | ARCH MASONRY (a) | DOORS & ﬁknovﬁs. ’
MONTHS, BTC. R} @ .. 3)
- ,
uanti- | 8i- ) X
Q W | Amount, Q‘{;’f 1 Amount, Qllgynfi Amouut,
. ;  He anp ~ Bs. a. p. Re.-a.p
Estimate Xo. 40 of 1937-1038 | .
81,150 | 6,402 0 0| 9,100 810 0 0| 1,600 | 911
Bateofcost ..} ™ . "800/ .. 9001 . 118 90
nditure of previous year ,000 1 . 405 ¢ 0] 1,200 | 1500 0 O
g:om” pres lfa.ny) 50, 3.750 0 0| 4.500 L0l 1,500 0 0
April 1038 -} 10,000 | 750 0 0 .. 250 812 8 0
Total .. | 60,000 | 4500 0 ¢! 4,5C0 4056 0 0| 1,450 1812 6 0
Rate of COBt o | . 7 8 0 00 . f,0e280
May v . 15,000 1,125 0 0 4,200 378 0 O 250 | g8 8.0
Total 75,000 5,62;; 0 0| 8700 |_ 783 g'g =L700 ¢ o395 0 o0
te of cost .. oo ‘ 8 0 ‘s L 0
June “n. - .| 6,160 461 4 0 400 3% ¢ 0 o At
’ Total * .. | 81,150 | 6,086 4 0 9,100 819 0 0 1,700 i35 ¢ 0
Rate of eost .. | - 780 .. 900 i 809
July . .- . R e b .
_ 1 81,150 { 6,08 4 0] 9,100 819 0 0} 1,700 , 2125 0 .0
Rate op ol - | 5 g 0| . 960 - | 2120 99
August .. .o . M e S AT o
81.159 i 6,086 4 0} 9,100 810 0 0| L7006 | 9195 0 0
0322{ o | 780 .. ggo ‘ 140
Beptember (Tlansfor entry of i 19,312 00! 2,54 0 ! - :
cost of materials as per Part ! ) i o
- IV of Form 88). —_— : - ; i :
) 81,150 ! zssss 4 0} 9100 3,367 0 0. L700 | 94305.0 07
‘Total Inclusive coss . e 15 0 .. 37 0 0 .. : 14 0
Inclusice Rate of cost .. : i Lt
1 £ colmpleted in Sept omber
| work comp T 1938 w.T.JOHN,-
October . Y T o _ 9-10.
Drvisional
Total . Officer.
Rate of cost . H.R.,~8-10
November. . .. . LS _ :
Total .
Bato ofcost .. !
Bgcember .. . | e _—
Total .. § v §
Bate of cost .. ! i
Janmary 1988 . . L . . . _
Tota} k |
Hate of cost .. ! i |
February .. .e . i— . I PR
Total . ! . - i
RBato~of eost .. K | |
Mareh .. . P { e - -
Total i P _ i
Rate of coat i | ~ i .
Supplementary Account . | :
Total .. i i !
Rate of cost { i i )

{2} Under Divisioual O:Tcer’s orders this sub-hend was not
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FORMS, [No. 12.
P.W.A. 12,
Article. 141.)
WoBKEs A,
Secretary’s No. 1417.-W., dated 18.4-31. Allotment for the year—Rs,
-BUSPENSE. -
gb-&a&Rgm&% C Advane | her Traas D? tg%ltlalf
8 than Rs. 1, ontin, jes. i ( o | -«Der Trans- . o ona
exeluding (2). ey e Materials, | pyyments. actions, | LUL COSt. | cer agaimst
(23] transactions
. of the month.
‘Q,,';f‘;_f Amount. Qg&p- Amount, | Amotnt, | Amount. Amount,
Rs. a. p. Rs, a. p.| Rs. a p.| Bs. a D.) Re. a. p.[ Bs. a D.{
3,000 0 2,360 0 0 | 34,586 00 49,560 00
1,350 0 0 480 00 | 28,035 00 | 120000 | 19093 p e[ 36397 00
420 0 0 500 | 5146 00 | —00 00 | 145 oo | 6,08 8 0{W.TJ,—~108,
1,770 0 0 48500 | 3408100 800 00 --1371 00 | 42,482 8 0
522 8 0 1200 | 1768 8o | —200 00 |—93{" 00| 8680 80| W.TJ,~08
2,202 8 0 4970 0 600 00 [—1,605 0046163 00
2’%?2 80 9700 | 35845 80 .. .. .. W.T.5.,—11-"
.} dés 1 o 3000 | giy 8o —600 00 | 1,605 00| 2225 00
2,757 12 0 51700 | 36,083 8 | . 48,388 0 0
. .. . - . . W.T.3.,—9-8.
—399 80 . - —399 80
_ — ~ .. 47,988 8 0
51700 ' 35683 8 0 . .
2,757 120 ; - . .
" . —390 00 e ~890 00 W.T.J.—12:9
_— . 3 47,508 80
2757 120 617 0 35,208 80 " : =
127010 o 232 80| 35293 8.0 W.T.3.,—6-10,.
—_ | .. 47,508 8 0
15,458 12 0 7.4? 8o : - )

lmped'ithotbwlnb-hudsmﬁngmmnm.l,ﬂw.
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FORMS

FORMP. W. A, 13,

(See Chap. I11, Article 141.)

REGISTER OF WoRKS B,

Page No., 18.

Name of work and authority]

Additions and alterations to
. E. No. 2341, dated 14.6-37.

General Post Office, Simla.

Estimate . . . « | Rs. 4,950
Allotment for the year . ] Rs. 3,500,
ngtsd initialf
Months, etc. Total value ofi S of Divisiona
onths, work done. a;:?::ts:. Total charges. | Officer against
transactions
of the month,
. : |
Expenditure of previous Rs, (a'pg Bs. lalpl BRa la.'p|
yeats bro ught forward (if e
any) . . . .
April 1938, . ..
Total N |
May . . . . ,
Total . ) -
June . . . . .
Total
July . . _ -
Total . |
August . . . . .
Total . | -
September. . - . B
Total .
October - . . | 1,093 140 —109]6 9 984 | 8] 0] D.R.K.,—8-11.
Total . 3,098 (14] g} —109 | 6{-0 084 | 8| O
November . .+ « . 10 1 0| ¢ 256 (12 © 266 (12| 0] D-R.K.,—7-12,
Total 1,103 |14] 147 [ 6 0 1,251 | 4 O
December . . 1810 o —5 !0 0 13 | 9| 0] D.R.K.,~9-1.
Total .| 1,021 (14 of 142|6 .| 1,264 4]0
January 1939 . . . 390 | O} o 679 | 2/ of 1,069 ! 2| 0 D.R.K,,—10.2,
_ Total .| 1,511 |1 o] 8218 0| 23386 0
February . « « 10100 157 | 0 9 167 | 0| 9] D.R.K.,—8.3,
Total . 1,521 (14| ¢ 978 { 8/ 0] 2,500 6-&1
March . - . . 1,711 | 4 o] —924 |7 0 786 13| O] DR K.,—10-4.
Total 8,233 | 9| 0 se| 1o} 3287|380
Supplementary Account . o o ee ~ load]
Total .| 823820 5¢| 1/ ¢ 328730 '

Carried over to page 26 of next year’s Register,

G. L.,—20-4-39,




119

FORMS, ' [No. 14

FORM P. W, A, 14,

v.17.9
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FORMS
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Ne. 15] FORMS,

FORM P. W. A. 15,
(See Chap, 111, Article 160,)
OUTTURN STATEMENT OF MANUFACTURE,

Name of Manufacture , Site y Season
Authorsty » Name of mionth
ANNUAL OurruRn
¢Estimated (QUANTITIRS AND VALUES).
Qutturn
Name of Articles ; REMangs,
manufactured. - (Q“;:;hﬁ” *To end of | *During |
Vll previous the *Total.
alues). month. month,

Total Values ...

* The values should be entered in red ink just below the quantities.

Date 190 ., Sub-divisional Officer.
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f[No. 18

FORM P. W. A 16.
(See Chap,. I1I, Article 161.)
REGISTER OF MANUFACTURE.

Name of Manufacture , Site ., Season
Authority,
OPERATION,
‘ d
Months, etc. > o Z *E £ “ & <
¥ 5 |4 2 | 2 |% 3
; <E, 3 g -] g ] 2]
al << |9 < {al < ja| <
PRSI RSN PSS — ’
Estimate No. 40 of 1938.193@ Re. |a. lp. Ra. a.fp. Rs, a.|p. Ra [a.lp.
Brought forward from previ-i 7|7 Bt R e e — T
ous year. i f
_April 1938. . [N ’; j
Total . - St e et Ry R Rl e BT
Rate . )
i j
May e — SN (O D RS SN s (U S S
Total vor
Rate ees
June ... .- - e T T T e e e e —
Total .
Rate .. ,}
|| .. s O O I i N B
July Total i — 1
Rnte ese | [' {
_August e ... woowee b _q_i__"_
Total .se i i ] }
Rate .. ’ |
-September ... e ase | e ——
Total .- i
Rate ase | é
~Qctober ses e eee el S TIPS P S SO A
. Total |
Rate cee
November s e eee 7 S —
Total e | (
Rate ces “
.December e i
Total e I _— e
Rate . ‘
anuary 1939 ... coe ane B
' J Total e 1T T — T
Rate |
February e R T T A NS T T U L
Total . 1 ; ;
Rate _
“March - SN LA U N T U S SN N
Total ‘ :
Rate .. !
Supplementary Account.o. | |+ 4 4 L b by o
Total ., 1 ! T I !
7 Rate ... ‘ ; i |
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No. 18] FORMS.

FORM P. W. A, 16—contd.

2

_ Appropriation for the year—Rs . ‘Folio No.

OPERATION.

- 3 & 2 ‘ 5 Total cost
o ] o E o E
3 & =) =]
a < ad < a <
Rs. | o. | p, Rs. | a. | p. Rs., |a. | . Rs. a,
i
l '

k3
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FORMS

FORM P W. A. 16 —concld.

OUTTURN,

M.M:E%d ,

-

[
-unotuy .

)
o3

|
|

LGl - ——
eqy  jo suon
-088NEI) 18ULIRAEY .
201130 18R0ISIALIA ‘ : A ‘ \ ‘ \ ~
Jo_stgniay paiwg
oy | S _ | B D A“,
ogjnuem  jo |~-- | ! —_—
npa 30 319 |
-ap 38 2duB[Eq | A “ ’
8 _ _ —
; o — g ey el il B
S [ funowy . h _ (SR R R,
= nM _
] NS = | -
‘Junowy \\.a.\}. — l.t‘\)w % AI‘] —— | —
& | B )
T T Ay O B
& f PSP SR S PR SR U S
| . J—— = i ] el et v
‘Junowry : _ h M i
& * N | N ,
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FORM P. W. A. i8.
(See Chap, I11, Article 167.)
SorEDpULR OF LoNpoN STORES.

DEBITS.

19

Division
Month

FORMS, [No. 18
sHEvRaEy X
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‘POAIOR 83103 Jo anjep = | —2 §
s E
¥ ['(oar paa uy pejonbd 3q o3 N 8
£ pequnujaxopampaydg) o B
Q P33199p YoIyM 03 Junocode 2
;‘ JO PE3Y 10 J10M JO awEN Q
(6]
PRI o
-1 833038 JO MIB[NORILY

"(L+9+g suwinjo)) [830], o 3'2
& &
]
“qjuou 388] WOy duBjeg & < 8
R
& &t "
- guow IR e
2y jo sadieyd usppuj ‘g : i
I . m: 2
“o SIOUBPIU $ — e
-3¥ "M ‘d.. PEIY 3y 0 . —t—a O«
03 NPAId Aq yjuow But 8 < &
-1np puej3ug uj sadrey) | 8 8
B g3 T} -g P
585 B o E- ]
SLESLE 53
*$91098 - Beg o 22
2I10AU] JO SIB[ODINIE, T T .
padtoany ¥ [l ot § - B
ZP35% . g
S e 8
™ 2] ?‘
*3310AU] JO I)EP U *oON <2
PSSIA JO PWEN o 5 §
— a
Judwded jo T ® g
IAPY §,[BIPUIN juey =

“UNoXDY JO P pue *oN -




128

FORMS

*}UEB)TNOIJY [BUOISIAI(Q JO s[eriul pajed

payep * 'oN eourydadoy pue *oN sy ‘jood
Anuy a9jsusa], spue ¢ 10} sjanoode 9y} Ul paysn(pe junowy
. | *soiffo Bunsnfpo us 98n 4o
*1001g ) [BUOISIAI] *JUE}UNODJY [BUOISIAIQ
.uﬁum muUﬁUﬂO\w wo kuﬁaﬂ—ﬁ —duo..ﬁ

B°L

0y

*due Ji

‘Funowy *SUOOBSUBIL} JO SIB[NDI}IEg 134IMI0A JO 2)%P PUT ‘ON

9o1ap? fo Epsoymy

*a1qiesod se £j1ed g8 paysiuing 3q 2s831d Asw davueydaddy uwe By} 3sanbas

03 pus‘ g1 10} 53unod08 Y3 Ul ‘WY 03 13jsUBL} U} POIPa12/pajIqap ulaq

s8Y ‘mofaq pojrep s8 ¢ sa23dny jo wns 8 J8Y}
9s]Ape 03 Jnouoy Y} sBY pauBsispun Yy

paip * ‘ON

oL
+ o1
uosInd
‘LICHEO/LIGEA HHASNVI], 40 EOIAQY
(‘681 dPHIV ‘111 *deYD 335)
‘61 'V ‘M "d RJO4d .

b
Al

SEERRY

(

\

IR

=5

B

Y

Q
i
\

NI

"JUBUNOIDY [BUOISIAIC

“}ads §191YdNnoA jo laqunu .HduOrﬁ

15301

d| o 8y
) e —
*Aue  Jt
‘194yonoa
‘Junowy *§UO[IBSUEIY JO S1B[NINJIT] J0 338p
pue ‘oN
T fipsoymy

«3qssod s A[382 88 paysjuing aq asea[d Asw 2oue3dadoy
ug jeyj 3seubaz o} pue ¢ 6l 10} sjunodd8
ay3 vy ‘WY 03 1)ULy} Ul P3P/ pajiqep uadq sey ‘mol3q
pajieyep se ¢ 5y JO wins © e}
asjape ©0) Inouoy 3Y3 §8Y pausdiszspun (],
+ 61 pajyvp *ON
p1ama)/11ga( HFISNVIY, I0 HOIAQY
(‘€81 ePRIY ‘111 *d¥4D 2%8)
"61°V "M 'd W304



129

FORMS. No, 20

FORM P W, A 20

(See Chap, I11,-Article 183.)
AcoBPTANCE OF TRANSFER DEBIT/CREDIT,
‘

No, , dated 19

To .

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

(*and that the supporting vouchers have been received.)
Particulars of transactions. Amount,
Rs, . e, p
Total e
*Intended only for cases of Acceptances of Transfer Debits.
Divisional Accountant, Divisional Officer,

Division,
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Neos, 21.22] ‘ . FORMS,

FORM P. W, A, 21.
¢(See Chap. 111, Article 191.)

Register of Endowment Receipts of Cemetery,

i AMOUN;\['/I OF ENDOW.
. ENT.
Receipt of Endow- ! No. and Name of
ment, Mor.ument. !
Qzdinary. Special.
v Remarks.
Lo 18 ] [ ; lo ©
5 | EE R S
K c 9 L $2 2% |25 |5°
o L v P g .5-04 3—;3 o 8‘“ 8'0 u
LS8 s 3 |Bzlmiieiu
1 k 3 4 5 61 1] 8 l 9 10
i t
i
L
FORM P. W, A,_22,
' ’ (See Chap. IlI, Artide 194).
- Ledger Account of Endowments in Cemelery.
« : Remarks
'§ Interest, :"'; k] (With
' N : ‘é bti;f
§ L gas e “ £ 3 qattxcuf—
@ o b8 ] Y oo < ars ©
&2 il ] 9 ] expen-
290 — g, | ¢ diture-
2% 2.3 89 . g . in the
oa 1g¥30. - &* e =0 case of
T (3288 E| 3 : 2 Sd | el
. 5 vogusd g2 aa) 5 B~ endow
o - Vo= ' Q IS — g L8] ments.-
g 29 (EZ2TBcol Ex - a &9 4
;: [_Q‘o j—mT oA DQ- o 0 g > ?xcec—
< e (54} D ing Rs.
i 25 each,
1 2 | 3 4 s 5 6 7 8
o T ] ! | 1'
Rs. la./p) Rs yz.ip. Rs. a.p| R . |o p| Rse. la.\p| Rs. |a.'p.
P
SR l |
Lt f |

¢The postings of each year should be detailed as indicated in Article 194, number
and nagrzm; of monuments being added in the casc of each Special Endowment exceed-
ing Rs; 0
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FORMS, ’ k [No, 23

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

1. The standard form is only a model. The number 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 a Government's province . .

w

=

2. The book should be posted from the several Cash Books in respect of cash transac-
tions, from the Transfer Entry Book in respect of transfer entriss, 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 be showh 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 Abstra-
cts from the Cash Book and the Transfer Entry Book, and which are separately shown in
the Abstracts, vide Instruction No. 2 on Forms b and 8, should be excluded, as these are-
posted in the Abstract Book direct from the Cash Books and the Transfer Entry Book., In
the wvertical columns, headed “*Stock”, should be entered, on the receipts side, the total of
the stock issues (corrected as above) and on the charges side, the total of the stock receipts.
(also corrected as above), .

Sg As the postings from each Cash Book or other document are completed, it should”
be seen that the total postirigs 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. and those of the columns, headed “Transfers within Division’, in respect.

of whole division, separately for Cash and Stock, unless any Cash or Stock be in transit,.
ses Articles 166 and 229,

6. Refunds of Revenue appear as charges in the initial accounts, and should therefore-
be posted on the charges side of the Abstract Book. As they are to be taken ultimately in
reduction of revenue receipts, the totals for the month should be transferred to the receipts:
side as minus entries in the columns for the revenue heads concerned. ’

7. Similarly, receipts which are to be taken in reduction of expenditure on individual
works in progress or on establishment and tools and plant, vide Articles 65 to 72, should
be posted as receipts in the first instance under appropriate headings, and uitimately trans.
ferred to the charges side as minus entries inthe columns for the heads under which the-
charges to be reduced are classified. '

3

8. Finally, it should be seen that the totals of the vertical columns agree 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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No. 23]

FORMS,

Receipts

FMORM

See Chap, IV..
ABSTRACT

- Month

-

Sub-division, etc.

Cash
Divisional Office

Total
*A’ sub.division
Total .
B’ sub. division
Total
C' ub.division
Tolel
Tranefer Entries
Total .

Stoek.
“A’ sub.division

Total .
“B? sub-division
Total = .
“‘9’ sub-division
Total

“Total Cash,
Transfer En.
tries
Stock.

Deduct—Refunds
of Revenue
dransferred
from Charges

side.
. Net .
Reference to
Schedule, Re-
gister; ete.,
Form No..

XXXIX.
Works.

Re. a. p.

-—Civil |~

SUSPENSE ACCOUNTS.

Purchases;

Stock.

Ra. a. p.

Rs. a. p.

Miscel-
laneous
P. W.

Advances

Rs. a2, p.

London
tores.

i

s

Estab.
ishment-
“Deduct
perceut.
age re-
coveries’’,

Tools and
Plant—
Deduct—_
Recover.
ies.

Rs, a. p.

Rs.

a. p.lRs 9 , p.

and |

17
(Pur-
chase.)

17
and

29

17
Miscel,

. W.

18

Advances

41 41
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R FORMS, [Ne. 23
P.W A 23, .
Article 208,)
Book.
19 . Receipts
\ ADJUSPING ACCOUNT BEIWREN INTER- PROVIN-
i | CENTRAL AN® PROVINCIAL ‘Agv.rrt;ugfé?:gm CraL SusPRNSH
[Miscel, Pubi GovERNMENTS, B . AGOOUNT,
aneeus ublic -
Heads of | Works EXXX,D.('} .
!Account. ‘Deposits. -~ Civil | ——Rail. Govern-
: ! . Works —: | way. ment of -
1 Central, | i
Ra. s, p.. Rs. a. p: Rs. a. p.g #3, a. p.‘ lis, a. p.
! ; [
! , !
] SR S N
_—
| ! | | -
------------- { ——— T e — SNSRI
_____ . ! ‘ H 2 S,
- ; ! |
;?
{ | . .
| N ————
0 -34 37 y 37 V 38
or .
36 .
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FORMS,

Recetpts

{8ee Chap. IV,
ABsrrRACT
Month

Sub-division, etc,

8. REMITTANCES,

REFTUNDS TO6 BR DEDYCTED

P, W.
Cheques.

Transfers

between
P, W.

officers.

iterns.

Other

Cash,
Divisional office «

Tetal .

A’ sub.division .
Total .

~B* sub.division ,
Total

C' sub.division .
Total
“Transfer Entries .
Tetal ,

Stoek.
A’ sub-division .

Total
sub.division .

Total .

B

“C sub-division .
Total

Total Cash,
Transfer En-
tries and
Stock.

Deduct—Refunds
of Revenue
transferred
from Charges
side.

et .

Reference to
Scheduje Regis-
ter, etc.,, Form
No.

Rs. a. p.|Ra. a. p. |Rs. a. p.

Rs. a. p.

Rs, a.p.

Re. @.p. Rae, a. P.

No

39

Transferred to)
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FORMS, [No 23
P. W, A, 23,
Article 208.)
Boox,
9 . Recespts
“FROM CHARGRS SIDE,
Transfers Cash Opening
within from Cash Total.
Division. | Treasury. Balance.

Rs.a.p.| Rs, 6. .| Rs. a. p.|Rs. a. p.|Rs, a. p.|Ré. a. p.|Rs. a. p.

Total of
last three
columns,

/ _—_—ld[_——} Total Transfer Entries.

Total

|

 Total.

|

Total.
P

]

Total Transfers within Bivisiom—~—Stocke

~entries.

~Charges side.
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No. 23]

Charges

FORMS.

FORM

{See Chap. 1V,.

ARSTRACT
Month

Sub-division, etc.

B0.—Crvir}
1

riginal
orkg=
Buldings. |

Original }
Works— }
Communica-;
‘tions.

Repairs.

Establish-
ment, con.
tingencies,
supplies and
services,

grants.in.aid’

Teols and
Plant.

Cash
Divisional Oﬂicé .
Total . ’

‘A’ sub.division |, |
Total

-

Rs. a. p.

!

Rs. a. p.

Rs. a. p.

Bs. a. p. »

Rs, a. p. [

‘B’ sub-division
Total
*C? sub.division
Totsl’

Travafer Entries

Total .

Stock,

‘A’ sub.division .

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

Total Cash, Transfer
Entries and Stock.

Leduci-Refunds trans.|
ferred from Receipts
side.

Net

Reference to Schedule

Register, etc , Form
o. .

27 or 41

41

21
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FORMS, [No. 23
P. W, A 23—contd.
Article 208.)
Boox. .
9 . Charges
. [ ADJUSTING ACCOUN? BE.
WoRKS. TWEEN CENTRAL AND
* Miscella , PROVINCIAL GOVERNMENTS.
~ | Public
Suspense Accounts. neous
-~ Heads of Worlss 50_‘,-
Miscel- Lond Account DEPOSI'S. Civil
laneous | London * ‘Works—
Purchases | Stock. P.W. stores. Central.
Advances
Rs, a. p.| Rs, a. p, Rs., a. p.[ Rs, a, p,| Rs. a. p.| Rs. a. p.}Ra. a. p.
I ' ‘
i :
- - M L RSOV,
No entries. 3
| I
17 :
17 and 17 18 40 17 37
{Purchases) 28 (32)
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‘No. 23] YORMS,
FORM
(See Chap. 1V,
"~ ABSTRAOT
Charges . Month
ADJUSTING
ACOOUNT INTER. PROVINCIAL i
wITH RaAIL. | Suspense Accoune. * S.—Rurr
WAYS, .
“Sub-division, etc.
Remittances Transfers
~—-Railway. Go;r;t—nfent into ble;twveve o
Treasury. | ficers, -
Cash Rs. a. p. Rs. 0. p. Rs. a. p. Rs. 0. p.
Divisional Office . »
Total .
A’ sub.division ,
Total . -
SB’ sub.division . T
Total .
3C* subedivision .
R,
Total . , Sl
“Transfer Entries . | I
Total ’ R
—_— . :
~  Stock.
“*A’ sub.division .
Tota’. L O T K S
“*B? sub-division . ————
Total . e
“¢C’ sub-division .
TOtal . mmerentmsesssvemavesesenseraan -
. N -
"Total Cash, Transfer
‘Entries and Stock.

.. Deduct.Refunds trans.| ? .
ferted from Receip No
side. . . .

Net .

. Reference to Schedul -

Register, etc., Form ¢
o. « . .
. 37 38 39
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FORMS. [No 23
P. W, A 23—concld.
%rﬁcle 208.)
00K,
9 . - Charges.
\REFGNDS OF REVENUR TO
TANOES, BE TRANSFERRED TO .
RECE[PTS SIDE, Transfers fCash Clé)sing Total
within rom ash otal.
Other XX():%%.— X)E:)S‘I,ﬁ.~ Division. | Treasury. Balance
items Works— Works —
Central. | Provincial
Rs.a.p |Rs. 6. ».| Rs. a. p. |Rs. a. p. Rs. a. Pe| Re. a. p,{Rs. a. p.
®
— Total  of
R last  three
Se [ a | p. columns,
_— T 7 B
o / ’ ( l Total Transfer Entries.
Total
R
> No entries. Total.
|
— } I
Total.
|1 |
l Total Transfers within Division—Stock.
entries.
Transferred to
ST Receipts side.
| 39

Totals agreed with the corresponding figures in relevant schedules, registers, etc.

Date

Divisional Accountant.
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No. 24] FORMS,

No. FORM P, W. A, 24,
(See Chap. LIV, Article 209.)
SceEDULE DoCkET.
Name of Work * or Schedule

t Classification of Charge , Month 9 .
g . | 8 | . @
88 | ¥ [ i g M
(Yo} | ] : & -]
0’ Amount. 3 ‘ < Particulars. Amount. ;
o9 & 5 - 8
Z 1 g © [

(Ra. ‘3. p.. Rs. la.|p.
\ ‘ : i Brought forward .
t ‘ l - Cash charges for
: which, vouchers
; : sre not required
i in audit:—
: ! SfOCk . . .
l
1, ! t Transfer  Entry
: Debits: —
| T.E.No. . .
: i ; T.E.No. . .
! T.E. No. . .
j ToTaL . —‘_l"[‘_
% | Deduct Refunds— B
l Cash re-{ °
'l i ceipts;—
| \ ‘ £ Transfer
! 3 ‘ Entry
1 ; ‘ ‘Credits; —
i | T.E No.
1 l T. E. No.
‘ \ T. E. No.
ool -
‘ ! : Total refunds .
| Total |
{ Carried | N:\toi:‘};grges of the
| forward | f *

*Full name of wotk as given in the estimate should be entered here in the case
of each wotk included in a Schedule of Works Expenditure, Form P. W. A. 27, or in
the Schedule of Deposit Werks, Takavi Works, or Debits to Stock, Forms P,W.A. 33,
P.W.A 36and P.W.A. 28 [nallother cases. the name of the Schedule should be given..

1Only such particulars need be entered as are necessary to avoid errors in the
posting of charges in Schedule Dockets.

tln the case of Transfer Entry debits the supporting vouchers, exceeding
Rs. 25 each, should also be attached, their particulars being quoted below each entry,
and the amount of the petty vouchers being specified in the column for remarks, In
the case of Transfer Entry credits a reference to the Schedule Docket in which the
corresponding debit is shown should be givenin the same column,

Divisional Accountant,.
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FOBMS, [Nos. 25-26:

., FORMP. W. A, 25,
(See Chap. 1V, Article 212.)
ScEEDULE DOCKET FOR PERCENTAGE RECOVERIES.

Month 9 .

| PERCENTAGE REOOVERIES.
*Name of work Works |
¢ |

It t.e., full REMABKS.
Neo'? (a! giveun igattl?: Expen- Egtablish- [Tools and Ac_cognts ToTAL. *
) \ diture. Y Plant an g
estimate). @ ment. ant. Audit,

| { Ra,

a.lp.. Rs ‘a.lp‘.v Rs. a.p.| Rs. |a.p.
| .
B

| |
re | T LT

* Non Government Works should be shown in three separate groups (1) Deposit

Works, {2) Local Losn Works and ') Takavi Works. Government Works should be
grouped by Governments and deparfments, and the name of the division ¢r office should.
be prefixed to thst of the wotk in red ink.

Divisional Offieer.

FORM P, W. A, 26. FonRl
(See Chap. 1V, Article 213 )
SCHEDULE OF MONTHLY SETTLEMENT WITH TRRASURIES
Part I.— Cash Remitted and Acknowledged.

Treasury. - Treasury | Treasury. Total. ,

Divisional Accountant,

1. Difference brought|
over, as per line 5 of]
last month’s memo.

2 Cesh remitted during
the month.

3. Torar

4. Amounts acknowled-
ged by Treasuries as
per Consolidated;
Receipts attached.

5.Difference (line 3 minus!
4) as explained below.

¥

Analysis of the differences as per line 5.

i

A.—Received by {reasur- ,'
fes too late for incor.-
poration in the acco
unts of the month i
B.— Remitted after the ! - -
closing of sub-divisi.
onal accounts of the!
month biit received by
treasuries in time for
incorporation in the
accounts of the month
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No. 26]

, FORMS,

FORM P . W, A, 26—contd.
Part 11.—Cheques Issued and Paid.

Treasury,

Treasury. Treasurf. Total,
- [l T
g4 Difference as per (
line 5 of previous
month’s memo. - \$ |
.2, Cheques  fssued
during the
month- : .
| i
3. Torsn * |
- 4, Cheques  cashed i
as per pass 3
books, vide] ‘
Treasury Officers’,
Certificates of |
Jssues {attached). x
| T
-5, Difference {de- X
tailed below).
T Details of Differences.
[ N
. PARTIOCLaRS PARTICULARS PArTICULARS OF
OF CHEQUES { OF CHEQUES, OBEQUES,.
Amount. ;| Amount, {  } Amount.
No. ‘ Date. No. |Date No. |, Date.
] :
Bs. | a. p. Rs. |a.lp. ! Rs, la.|p.
-Uncashed cheques. Cheques cash:d during the
month, bui taken. to aciount
n “ub-divisional Cash Books
of ths followin onth.
Total uncash- 4 ,f gm
ed cheques.
Deduct -Total! I
of cashed! i
cheques as ; |
per las ti {
column. l .
Netdiﬁ'etence‘ |Torar { )

t The difference relating to each treasury should be detailed in the manner indicated.

frogaoal

ften.

Divisional Accountant,
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[No. 27

FORMS,
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No. 28] FORMS.

FORM P, W, A, 28.
(See Chap. IV, Arﬁgle 216,)
ScEEDULE OF DEBITS TO STOOK.

Month 19 .
3 *Name of Manufacture or ‘If(a:nml.c
o other item of expenditure e wor
] : . R completed,.
" 5. (as gt:en in the Total Toial say 80
em| O estimate). p up bo )
No. | = N.B.—Sanction to be noted tr:gx sacho?}? of date, (A ?o‘.‘:‘t ff
2 in red ink when a work e montn, . l::s m;a ;d o
k] or item is entered for - ggéee:op;m
g the first time. ' only.)
1 2 3 4 5 6 .
{ Manufdcfure. Ras. a. p Rs. a.‘p.
Manufacture of bricks at
Raisina - :
Operation . . . 3,360 10 0 ~ 60000 0
|
Cutturn . . . 3,001 0] 0 5,000 | 0. 0O
Lime making at Chandraval—
Operation . . . 2,300 { 0] O 3,000 | 0; 0
Outturn . e . 2,000 0 0; 2,500 | O Of -
. - i
Total Manufacture Operations 5,600 | 0] O,
. |
Total Manufacture Qutturn 5,000 | 0/ 0 ’
|
Total Manufacture . 10,600 | 0 o
: Land, Kilna, etc.
|
i
1 - — — — ey =
Total Land, Kilns, etc. . .
, Storage.
J Total Storage .
Other Sub-heads.
H
Total other Sub.heads .
GRAND TOTAL .

*Only those works or items should be entered on which there has been any tran-
saction during the month, and the “operation” and ‘“‘outturn” transactions of each
manufacture should be shown in two separate lines. In March, all items under the
groups ‘Manufacture” and “Land, Kilns, etc,,” the accounts of which are still open...
shouald be shown invariably. .

Divisional Accountant
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FORMS, [No. 29

FORM P . W_A. 29
(See Chap. 1V, Article 216,)
STOOK ACCOUNT,

Month 19 .
Part 1,— Classified Account of Receipts, Issues and Balances.
E f - : Sanec-
.‘E‘.)ZO‘ Sub.heads. | Balance. Receipts Total, | Issues. | Balance. Rt::e‘:i. Remarks.
Re. o.lp Reé- a. p.Es. a p Re. a.|p.|Rs. a. p.
1 ManufactureljY ‘ ‘, {
2| Land, Kilns, i Vo l
etc. ) . ! |
3 |-Storage | | ‘ |
4 [.Other  sub-
heads. [—— == |— === ._—.— O —l-— ——--—-i—
5! Total .! ! I | ‘

$ Certified that entries in lines 1, 2, 3 and b of this account agree with the correspon.
ding entries in the Suspense Register (Stock).
Divisional Accountant,

Part 11.—Detailed Account of Issues

L } U L
ER -53 %-—3 ' Reference to
'qi’, 9 OrAmount E gEAmount. '—g 5 & Amount, Particulars. Schef.lule. etc. Amount..
<oz, PIsat 4 o2 Z|
7 (7)) i 3 !
Hs, i@, .p. [Bs. @ p. Ks. . P : ‘Rs. a. p..
i [ ! ||| Lome X (Part 7). ! iy
! ! ! | 1 |~ Manufacture |
; i 1 ! ” ‘Credits for Out. 72 !
! | i C turn, i |
: i | Line 2.—Lond, | |
' : b Kilns, etc. ’ f
; o | T E No. S. D. No. [
: ’ ! . | T.E.No. L e i
| ; J JUOTEUR
| - | Lo Totai . ! e
; i i l é —_
| [ ! Lines 8 and 4, |
! : ' i — Storage ana |
i B } : | lother Sub.heads. |
' { | b1 | Issues to | Previous
: | ! . works, etc. column.
i Loy I i I | Issues to tCon- | Consolidated
! f ! i | tingencies. Account of
i ; ; Dol i ; Contingent
! ; | ! | | | Cash Credits to expendi-
; lf ; i | o Stock ture. i
J [ : ——~ ——~ Sale Account 19 !
| A A e Y A R U ,
| ’ ; ' i1 Issues !
{ | ! | ' | to , || Total
i I works | |
! l ‘ J | | ete i ! Line 4.— Totgl
: Yo ! ! Tssues,
*For details see Schedule of Debits to Stock Form P. W. A. 28,
+To be used only when contingent charges are not drawn by bills presented direct at
treasuries.

11f the balance includes the value of any stores in transit within the division, the certi-
ficate snould be amplified to state the value of such stores and the steps taken to adjust it
§If the closing balance of * Vianufacture” includes any items which are not chargeable
-against the Reserve limit, they should be detailed in the column for remarks.
Divisional Accountant.
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FORMS,

No 30)
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{No. 31

FORMS.
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No. 33] FORMS, .

) FORM P. W. A. 33 —contd.
Part 1.—=Account of Deposit Works not affected during the month,

i
E- Expendi. l Step; taken to
! ture Iasldjust (1) unex-
Total l Total [debitedtoMonth in'pended balances.

Serial/Name of work with name, deposits ‘expendi- Miscella-| which of completed

; . | i neous P. | work | works and (2)
No. ‘ of depositor. { gstéo ‘ igrsaltlf W. Ad. \was com.| expenditure

vances | pleted. ‘debited to Mis.
up to cellaneous P.W..
date. Advances.

|

Rs, a.)p.|Bs. |a.p.| Rs, fu.lp.
Pl

-
I
|

|
!
i
!

|

! TOTAL TRANSFERRED TO :: |
i Parrl . . . [ |
i b

Divisional Accountant,
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FORMS,

16T
[No. 38

FORM P, W. A. 36—conid.

Serial
No.

Name of work, with the
name and address of the
cultivator responsible
for it.

N

Total transferred to
Part I.

Part 11— Account of works not affected by the month’s transactions.

) Month in| Steps taken,
Total Total which §pecial!y for
expenditure | realisations. work ad’us‘:t‘l.‘(entii°£ the-

up to date. | up to date. was outstanding
com- balances of
pleted. | completed works..
R, |a. | p. a.

Rs,

-
Divisional Accountant.
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Nos. 37-38] FORMS,

FORM P, W_ A, 37,
(See Chap. 1V, Article 222,)

Schedule of Debits/Credits to "* Adjusting Account between Central ana
Provincial Government” /" Adjusting Account with Railways”.

:N.B,—Only the Central/Railway transactions originating in Provincial Divistons and Pro.
- vincial/Railway transactions originating in the Central Divisions will appearin this schedule

1
1l

Name of | Reference to
Ttem Government/Railway | Particulars | authority or
""No. | Head of account in the o i(No, and date off Amount. | {Remarks.
* | case of Central*/Pro. Debit/Credit Advices and

vincialt Divisions Acceptances.

1 2 3 4 5 6

*1n the case of Central Divisions, the entries should be grouped by each Govern-
ment or Railway, as the case may be.
ln the case of Provincial Divisions, items should be grouped in two classes,
A—Items to be finally accounted for in the Accounts office (to whom the accounts
are rendered) and B—Items to be passed on to other Accounts offices,
}In 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
.docket in which the corresponding debit appears.

»
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 Provincial Divisions on behalf of other
Provincial Governments will appear in this schedule.

Reference to
Name of Government* | Particulars | authority or

Item (with name of o No and date Amount.. | tRemarks.
No. Department). Debit/Creditjof Advicesand
Acceptances.
1 2 3 4 5 6 -

®Entries in the schedules should be grouped by each Government

4In the schedule of credits, items representing cash receipts should be so descri-
bed in this column and against all other items should be given a reference to the
schedule docket in which the corresponding debit appears,

Divisional Acoountant,
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FORMP. W. A. 39.
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No. 39] FORMS,
FORM
(See Chap.
*  ARcHEDULE oF DEBITS/
Month
| Autho
j I Responding items |
Dg‘la'rpe of | intimateg by |
| Division or AccountantGenera
| office (with § Whether an cf(c:)r adjustment.
Item* name of Particul Original (O) 727 %) Month
; *Particulars. ora
No. ‘ID:E‘?rthést‘\t Responding | No. and aﬁd ite;n
w ernment if (R item. date of s:t‘the_
necessary) m;xma- ment or
ton. Exchange
Account.
1 2 3 4 5 6

Transfers between P. W, Officers
{(+To be detailed.)
Public Works Remittances —
L.—Remittances into Treasuries.
Il.—Public Works Cheques
(Total only)
IIL.—Other Remittances—

(a’ Items adjustable by Civil
) fhcers.

(1To be detailed.)

(b) Items adjustable by P. W.
flicers.

(+To.be detailed.)
f1Exchange Accounts—

(1To be detailed.)

|
\

*Eatries in this schedule should be grouped under the several rheadings as
tTransactions representing the cost of work done should not be entered severally, as
iColumn 4 should be filled in only in respect of transactions falling under the
§ln the Schedule of credits, items representing cash receipts should be so described
cortesponding debit appears should be quoted.
€ The entries uader this head will appear in Central Divisions only—under the
between Civil and Posts and Telegraphs”, etc., in respect of Central transactions adjust.



i

indicated in the form.

161

FORMS, ~ [No. 39 |

P.W. A, 39.
IV, Article 224.)
~CREDITS TO REMITTANCES,

19 .
rity . Particulars of Responding
items which have been
: brought to account
Other items. provisionally.
Amoung cob §Remarks.
brought to Nature of objec-
No. and date g ) !
of authority | No. and date account. N tlofn quotlttlg
or acceptance of advice Amount, r:,heregc? o
of Transfer of Transfer th €a fv cet
(if any). (if any). ereof sent
i separately.
7 8 9 10 11 12 B

the necessary details of works are given in the Schedule of Works Expenditure concerned.
group “IlI.—Other Remittances.

in this column, and against all otheritems a reference to the schedule docket in which the

sub-headings “Exchange Account between Civil and Civil,

“Exchange Account
-able in another Accounting Circle.

Divisional Accountant.
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FORMS, [No. 41

FORM P, W. A. 41,
{See Chap, 1V, Article 221.)
CLASSIFIED ABSTRACT OF KXPENDITURE.

Month 10 ;
Reference to Schedule, [*Minor Heads ana Frimary Units of Appropriation Total Charges
Schedule Docket {separately for cach Major Head or ) of
or Bill, distinct part thereof). the month.
I 2 3

+XVIL. —A.~Irrigation Works for which Capital
Accounts are kept.
1.—Productive Works—Deduct Working Expenses

Rs. |a.|p-.

Form P. W. A, 17 . | Extensions and Improvements - - . .
w P.W.ALT . | Maintenance and Repairs . . «+ .«
Rs a. p.
Establishment— e
Consolidated Account of: {Contingencies . . .
Contingent Expendi-,
-ture. - Deduct—Percentage recoveries o
. W.A. 1
Form P. W ? ) . Net Establishment .
Tools and Plant . . . . e .
.27
Form P. W. A. 2 Deduct—Recoveries « + « o
-Net Tools and Plant . . . .
Total Final Heads . . . . . o fommm
Suspense—
P. W. A. 20 . Dcbits to—Stock . . .
” P, W. A, 30 . Purchases . .
” P.W.A 31 . Misceltaneous P.W.
*” L Advances.
, P.W A,18 . ‘ ondon Stores .
W c;rkshOp Suspense Workshop Suspense.
Schedule. Total Debits . | v l
Form P. W. A. 29 . Credits to—PStnck e
. W. A.30 . urcnases . .
- v Y Miscellaneous P.W.
” L Accllvangel.
P.W. A, 18 . ondon tgres .
Wc;'rkshop Suspense ! WorkshopSuspense .
Schedule. ' Total Credits . || |
Net Debit to Suspense . . e e e
- Total Charges . |——|—|—

*\When a minor head of account is sp.t up into two or more primary units, the
figures of each of these should be vutered ia the iuner column, and the total for minor
head in the outer column. The minor head ‘Suspense” should be detailed as shown.
<R efunds of Revenue® will not appear ia tnis Abstract, but **Receipts and Recoveries on
Capital Account” should be shown as deductions i

$These are only specimen eatries. . ®

$To be used only if suca charges are not drawn by bills presented direct at treasuries.
Charges under t 1e minor head “Grants in aid® in the case of “50—Civil Works" or 18—
Other Revenue Expenditure” are also supported by the Consolidated Account of Con
tingent Expenditure.

Divisional Accountant,,
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No. 42]

FORMS.

FORM P W, A, 42,
(See Chap. IV, Article 228.)
MoxTHLY ACCOUNT,

Month 19 .
Names of::z.cj)zrn It—ie:i:’:. Heads of Schedule. Receipts. 'D::};:;:e-

REVENUE.

XVII.—A.—Irrigation Works—
Productive Works Gross Re-
ceipts—Direct Receipts .
Unproductive Works- Gross
Receipts —Direct Receipts .
B.-—Navigation, Embankment and
Drainage Works -
Productive Works Gross Re-
ceipts—Durect Receipts .
Unproductive Works— Gross
Receipts Direct Receipts .
XVIIl.—A.— [rrigation Works

~N Atn o

L1

B.—Navigation, Embankmc.nt nn.d
Drainage Works . .
XXX.~Civil Works . 5 . .

EXPENDITURE.

XVil.—A.—~Icrigation Works—
roductive Works—Workin,
Expenses . . . .
Unproductive Works  Working|
Expentes . . 3
B.—Navigation, Embankment and

Drainage Works—
Preductive Works— Workin
Expenses . . . 3
Unproductive Works — Working
penses . . 2 &
18.— A, —Irrigation Works—
Works for which no Capital
Accounts are kept y
Miscellaneous Expenditure .
B.—Navigation, Embankment and
Drainsge Worke—
Worlss for which no Capital
Accounts sre kept . .
- Miscellaneous Fxpenditure .
18(1)*—~Other Revenue Expenditure finan.|
ced from Famine Relief Fund
19.A*—Financed from Famine Relief Fund
19.B* — Financed from Ordinary Revenues.
50.—Civil Works . . s
68.— A —lerication  Works - Productive
Works . . s . .
Irrigation Works— Unpreductive
Works . . - g
B.—Navigation, Fmbankmert and
Brainage Works—
Peoductive Works . .

Uaproductive Works . .

Form
P.W.A.9

(1]

"

"
(1]

wtl

*Where specially allowed, vids Article 13,



165~

TORMS, No. 42%.
FORM P, W, A. 42—conid.
zd Names of Major Heads, Heads of Schedule Receipts Bisburse..-
g Ascount, etc. redule. ccetpis: ments
::0 ]
Rs. {a |p.| Rs. |a.|p~
OTHER HEADS.
Form
24 | Miscellaneous heads of Account . . | BW.A. 40
P.—Deposits and Advances—
25 Civil Deposits—Public Works Deposits v 34/35
26 Advances Repayable —Civi! Advances
— Public Works (Takavi Works) . ., 36
S.—Remittances —
27 Adjusting Account between Central and
Provincial Governments . o 37
28 Adjusting Account with Railways . » 37
29 Inter-Provincial Suspense Account . . 38
30 Remittances . . . . . » 39
Rs la |p.
31 *Cash Balance diminished l ] :
increased . . . Previous :
————— 1 month’s b
Opening Balance account,
tClosing Balance
i -
Total

*If the Olosing Cash Balanee is less than the opening balance, the difference will
appear in the Receipts column; but if the balance has increased during the month, the -
difference will fall in the Disbursements colu an.

TThe total of the columns for Receipts and Disbursements must agree, and if there
is any difference due to cash being in transit between two disbursing officers, its amount
should be included in the closing balance and the certificate of cash balance should be -
amplified 50 as to state the amount and the steps taken to adjust it.
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No. 42]

FORMS,

FORM P. W. A. 42 - concld.
Memo. of Miscellaneowus Cash receipts paid into Treasuries

Balance from last amount

~Receipts during the month

- Paid into treasuries;—

......... Treasury, vide Form P. W A. 26 .
. ditto
~ ditto

~eesseses  Ditto

Balance remaining to be paid as explsined as below

.

};
]
R

no single cfficer bolds an imprest of more than Rs.

1Certificate of Cash Balance.

Certified (i) that the clesing cash balance in the account agrees with the. total of
the balances recor. ed in the several Cash Balance Repert. in Form P. W. A 2, ‘ii) that
, ii} that all imprest-holders
who have tosurnish security under the rules have either furnished the security or have
been exempted by competent authority, and (iv) that with the exceptions noted below,
all temporary advances outstanding in cash accounts of the second preceding month
have since been cleared.

Particulars of

Date on which

Remarks ex-

Name. A t h plaining the
e | Ravence. mount: | _thesdvance | Pddhuyén
: clearance.
Rs. a. t

1See foct.note overleaf prefixed byat
*Here state the maximum limit fixed by Government.

. Divisional Accountant,

Divisional Officer,
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FORMS, [Ne. 43

FORMP. W, A, 43.
(See Chap. 1V, Article 233.)
ExTrACT FROM CONTRACTOR’S LEDGER.
Part l.—Accounts affected by the month’s transactions.
(Same as Form P, W, A. 14))
Part I1.— Accounts not affected by the month’s transactions.

1
! Balance outstanding.

!
iMonth in which

Hem the 'account A ,
No. Names of Contractors. last appeared | Debit (i, €., | Credit ¢,e., *Remarks.
in Part [, due from due to
contractor). | contractor).
1 2 3 4 5 6

|

*If any individual balance due from a contractor under the heads “Other Transace
tions” and *“Advance payments” has been outstanding for more than three months, the
No. and date of the Iast running account bill or other voucher relating to it should be
-quoted in the column for “Remarks” with an explanation of the delay in its adjustment.

Divisional Accountant.
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Ne. 44 FORMS,

FORM P, W. A, 44,
(See Chap. IV, Articles 230 and 238.)
L18T oF ACCOTNYS SUBMITTED TO ACOOUNTANT GENERAL,

Month 19 -
’ No.
*Form No. g *Name of Document. Doc:m(::fnts Remarks..
; T

P.W.A. 42 ' Monthly Account . . e e, . .
o 9 | 1Sehedule of Revenue Realised . . . . .
o 9 | Schedule of Refunds of Revenue (with—original
{ orders of courts regarding remission of fines) . .
w41 Classified Abstract of Expenditure e e ..
o 27 Schedules of Works Expenditure - . . .
i Consotidated Account of Contingent Expenditure
(with necessary vouchers sttached) . . . .
" 25 Schedule Docket of Petcentage Recoveries . . .
» 291 Steck Account (with—Sale Accounts) . . .,
»» 28 Schedule of Debits to Stock . ., . C e
* -—3:),-(1-): Schedule of Putchases . . . . . . .
o 32| Schedule of Miscellaneous P. W. Advances .
» - 18 Schedule of London Stores . . . R . .
Local Form | Schedule of Workshop Suspense . . .
P. W. A 9i Schedule of Receipts and Recoveries on Capital

Account . . .. .« . .
94 | Schedule Dockets (with necessary vouchers, Transfer
Entry Orders, Survey Reports, and Sale Accounts
attached to each) . . . . . . .
o 40! Schedule of Credits to Miscellaneous Heads of Account
o 40 | Schedule of Debits to Miscellaneous Heads of Account
e - 37 Schedule of Credits to Adjusting Account between
Centrsl and Provincial Governments . - e
” 37| Schedule of Debits to Adjusting “Account between
Central and Provincial Governments . . .
Schedule of Credits to Adjusting Account with Rail-

" 3 ways . . . . . I . .
o 37 Schedule of Debits to Adjusting Account with Rail.
ways . . . . . . . .
”» 38 {Schedule of Credits to Inter-Provincial Suspense Account,
” 38 Schedule of Debits to Inter-Provincial Suspense Account
e’ 39| Schedule of Credits to Remittances . . e .
. 26 | Schedule of Settlement with Treasuties (with—Treasury
Officers' Certificate of Issues and—Consolidated

Treasury Receipts) . . . . . . .
” 39 | Schedule of Dcbits to Remittances . . . .
v 34 Schedule of Deposits . . . . . . .
» 35
» 83 | Schedule of Deposit Works (with—Reports of Progress,
of Expenditure) . . . . . . .
» 36 | Schedule of Takavi Works (with —accepted cartificates _

of Collectors) . . . . .
Tos 43 [ Extract from Contractors® Ledger . . . .

- - .

*Strike out the Fomn numkers of any documen’s not forwarded, the submission of
which is unnecessary  If any document required to be submitted is not ready, a suitable-
neteshould be recorded against it in the column for “Remarks” and the probable date
of its submission should be stated. .

tincluding those in suppott of the Schedules of Adjusking Account between Centsal
and Provincial Governments, Remittances and Miscellanecus Heads of Account.
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FORMS. [No. 44 -

. FORM P, W_ A, 44 —contd.

The vouchers enumerated below do not aocompany for the reasons
stated against each: —

i

Reference to

Probable date
Sch cduleADockct Voucher No. Amount, Reason for.non-sub— of
or Contingent mission. submission
Account. ! .

Divisional Accountant,
Forwarded to the Accountant General,
Divisional b(v)fﬁcer.
Date
The 19 .
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No. 45] FORMS,

FORMP W, A, 45,
(See Chap. IV, Article 238.)
DivisioNaL OPFIOER'S REPORT OF SCRUTINY OF AcCCOUNTS,

Month »

After due examination of the office copies of the monthly Accourt, and suppor.

“Hng documents  for the month cf 19 .which were despatched

over the signature of the Divisional Accountant during my absence from headquarters,
I accept responsibility for the same,

2. 1 have initialled the office copies «f the Monthly Account and the List of
- Accounts (Form P. W, A. 44+, and a duplicate copy of the Monthly Accountesigned by
-«me is sttached to this report,

3. I have {ssued instructions for the adjustment, in the next month’s sccount, of
L
‘the errors and omissions detailed below, which my scrutiny of the account has disclosed:—

Divisional Officer,
No,
Dated
Division,
‘Enclosure: Monthly Aecount,

" To
Trr ACCOUNTANT GENERAL,
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FORMS, {No. 46

FORM P, W_A, 46,
(See Chap. 1V, Article 285.)
ANXUAL CBRTIFICATES 0¥ BALANCES,

{N.B ~This form may be modified by the Accountant General to suit the local
circumstances. ]

For the year ended 315t March 19
Cerririoare No, 1.—8To0K.

A,—~Manufacturs —Certified (1) that the closing balance of Rupees In the
sccounts of the head ‘‘Manufacture® for March 19, consisted, with the exceptions
noted below, only of the unadjusted charges upon operations in progress, (2) that all
outturn from the operations has been duly brought to account, and (8} that the ¢los-
ing balance does not relate to any operations the accounts of which should have been
closed and adjusted during the previous twelve months.

B.~Lwmd, Kilns, eto.—Certified (1) that the closing balance of Rupees in

-the accounts of the head “Land, Kilns, etc.” for March 19 , consists of the ilems

enumerated below, (2) that all charges recoverable from other heads of account 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:— i

CEWRE & Gross capital char. | Total creditson | o,
£ ag|2S | geable to end of - jaccount of recover-| ©
S 208 yesr. ies to end of year. | 2
>3 8 _2@ . A R
{sadF v o o ) = e o
w8 olc < 2 e F o Sg
Particulars. {8 2122 } & &~ T 3 : 3=
3 ELSES | ] w | g o2 " .
3% hd 23S = ou - 3 ]
< g ~ieh sl a s a b d 3 't‘
g - seias| BE| | < (PR & | 5 | &% %
- E223-E oz | 5 | |oz| 3|5 |52 B
- ~88>-83/ 221 A = (3| QA (Ao o
: S S
tRs. | Re. | 1Rs | tRs. | ¥Ra | tRs. | {Rs.
L J

tIn nearest rupees only,
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No. 46] » FORMS,

FORM P. W, A. 46—contd,

C.—Other Sub-heads.—Certitied (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 Matetials, detailed quantity accounts whereof have been maintained in
accordance with the prescribed ‘procedure, and (2) that, with the exceptions noted
below, none of the materials stocked are in excess of the probable requirements of the
wotks of the division for the subsequent twelve months: —

Item No. Particulars. Value. \ Remarks,
1Rs.
1 | Unserviceable Stock . . . (State the steps taken 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 1eserve.

(No details required.)

3 | Surplus Stock, 4.e , serviceable mate-| ) (State the steps taken to
rials which are avatlable for sale or; dispose of the materlals.
transfer. A or to obtain the neces-

(No details reqmred ) : _ sary ordets for their dis-
i posal.)
Total .

*Or any other period that the Government ma>y have prescribed.
tIn nearest rupees only.

CERTIFICATE No. 2.—WORKSHOP SUSPENSE.

Certified (1) that the closing balance of Rupees ,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 no-
ted 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 NoO, 3.—OTHER SUSPENSE ACCOUNTS AND DEPOSITS,

Certified (1) that the closing balances of the accounts named in the margin {as speci-
P“;Sh&'es—cndi‘ balanceof  fied against each) for March 19 , have been teviewed in de-

Mlacellnneou; P. W. Aq- tail, (2) that noitems are included therein which under ruledo
Jances —Debit balance of  not pertain to the account concerned (3) that, with the excep-
Loadon Stores—Credit/ Debiv  tions, noted below, none of the items, in view of the period.
balauce of Rupees - it has been outstanding or of any other circumstances which
Deposit--Credit balance of N .
Rupees may diminish the chance of its recovery, calls for any special
action, to eﬂect clearance, and (4) that in respect of the exceptions specified, necessary

action is being taken under my orders.
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FORMS, ~_ [Ne. 46

FORM P, W, A, 46—contd.
CERTIFICATE No. 4 —WORKS ACCOUNTS,

A.— Qeneral.— Certified (1) that the accounts of all works, the actual construc.
tion of which i3 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 oper, arrangements have bgen
made to ensure that no further charges will be incurred without my permission as
required by Article 143. .

B.—Matsrials.—Certified (1) that in respect of each work in progress in the
accounts of which the suspense head “Materials’’ is being operated upon, a report of
valuation in the prescribed form has been prepared asfor 31st March 19 , and
reviewed by mé, (2) that the statement below sets forth the calculated values of the
unused materiais at site of works and the results of the last verification of materials,
and (3) that the unused balances represent, in all cases, the value of the materials
intended for the actual requirements of the works concerned:—

c =
: . ¢ =
! o o ! 3_2 qé -G g
: < [t 3
, 1 5% -2 .
H { 4 i L3 ¢ Q u'k’) c :
i | Z- L - S5g ¢ = o s
, i 5.z i e®T s L3 % |Remarks briefly
‘ ~'9 PE 3‘&3}; TET ] explaining
‘ =& P 2feq9 8;8 z "E delays in
. . s= I s .5 a5 @ adjustments,
Fuil name of work. H | Baol oo 9 > . !
: = Lo Yy gt e and stecs
| 8 T P “ga @ [taken to adjust
! 9 i S K] .
5 A s : 3 S 8. « [|the cutstanding
. o - - © lances. -
z | B PS8 © g5 It balance
Tl: l - g ! L :’:‘13 2 5:& *a
T 95 | Z8%y fw A
(IQ)’ ; g-u i =% 30 E’Gﬂ‘ -
| [ ' > <
! i
1 ; Z t3 1 T4 A5 6 1
N Rs. Rs Rs.
E i
!
i i
} {
; .
H i
H i
i
; |
|
i
;
| .
\ . : i
i — i
i |
i :
! j
i -
{ :
i |
tIn nearest rupees only, «

t1f the materials relating to a work were not verified during the previous twelve
months, the reasons for the omission shculd be recorded in this column.
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No. 461 FORMS,

FORM P. W. A. 46—concld.

C.—Contractors and Labourers.—Certified (1) that the closing balances of the
accounts of “Contractors’ and ‘‘Labourers,” as maintained in Registets of Works in
respect of works 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 reconciled by the Divisional Accountant with the total of the balances in
the Contractors” Ledger, (3) that the Labourers balances have been similarly reconciled
by the Sub.divisional Officers concerned with the relevant records of unpaid wages,
{4) that there has been no abnormal delay in the closing or adjustment of the accounts
of contracts w. ich are no longer in operation, (5) that all “Secured Advances” are
covered by duly executed indentures in the prescribed form which I have seen are in
existence in the divisional Cffice, and :6) finally, that pone of the other outstanding
debit balances represent any overpayments, or have become, or are likely to be,
irrecoverable; — '

Detail of balances.

¢

| Contractors.
i -
N i
Full Name of work: Remarks.
. i . ! i
2 i . Advance Secured ;Ot:“go::ns‘ Labourers
- payments aclﬂ)vat}tces © Debits.
5 i (Debits) (Debits), : ~Credite
v | ;
1 2 i 3 4 ; 5 6 7
TRs. 1Rs. 1Rs.

Total .

filn nearest rupees only,

CERTIFICATE NoO, 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 immoveable 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 adequate action is being taking
under 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 person concerned, and (3)
that there are no acrrears which have become, or are likely to be, irrecoverabte,

Divisional Accountant. Divisional Officer,

Date : Date
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{No. 47

FORMS,

FORM P, W.' A 47,
{See Chap. IV, Artiele 237.)
AxXNOAL ACCOUNT oF CEMETERY ENDOWMENTS.

. Name of Cemetery

Vear 10

n

Name of

1DPO
[euontang Yy 4g

Remarks.

ur I0Po 130

*(9 -¢) 134 j0
9501 38 dduBeq Juddsun)

10 Ew-naxu 2y} &lm B

-]

- ]

T~

1834
ay3 Bupnp nypuadxy

*(pt€) el

1824 snoyaaid
Jo 9ouseq juadsuny

Junodde 83834
I3 Ul pAIpaIR
2834 snojasid
30 Pud 03 sjuaw
\~MOPU2 U0 3533u]

Interest.

2834 33 JO PUS 0F PIA]
“092 FJUIWMOPUD [830],

“yudwmopug
3O sIB[NOYIB],

*Detailed as required by Article 197, the number and name of monument and the yesr
of endowment being added in the case of each Special Endowment exceeding Rs. 25.
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FORMS,

No.F. A, 1]
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[No.F.A. 2

FORMS.
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No. F. A. 3]

FORMS,
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[No.F. A, 4

FOBRMS,
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FORMS

Neo.F. A. §]
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FORMS, (Nos. F. A. 67
FORM F. A. 6. v
{See Chap VI, Article 284).
Drvisiox,
Schedule of Remittance to Treasuries during 19 .
Number of
Dl_:t:‘ix:;n :itemlof cha- | Name of Treasury. ?e'mv:t};:dn,\ Amount Remarks
. an. :
1 2 ' 2 ) | 5 8
i ; o
i }
X ;
| |
o
&
| !
.
Divisional Officer,
Dated 19 Division
FORMPF. A, 7.
:See Chap. VI, Articles 285 and 293.)
DivisioN,
Schedule of Receipts/Payments on behalf of other Governments/Ralways
Item No. | Vame of Govern- . iy tars of Recelpt/Payment.| A t Remarks
i . ment/Railway, articuliar €Ce! p ay cn! w.ount, .
1 2 . 3 4 5)
i
Divisional Officer,
Dated 19 Division,

Note 1.—There should be two separate schedules, one for Receipts and the

other for Payments.

L ]
Govern

Nor- 2.—The items included in the sch
At or Railway as the case may be.

edule should be grouped by each
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No. F. A. 8]

"HOISIAL(]

‘1801330 TBUOISIAL

|

61

PeIB(]

* ©]18WaY, 10§ UWN (OO Y} VT UMOYE 3] P{ROYS 39UB[E]

ayy dn Bupysw swWd Sy3 JO S[IEIPP Y3 W31 SUO UBY) I2W JO dn IPE A §] ¢] PUB 7] SUWN[OO U} PIHIQIYXD §8 3N due(eq, Y} WYN—"8'N

qa

REELIIEY:

e irind

!
a | ow
|

#
|

_

148 | 11 ot 6 8 F d 9. 9 ¥
: *yjuows
Jjoog | Yjuow 2y} Bupnp; -jyoog ‘yjuow
19810g5] (9 19s1ngsi(y ‘ypuow | yse)) s8] Juop Y1om| yse)) uj s8]
‘Buy /103813 | (30301} ["18301| BuBnp | ujswaIy| | woij Buy 8010 svyddns]  swayy E:w an
"PUBISING -yo y o] |-u0) &g sjuawsde g| 1D  |~pusjsno Jo angsa 1 oucwu & P
yorym jo 'soN | douejeg 10 ysed uyl Jo 'sON g
woxy ls91394000y )
YIuo o - B - . T
‘anp oduejeg *1031po1)) Judwsdaq "103q3(g 3udwireday

# ‘108 JO
| $1B]ND1}IBY

}

!

|

|

|

i
A. .
3 w T
£}
quey | TR
p-8 Yy
dwey JO ON

[¢)4

Butanp 428pa] s1a5ingsyJ pur SL03ODIUOY) Y] Ul SAUT o PoUYqE
(‘983 2Pnty ‘IIA deyp 33g)

'8’V I K90d



INDEX,

(N _.B.—This index has been compiled solely for the purpose:of references and no expression
used in it should be considered as in any way interpreting the directions }
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A
Abstract Book

Abstract of Contractors and
Disbursers Ledzer .

“ .

.

Abstract of Stock Issues
Abstract of Stock Receipts .

Acceptance of Transfer Debit
(or Credit)

. Accounts—

Amalgamation of Accounts
of two or more divisional
offices

Cemetery Endowments —
See Cemetery Endowments.
Closing of —for a month .
Closing of —of tae year

.

Contingent expenditure,
consolidated account-of —
Correction in—
See Correctioa in Accounts,
Deposits — "
See Deposits.
Incorporation of Sub.divi-
sional —
Manufacture-—
See Manufacture Accounts
Pro form: Accounts
Public Works tran:ferred to
the administ:agiv- control
of adepartme -t other than
the Public Wo:ks Depart-
ment
Review of unsett'ed - .
‘Settlement of with other
ivisions, Departments
and Governme 'ts .
‘Settlement - f -with treas
uries. . .

Stores—
See Stores Acc ‘unts.

Subordi~ates *ccounts —
See Subordinate: A.ccounts
Suspense tra wactions

See Suspe v-e Azcou :ts.

“Works
See Works Ac ou ts

"Workshor Accounts—
_See Workstop.

« e e

. e

ARTICLE.
Public - .ot
Works FX:_St

Ac  ounts
counts.% o
208
286-287,
1297
97-98 -
97-98 ...
183
203
195-196 266
199 | 277
226 -
205
202
4
197,198 ..
187-189 -
89-99

Accounts Returns --
Compilation .
Submission to Accountant
General
Adjusting Account between
Genéral and Provincial
Governments —
Classification of transac-
tions under
Schedule of debits/credits
to— .
Adjusting
Railways.
Advance payments —
Expression —defined
Posting in Works Abstracts
Advances—
Classification of —to con.
tractors, ete.
Classification of —to Dis-
bursers N
Forest—
Posting of —to contractors
in the works Abstracts
Works— « -
Advice of Transfer Debit (or
Credits)
Annual certificates of
ces
Assets —
Expression—Bdeﬁned

Balances —

Review of unsettled — .

Unadjusted —pertaining to
suspense and deposit tran.
sactions [

.

LI

LIS

Am@t with

‘Balan-

Bank—

l Expression —defined .

':IBills and vouchers

Book Transfers —

Classification of transac-
tions under— .

Deductions from pay bills
creditable to the Central
or other Provincial Go-
vernments classified

under— .« o -
Entry of —In the Cash Book

' Classification of expendi-
ture on— «

C 1
‘Cantonment Fund Works — l

1v-10-9

ARTIOLE,
&‘;{b}ii Fzrext
Ac- =

ts,
counts, | OO
206-229 | 282~287
230-239 | 288-297
15, 24
222 -
15,222 .
9i1) .
136 (2) ee
251-252
250
250
136 cen
251.252
183
235
9 (2)
197-198
170-172 .
9:3)
125
" 242.243
- | 254
i 260
2 1 .
7
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INDEX.
ARTIOLE, [ aericLm.
i
| Public ! P
- W orks ch{est - &;’l’:ﬂ‘; Forest
; Ac ot Ac- Ac-
| counts | counts: fcounts | count
_ — R S
Cash— ; Classification — ] :
Accounts— | Additional chargeés for mat- 1
See “Cash Book” and ‘Im- erlals issued to contractor 127 o
prest Cash Account’ } Advances to contractcrs, et ... 251.252:
Cash Book— Advances to Disbursers . .. | 250
See Cash Book. Carriage and incidental char.. 31 ; 218
Expression - defined 9 4 ges R
Deductions from pay bllls,
imprest Account— ete. .. 254
See Imprest Cash Account Deposits .. 73—74 ! 255
i i
Cash Account — Deposit Works . . . f 32
' Establishment and Tools andl K
Certificate of agreement .
with tve Cash Book snd Plant charges SRR 38-42 | 246-248
Cash Balance . 289,295 | General directions for—of ! !
Compilation of — o 282 Receipts and expenditure . 10 240
Grants in.aid .. 43-46
Cash Balance Report— Inter divisional Transfers 1819 | 244-248
Form . . - & Live Stock Chargzs oo 246
Submission of — for March Local Fund Works (1.~ , Dis.
to Accountant General . ‘ 84 trict, Municipal, Canton.
Cash Book — ; t‘;Veorzrtk:nd Port Trust. Fl:md 3 |
Closing and balancing . 82-83 , 265-266 | 1 .,) loan works .. a3 ;
Correction of errors . 84-85 | 278 Manufacture transactions E 52 -
f)o":‘ andfupkeep“ d 1 s; 80-81  256.261 Miscellaneous transactions . | 19-18 o
osting of ca-celled, lost | . —
or lapsed cheques N R 262-264 ?onNGovgnmeut Works
Paosting of impre:t Account ee Ton- overnment Works
in— .. . 86.87 Purchase ot materials . . .| 48-50
Railway Transactions . 9-A, 15 3
Cemetery Endowments — Recei Y ! u
cceipts ard charges on
Accounts principle . 190 account of stock n aterials. 51 e
Annual accouit 237 Receipts and expenditure of
Classification of —fees and werkshops , .| 63-64 ;o
interest thereon N ZtD 5 Recoveries of expenditure . | 65-72 ' 253.254
ote L Spaa™
Ledger accounts e 194 .- Iievem;e re;eip :sl b ] 1820 240
Receipts and expenditure | ! tﬂi‘;’ﬁéi&‘,,i“ we arges on 158 ;
Racc.o:nts ¢ g R s Stores obtained from England 58.61
{ig's 1erts of Endowment | 101 Stores purchased for work l
ecelp : and fcr general use cor stocki 37 o
Cheques — i Suspense Transactions o 47-62 ' 250.251
Cancelled, lost or lapsed - Takavi works . 34 l o
cheques How accounted Transactiors with ot} er Go. s
for . 262-264! vernments and departments; 14-17 241-243
Posting in Cash Book . 258.259, | Work charged establish.- i
261.2641 merts. raymwentsto . . 40.77 [
Register of —drawn . 267 Works Exgenditure 22-36 {
. Workshep Transacticns. , | 63.64 |
Civil Works - Classified Abstract of Ex- {
Classification i 23-24 ses penditure. . 227
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INDEX.
ARTICLE, ARTICLE.
i — Public
_ o blic Fores Works | Forest
- - C-
c?:nts counts counts. counts.
Classified Abstract of Reve- D
nue and Expenditur— 283 Date of clesing the
Compilation . . . Account;—s—t .
. Cash an ock accounts
Cvsftt:)ﬂcaie.fum.lshed . 292%5291 of divisional office . 196 269
- ! Cash and Steck accounts
Closmg‘of_the ﬁ:ccglrlll:ﬁsoq 143.148 | of subdivisional othce .| 195 266
ﬁompf.et;on o ‘: T 162-163 Transfer Entry Book 196
anufacture, o . |16z~ .
Monthly — . 195.196 266 [Deposits—
0“1 y - | 1os g7 | Accounts . §164.165 | -
Yearly— . | i ; , L
° » Classification ., ,{73.74 | -

CommercmlUndertakmgs v\‘ ]‘ 219 Earvest moniey— . 255
S\lbsld!a‘[z accounvts . , 1 Schedule of — . : N N
Syst accounts pres- ! : .

cy:ig:cll ?oca’\ly in certain i Unadjusted Balances 170 o
cases . .« . ***  IDeposit Register . .| 164
Competent Authonhr- | Deposit Works —
Expressions—defined .| 9 (5) .- Classification of expendi.
Completion and Comple- . tureon— . -f 32
ted— ) Expression—defined b 949 .
Expressions—defined . {6 Scheduleof—. . .} 219 -
Conservancy and Works . etailed Heads —
Cla?imﬁcatxon of charges "o 246247 Expression—defined Noltz . .
under— .
irect charges — 1&2
Contingencies— ) 8
. 9 (7) e Expression--defined 19 (10) e
Expression—defined . ; -
. Pertaining to Manufac-

Contingent Fxpenditure— ture Accounts . .| 157 o
Consolidated account . ‘ 226 ; - Pertaining to Wotkshop
Contract and Contracto s—| Accounts .. W] 175 g
Expiessions—defined g (8 t oo irect Receipts— :

Contractors— | f Expression— defined 9 (11)
Additional charges for ! , Disbursers’ Ledger— 286.287"

materials issued to . | 127 : Abstractsof—, o .| 297
Aa?:{:l;ﬁ?:tznt Of. closed & 138 - Form ard use . . . 272-276.
to—how Cistrict Fund Works—
P;izgz‘:tsed?or © . 136 251 See Local Fund Works.
* Ledzer — Divisional Accountant—

Contractors’ Ledger 286287 Accounts to be signed 238
Abstracts . . . e ~ by — . . . oo
Balancing and reconci- 297 Oivisional Offlcer—

liation ' 153.154| 215 Closing the account of
account o

Form and upkeep . 150-151 (272-274 Works!.g . ,

Posting of 152 214 Precaution to be taken

Correction in Accounts— by— . . .§ 143-148) ...
General rules . . .| 200 278 Expressxon-defined 9 (13) .
Specﬁl rlﬂes—t 84.85 Signing of accounts 238 295

Cash accounts . . -8
Stock accounts 101-133 Dlgfs;;;n and Divisional
Works accounts 149 l €
See also Transfer Entry . Expresslons—deﬁned 9 (1)
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INDEX.

ARTICLE. [ ARTICLE.

.
Puklic Public !
- \Xj\orks ;‘ FOtCe_St - Werks | F;r:ft
c- Ac-

. counts ?cour‘ts' counts. ~counts.
! : ——

. Inter-Provincial Suspense

Farncst Money Deposits ! 255 Accousnt-—

Errors, Corrections — ; Classification of transac-

See Correction in ' tions under— T 15
Accourts. Schedule of — . . .| 223
Establishment Charges - | Novioast soabs .
Classification . g. . 38:1420, 246.248 l"{i,iﬁ::i’_Na“gahon’ etc.,
i 261 : , X
Extract from Contractors’ | Allocation of expenditure) _
Ledger . o233 between Capital and Re-
t veoue in the case of — . 11
F Classification of— . s | 2530
. . ‘ ¥ ate—

Famine Relief Works — ] lssue )
Classitication of expen- Expression—defined 9 (18) -
diture cn— . 35 L

Final Payment—
Expression—defined .| 9 (14) . {Labour—

Forms— Expression—defined 9 (19) "
Modification . . . 3 Posting of unpaid wages
Use of P. W, A.— for of labourtersin the Works
Public Works transfer. Abstracts . . . .| 136 (5)
rid to departments :‘Land arnd Kil n§—

%V?o?ks than  Public 4 Classification of transac-
! : . . tions under—. . 53
G Ledger Accouxts {of)—

Government — Cemetery Endowments . | 194
Expre-sion--defined 9 (15) Contractors—

Gracts-in-aid— See Contractors’ Ledger,

Classification in Public Disbursers —
Works Accounts . 43.46 See Disbursers’ Ledger.
1 i ‘Liabilities—

Imprest Cash Account— l Expression—defined. . |9 (20) !
Expression  “Imprest” ‘ iLocal Fund Works—
defined . . .1 9(18) | Classification of expendi-

Form and upkeep - 86-87 ! ture on— . . . 32

Inclusive Rate of Cost — | Local Loan Works —

Expression-—definced .1 9(29) i . Céiassiﬁcafion of expendi- 33
urs on— . . .

Indirect Charges — ‘ E . .
. . xpression — defined 9 (21)
Expression—defined . 9 (1) i
Pectaining to Workshop ‘London Stores —

accounts . .. 171178 See Suspense Accounts.

Indirect Receipts— | Lump Sum Contract—
Expression—defined . | 9 (11) o Expression—defined, 9 (22) .

Inter-divisional-Transfers-- [ M
Classification , 19 244 [Manufacture Accounts.—

When affected . 18 vor Classification . . 52 ..

Intermediate Payment — Closing of accounts 162-163
Expression—defined | 9(17) ee Consolidated acconnts . 161 e
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INDEX.
ARTIOLE. ARTICLE: o
R Public s Publi “
Works F:‘e“ -~ \X}Jodl(: F/o\rest
Ac- Ce ., C-
< counts A ount
counts. " . counts, | cORBES:
Manufact:;let dAecounts—- Original Works—
Expenditure debitable to | f Classification of Works
the account of operation.| 157-158 | expenditure under— 22 0o
General directions . . |155-156 | Outtarn—
Qutturn account . . 1159.180 Accounts .. 159-160
“March Accounts - ExpreSSion——deﬁned .. 9(29) ...
Date of closing . - 199 266 Valuation of — . .| 139
Sc}}edule of transactions * Cutturn Statement of
with other Governments Manufacture - . .| 160
Railways in respect of . e 293 P
’:peciil dire:tions for . [234-235) 281 Payment on Account—
Supplementary— : .
See Supplementary Ac- Expressxon—deﬁned .o 9(23)
counts for March. Productive Works—
Materials Account— Classification gf Irriga-
Accounts of materials tion, Navigatlon, etc 26 nee
issued to— Works into — e e
Contractors - . « o 127 i Port Trust Fund Works—
Direct to Works . . . |128-130 e See Local Fund Works.
Opening of —in Works Pro forma Accounts— 2
Abstracts e o « - o} 136 . Instructions regarding . 02
‘Measurement Books — 5 Progress —
Form ard upkeep . 123124 | 259 Entries of—in the Works ‘ )
Stardard— . . - .| 124 | Abstract ... 1,7
“Miscellaneous P.W. Ad«~ Expression— defined .| 91(26)
vances— Public Works Deposits—
See Suspense Accounts, See Deposits.
‘Monthly Accounts— Public Works Remittances
Abstract Book . . . .| oqg Classification of trans.
‘Comp.ila.tion of — « « & 206.229 | 282.287 actions undet — . 16 s
Submission of — . . 230.239 | 2 Purchases —
Also see Submission to -239 | 288-297 ! See Suspense Accounts.
Accountant Gereral. ‘ Q
Municipal Fund Works — | Quantity—
Classification of expen- Expression— defined 9 (27) .
diture on— 32 R ’ ~
Muster Rolls— " - ! Railway Transactions -
Form and upkeep . Classification of - . 9-A, 15 | 243
i N 121-122) 268 Schedules of — . 522 285
‘Non-Government Works — Rate—-
Classification . . . .| 31.34 Expression— defined 9 (28) v
0 - Fate of Cost—
4On Account Payment — Expression—defined 9 (29) .
Expression —defined . . Recoverable Payment—
.Operation— 9 (23) vos Expression - defined 9 (30; v
Accounts _ .. . lise.ss Rscovetnes— ; |
. . irection regardin s.
Expression—defined . .|9(24) | ... sification of— . 8 C.a 6572 | 26825

Iv-10.9



188

INDEX.
ARTICLE, ARTICLE,
- g“;ggcs Forest —— %’V‘lbllic Forest-
A Ac- orks| ", -
counts Ac- ts..
counts. counts. | counts.
—_— &
Rectification of Accounts— Schedule—
See Ctorrection in Ac- Debits or Credits to Ad-
counts. justing “*Account bet-
Rectification of Exrors— ween Central and Pro.-
S i in Ac- _vincisl Governments, of, 222
:gun(éc-)rrechon to Ae Debits or Credits to Ad. :
justing Account with
Refunds of Revenue — Railways 292
Classificaticn 21 Dtebxrgs or Cre(iligs to In. h
e er.Provincial Suspense
Register 267 Account, of . 223 .
Cheques drtawn, of . . Dekits or Credits o Mis- .
Deposits,of « . . . 164 cAellaneOth fHead of |
: ccount, o i 225
Endowment Receipts, of .\ 191 Debits or Credits to ”
Manufacture, of . . .| 161 “e- DRe{nittances, of . .| 224 -
Receipts and recoveries eblts_to Stock, of . 216 -
owpapxtal Account, of 115 Deposits, of . . .1 220
Deposit Works, of .{ 219
Refunds of Revenue, of . | 114 e General directions for "
Revenue relalised, of . 113 e Lposctlmg’Sff . ’ » 1206207 .
Stock receiptsfissues, of . 96 h/?lt:c::)ltllaneoor:: POfVi’ Adf 167,218 .
Suspense, of . . . . «|164-166 vances, of 217
Works of — Monthly Settlement wtth o
Closing entries . . . | 147-148 s Pzzziilslgse’sogf . : ;:; "
Closing the accounts of Remittances to Treasury.| ... 284
annual maintenance works| 146 Revenue Receipts, of 214 e ‘
Closing the accounts on S eion of of suspe b
i ks , - " €
completion Of. works 143-145 and deposit accounts . 231
Forms and posting 141.142| 270 Takavi Works, of . -1 221
Remittances — Transactions with other y
Forest— 249 S:;:tnments and Rail-
Schedule of Deblts/Credlts Works Expendxture, of.| 215 285-
to . 224 Workshop Suspense, of-] 218 -
Schedule of -to treasunes — 284 | Schedule Dockets—
Repairs— Forms and Compilation |209-212] |
Classification of Works Scope of Directions .l 23 280.
expenditure . : 22 Secured Advi _ .
Returns— Expression—defined .1 9 (32)
See Accounts Returns. Posting in Works Abs- s
Revenue Receipts— tract . . . -i{136(3) .
Classification coeoo 1 20.21 240 Se?tlement o.f Accounts
Classified Abstracts . .| | 283 with Treasuries . - | 89-90 8.
Registers of Revenue . . [113.116 Standard Measurement
Book . . -1 124
Schedule of — . o214 - Stock (S .
Road Development Works-— t uspense)—
See Suspense Accounts.
Classification of Expen-
diture on— 36 Stock Account—
Running A t— Correction of etrors . {101-03
unning Acconn Form L S
Expression—defined . 9 (31) Initial accounts . «]96.99 e




Stock Accowm
Schedule of liebits to St
Sub-hesads Co
Subsidiary accounts . .

—conid.

Special Tools avd Plavt—

Classification

Subsidiary accounts c1— , '

Storage charges—
Expression—defined . .

Storage Rate —
Expression-—defined

Stores Account—
Classification ¢f cxpenl
ture on Stores .o

Initial eccoants

Rectification of errorr .
Special Toolsand Plan

Subsidiary sccounts . L

Sub-divisional Accounis—
Incorperation of —in crei-
~ sional Acccunts . . .
Sub-divisional Officer —
Expression—defincc
Sub head (s}—
Expression—defines .
Opening the—in
Abstracts e e
Suvbmissien to Accountant
General —

Abstract «f Contractors
and Disbursers’ Ledgers

Annusl account of Cem:

tary Endowments . . .|

"Annual Certificates o7 Bal.

ances - . .
Extract from Contractors®
Ledger. o

Monthly account and sug. !

porting schedules .

Signing of Monthly Acc .

unt .

Spedal directions for Acc- !

ounts for March . .
Special directions for sub-
mission ot schedules of
suspense #nd deposit acc.
ounts .

Supplementary Accounts
for March

Supporting vouchﬁr‘1 and
transfer entry orders .

L
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INDEX,
‘ ARTICLE, ! ARTICLE,
© Pablic s ! —_ Pablic 1 -/
o Fo Public
| Works | ;fg_* i Worke. nge&*
: . counts, | [ oA 0 s
{ counts | "7 - ; counts, - counts.
i ) |Subordinates’ Accounts- -
, %%b . C.o:m; LI 2865
06 . 271 Incorporation of—in Divi.
! sional Accounts . | 205 251
i 37, 41, »Subsidiary accounts —
‘!}%4 { Commercial underiakings 273
' i Stock [ 100 27
i
g 33 ve  Sub-work —
© Expressicn—dctoed 9 (36), .
533 : 16,
. Note
: ! | |2
37.91 246,248 ‘Supervision Charges — |
' 82, 93, ! ¢ Expressico: ~defined § . ; 96T .
96 99 Sugplementary A% i
. 10508 M;;;:Chmen ary Accounts fo! |
i!?‘} | 271 . Closing S 198 277
; © Submission Loy 236 2%4
Suspense Accounts —
205 281 ¢ Classification .. . 4762  950.25%
" Expression —defined 238 .
834y * , London Stores—
a5, ! Accounts kept of — | - 167
535 T Credits end Debits . . . ;5961
'135.138 Objects of thelAccount | 58
Schedule of — . i 167, 218 e
! Miscellanesus P, W. Adw i
| ) vances —Classes  of —ex.
. 288,297 | plained .« .1 5457 .
‘ Schedule of - ... 84,2174
: 3 Purchases —
. 235 ?{edits and Debits . o7 4B8.50
Schedule of — e . 217
i 233 Stock = .
" Debits ang Credite. , . 51 —
230 288 Classification o7 Lend and
Kiins charges v e 53
i 238 295 Classification of Manu- §
facture transacticnis . . 52 o
4 293 | Unadjusted Balances 62, s
. 170-172
Workshop Suspenst—
221 i Account: kept cf— . . | 168-169 .
Classificatior: of transac-
2% 284 ti'ons ander - I €2
Schedule of — e e e 218 .
232 ---__ Suspense Register . . . |164-166 ..
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INDEX.
‘ ARTICLE. : AMLILL,
. ' Public " ] e
; \Y«;orks i F(XZ"L' - g&’-’gﬁi‘; ! Forest
Ac- | ! i Ac-

| counts. Ac- )

_ ~ o _cc_}x_ris*_ [ counts « ! counts,
T | :
Takavi Works— : Work— w ! !

Clussfication of travsac- 1o | Expression—defined . - C 9(4BY | ..

Expression—deinza 939 ! Works Abstracts— 1
Schedule of - . 221 | .. | Formand upkeep of—. 133.134 !

‘ i Incorporation vf lis mmu !
Temgorary Advance Acco- x | Om_ » . ‘ 138.138¢ ...

— . o i _pening the sub.hmds i
Form and upkeep of 88 ‘ in— T 13s.138
Tools and Ph“’f ‘ ! .. i Preparation, completion !

Classificationrof —charges '334? i 248,248 | and disposal of~ . . . [ 140 |

iporamas | Record of P essin— . | 1%
Transaction with other Divi-. : i'Work o Frogressin i 3 E

sions, Department and Go- ! ! “ orks Accounts— g
vernments— - f ! ‘ | Accounts cf issues of mat-

Acceptance of Transfer ; I ! erials—

Debit/Credit .| 183 | ; Direct to works 128-130 4 ..

Adjustment of transac. i i To contractors 127

tions originating in— ! i i Bills and vouchers . 125 as»

another Division . 184’186‘ b Book adjustments 132 | 242-243

the Division 181-1831 .- Classification of carriage :

Advice of Transfer Deh itj 183 : and incidental charges . ! 138 - 248

Crec-ht . e Contractors’ Ledger— ”

Cl.as:lﬁcatxon of transac- ' - See Contractors® Ledger,

tions . D 1417 ! Correcti £

H T T

General directions for ad- ! D bec c.)?»o errors 143 .

justment in accounts . . 180 | 241-243| Disbursers’ Ledger—

Settlement of Accounts . 187-189 |  wee GSCC DideL?rSe?' Ledger.

Transfer Entry— eneral directiors tegar-

Wnen neces?aty . 108 ding— ° RTINS
Transfer Entry Book . . 110111 . Measurement Books . 123-128 269-
Transfer Entry Me - ~ | Muster Rolls .. l121-122] 268

dom Ty Hemoran- ! 278 (b) | Register of Works . . . | 141-148f 270.
Transfer Entry Orders— | Noted | Also sce Registers. ;

]

Form and use : 106-109 o Works Abstracts— ;
T‘xﬁ'lan:éengfbemeen Pubhc : See Works Abstracts. :

orxs Ullhicers— | Works Expenditure - :

Cia»ﬁﬂﬁcat‘ion : of‘ transac- [ 16.19 Classification of -— L2238 o
Tr::;:ﬁ::der the head-- L = Expression—defined , . ' 3(42Z) © ...

- S 1 — i -
Scnedule of h[»r\h[y Sett- - wbcrhkesclllme of 28
iement with— 213 | : : 0‘2_‘0{ Small sho 72 .
Schedule of R°m1t”3'\ces ! { ceounts 34 85Ops .y )
tom . [ 284 Ann;xal Pro forma sccoan- 119 |

. ) : ; tso i [ -

Sett! f account | f ;

"it;ttffent ot :u.couht I g9 | { Classification of — tranmc- : {

o ' tions . ? 63854+t ..
1] ; i
v ductive Wort ; f Detailed accocunts of iobs “5 1'3&5
‘nproductive Works— : : ' in— . .. - o
C;iassiﬁcztion oftlrri%atioix, | ! | Form and system of acco- . 174 F
_L'av gatien, etc, Works { : unts in— s e o
nto— . 2828 ‘Workshop Suspence— f i
v i See Suspense Accsunts. }
Value— ‘Works Outlay—
Eupression—definel 943, ' .. ° Expression—defired AL
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Note of Posting of Corrections—contd.
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Note of Posting of Corrections—aontd.
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