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The present volume is a revised Edition of the Manual of the Record Depart-
ment, 1926 Edition used in the office of the late Accountant General, Bengal. All
correction slips and orders issued from time to time have been incorporaied in this
Edition as far as available. The changes consequential to Independence and the
comiuog in force of the Islamic Rerublic of Pakistan have also been made where
necessary.

2. This Manual contains instructions in regard to the work dealt with in the
Record Sections. Persons employed in this office should make themselves thoroughiy
conversant with the contents of this Manual.

3. The Record-1 Section is responsible for keeping this Manual up-to-date.
All corrections to the Manual should be submitted to the Accountant General for
approval.

4, Tt is possible that some of the correction slips and orders may not have
been incorporated in the present Edition for not being readily available. So any
omissions and corrections that may sugpgest themselves may kindly be brought
to the notice of the Accountant General for inclusion in it.

Dacca, RANA MOHD. YASIN,
The 30th Nov.,1959. Accountant General, East Pakistan.
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MANUAL OF THE RECORD DEPARTMENT OF
THE OFFICE OF THE ACCOUNTANT
GENERAL, EAST PAKISTAN.

CHAPTER L
GENERAL.

Constitution of the section.

1. This Department is constituted to receive and distribute, after re-
ferencing where required, the entire inward correspondence, periodical
accounts and other papers of the office, to make fair copies and issue the
whole outward correspondence of the office, to stock and distribute stand-
ard forms common to all sections of the office and stationery among the
various branches of the office, to maintain the Office Library, to deal with
the office contingent expenses, to preserve the current and old records of
the office and to destroy at stated periods the time-expired records.

The Section is supervised by two Assistant Superintendents and con-
sists of 53 Clerks. The post of one of the Assistant Superintendents is tem-
porary.

The staff is sub-divided as follows :—

I—The groups supervised by onc of the Assistant Superintendents consist of the

. following :(—

(a) General Group :—

1. Accommodation, Furniture and Liveries, purchase of office Cycles ... 1 U.D.C,

2. Stationery and Forms & Office Library .. 1UD.C.

3. (i) Maintenance of Office Garden and Co-ordination with
P.P.W.D. Care taking ... . 1 UDC,

(ii) Establishment matters regarding Class III, Class IV Employees
4. Contingent and other purchases assistant .. 1 U0DC,
4 U.D.Cs.

(b) Reference Group (—
Head Examiner (Marker of Inward letters) ... 1UDC.
Asstt. Examiner (Marker of Inward letters) ... .. 1 LD.C,
Diarising of Inward Letters ... S5LDCs.
Diarising of L. G & G. P. Letters ... .. 1LDC
Receiving of Inward Town Covers ... 1LD.C,
Receiving and diarising of Regd. letters and Service Books. ... 1 L.D.C.

Receiver and distributor of U. O. cases, Telegrams, Express letters. 1 L.D.C.
Receiver and distributor of valuables and Deparimenta] Cheques

(C.A.G.5's letters, telogram & U.O. reference etc.) .. 1LDC,
Special diary and the Central Calendar of returns (will work .. 1LDC
under the personal supervision of B. O, Record). _T
(c) Old Records Group:—
Old Records Keeper ... 1 L.D.C.
Record Clerks (as general assistant .. 2LDGs.
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iI—The groups supervised by another Assislant Superintendent are constitu-
ted of ~—

(a) Copying Group :—

Head Examiner " . .. 1U0D.C
{ 4 UD.Cs
Asstt. Examiners. <
L SLDCGs
Typists (including onc Head Typist who receives e 17
and distributes the drafts.) —
27
(b) Desnatch Group:—
Head Despatcher .. TLD.C
. 5 L.D.Cs.
Aggistant Despatchers ... e———
6 1.DCs,
Distribution of Work.

2. The Department is supervised by two Assistant Superintendents,
who are required to see that the office library and its catalogie are kept
up, that the despatching work is properly done, that the diaries of inward
letters and accounts are properly kept and that all other items of work
enumerated in para 1 are generally up to hand. They should also, from
time to time, examine the records and see that they are kept in proper

The Assistant Superintendent in charge of the postage and stationery
also chrecks the stationery accounts monthly and the postage accounts daily
and submits verification reports to the Assistant Accounts Officer every
quarter.

3. The Assistant Superintendent (an unpassed Senior Clerk) in chatge
of the class IV establishment other than Peons and Orderlies now under
the charge of the Admn. I section is also engaged on the special supervision
of the copving, comparing and the despatch groups.

4. The Head ExamMmer, Reference group, marks the daily dak for
distribution amongst the various sections of the ofiice. He is primarily
sible for the work of the Reference Group 2nd is required to see
that- all Inward diaries, after the daily daks have been entered therein,
are submitted to the respective branci Officers for their perusal and
onward transmission to the sections under their charge. They should
further see that Inward letters, either wrongly marked by their group
or not received by a particular section due to certain reasons, are handed
over to the correct section for disposal and do not lie neglected in the
Inward diaries.

5. The Reference Clerks working under the Examiners, Reference
Group, enter Inward letters with connected papers, if any, in the Inward
tranmsit books of the Sections allotted to each. They are also required to
see that all papers sent to the Sections through the respective branch
officers are promptly acknowledged by them with dated initials.
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6. The Old Record Keeper registers the records sent to the “Old
Record Roem” from other sections and supplies these records etc. on
requisition. He also sees to the periodical destruction of time-expired
i'decordssl according to the prescribed ,rules in the various Codes and this

anual. ‘

7. The Head Typist, Copying Group, is primarily responsible for a
proper outturn of work by the branch, the examination of all typed and
copied matters, the prompt disposal and return of papers sent for copying,
distribution of office orders amongst the Gazetted Officers and Branches -
and for Keeping the typing machines in good working order. He ig
further responsible to see that all signature pads submitted to the various
Gazetted Officers are promptly received back and the signed outward
letters sent to the Hearf Despatcher.

8. The comparers under the head typist are engaged on the comparing
of all copied out and typed materials with reference to the original drafts
etc. They are responsible to see that the ultimate hemdincfr over of all
outward letters to the Despatch Group is expeditiously done and the
comparison work maintains an efficiency of high order.

9. The Head Despatcher keeps an account of covers and postage
stamps and submits daily to the Superintendent a Progress Report Register
of his group. He also despatches all outward correspondence, telegrams,
Codes, Circulars, etc., with the help of the other 4 despatchers. He is also
required to attend to the special instructions of the Gazetted Officers
regarding despatch work, bringing. any special case to the notice of the
Superintendent. He supervises the work of the despatch peons and
duftries, reporting to the Superintendent immediately any act of negligence
or carelessness on their part.

10. The Assistant Despatchers are required to help the Head Des-
patcher in despatch work of all kinds.

11. The Librarian and Stationery Clerk receives and distributes the
gazettes and all books and periodicals. He is also the custodian of the
books of the office Library and the office stationery. He is also responsible
for seeing that the Library books are kept up to date by the posting of
correction slips and issues them to the office staff on the prescribed requisi-
tions and sees that they are promptly returned. He also issues the office
stationery according to the scale prescribed in the Office Procedure Manual
on orders passed by the Superintendent, Record, on the sectional requisi-
tions, keeps a regular account of these articles and submits the same
regularly to the Superintendent.

12. The “Forms” clerk with the help of the peon allotted for this
work is }:rima.rily responsible for maintaining a proper stock of the
standard forms and issuing them when required. With this end in view
he is required to obtain indents for all standard and special forms from
_ the various sections of the office and consolidates the requirements at

suitable intervals for obtaining the supply of the “Forms” from the
department concerned.

13. The keeper of departmental cheques and valuables receives all
valuables, enters them in the register of valuables, makes them over to
the Assistant Accounts Officer immediately and sees that the items are
promptly cleared by the sections concerned. He also prepares weekl
an outsian ling list of valuables for submission to the Acecountant Generai
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14. The work of indexing the Central and Provincial Government
letters and the Comptroller and Auditor General’s letters is now entrusted.
to a clerk who receives and distributes all U. O. Cases, telegrams, express
letters, Government letters and Comptroller and Auditor General’s letters.
He is responsible for noting in the Register the final disposal of every
letter. He also prepares an outstanding list of all these cases weekly for
submission to the Accountant General.

. 15. One Assistant is engaged on all sorts of general correspondence.
He further maintains an account of the office furniture and liveries of the
peons and is in charge of the office accommeodation.

The Daily Post.

16. Covers for the office are sent every morning by the Post Office.
Official letters arriving during the course of the day are placed by the
Postal peon in the Post Box kept in the Record Department while those
addressed to the Accountant General or other officers by name, or marked
confidential, are received by the Officer himself. Bearing or insufficiently
stamped covers will be sent to the Assistant Accounis Officer for payment
order. Registered covers or parcels will be received by the Receiver, who
will at once enter them in a separate book. If a Government Promissory
Note, or other valuable, is found enclosed, it will be entered in the
valuable register and kept in the custody of the Assistant Accounts Officer
who will initial the register in token of having received it ; the covering
letter should be diarised and sent to the proper section for disposal.

Note—Registered and insured covers or parcels other than those containing
accounts which arc sent to- the sections concerned unopened, should be opened
in the room of the Assistant Accounts Officer, Records, in his presence and entered
in the Registers concerned at once and the entries attested by the Assistant
Accr unts Officer. -

17. Covers with which cash or other valuables are fendered will be
taken by the Forms Clerk to the Assistant Accounts Officer, and as each
is opened, the cash or the valuables should be entered in the register of
valuables and that officer’s initial obtained against each entry.

18. Special arrangements are made for the receipt and distribution of
the dak during the Eedul Fitre and Eedul Azha holidays. The Presidency
Post Master is advised to send all letters addressed to the Accountant
General by name to his residence and the Superintendent, Central Tele-
'gaph Office is similarly advised to send all telegrams fo the Accountant

eneral by name to his residence and all other official telegrams_either
to the residence of the Vacation Officer or to this office on stated days as
may be desired. Other official correspondence including Registered or
Insured letters received during the holidays, are by a special arrangement
with the Post Office, received on the last day of the holidays when all the
assistants of the section attend office to open and keep the papers ready
for distribution on the morning of the first working day.

Town Covers.

18. Covers containing letters or other documents addressed o this
office and sent through Peon books of officez in the Presidency Towen are
received at the Counter in the Record.Section by the Town Cover Receiver
and entered in the prescribed register.

Note —Letters from the East Pakiston Government, however, are received

but not upened by the Receiver—the entries in the Town Cover ‘Register in these
cases belog made from the particulars noted on the skips attached to the envelopes.
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20. Each cover will be allotted a number in the daily consecutive
series. ¥f more than one letter is mentioned in ome cover, they will be
uumbered separately by the addition of the alphabets a, b, ¢, etc., after

the serial number (as for example 10a, 10b, 10¢, etc.) and entered in the
;egi_s,ter. )

2i. The Receiver will then arrange and distribute the letters to the
Reference or other Clerk concerned, taking his acknowledgement apgainst
each item. After being indexed by the Reference Clerk the letters will
be sent aleng with other letters received by post to the sections concerned
through the respective Branch Officers. ‘Fhe Superintendent will see
every evenin\% that the register has been properly kept and that all letters
have been fully dealt with so far as Record Department is concerned.

Covers te be opened by the Accountant General.

22. Covers sent by the Government of Pakistan, Comptroller and
Auditor General, and the Local Government are picked out from the dak
every morning and sent unopened to the Accountant General before
8-30 A. M. along with such letters from the Local Government as may have
heen received by the Town Cover Receiver in course of the day previous.
These letters are opened by the Accountant General and returned after

perusal to the: Assistant Accounts Officer for circulation of important. .

letters or letters of general character. In case the Deputy Accountant
General also is absent, the covers will he opened by the Assistant Accounts
Officer. These letters will be put up to the Accountant General when he
rext attends office. Covers marked “Urgent” or “Immediate” received
in the course of the day from the-Government of Pakistan, Comptiroller
and Auditor General, or the Local Government will be sent to the
Accountant General as soon ag they are received. Such covers coming

from ag‘ther officers will be sent to the Assistant Accounts Officer for
perusal.

~NL.B. -Valuables received in the covers should immediately be seni with a
slip as in paragraph 25 to the A. A O. (Record) and his receipt obtained. The
A, A, O, will deal with the valuable by taking the items into the register of
valuables as presribed in paragraph 25.

Circulation of dak among Gazetted Officer.

23, After the dak from Government of Pakistan, Comptroller and
Auditor General and the Local Government hag been seen by the Accoun-
wnt General, the letters will go direct to the Assistant Accounts Officer
by whom they will be sorted :—

All letters of a routine character or of merely sectional interesi,
e.g., Government sanctions for extra grant and all letters about
wtwh'- special orders have been passed by the Accountant
General shall be abstracted by Record and sent at once.to the
section concerned after being diarised. Similarly, letiers on

which immediate action is required will be abstracted ‘and sent
to the branch after being diarised, if necessary. -Such letters
will be circulated, If necessaty, action has been taken.

Only letters of importance and those containing orders of
general effect will be circulated among the Gazetted Officers.
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Officer will initial a slip sent with these letters opposite their
designations thereon and no initials or signatures should be
made on the letters themselves.

N.B.—All Government orders relating to expenditure, etc, affecting Budget
grants should during Budget season first be shown to Superiniendent, Budget,
and then circulated among Gazetted Officer.

Papers received by the Accountant General or other Gazetted
’ Oflicers direct. .

24. Ordinary lefters received by the Accountant General or other’
Gazetted Officers direct will, after perusal, be sent to lhe Assistant
Accounts Officer for sending them to the sections concerned along with
the daily dak through the respective branch officers. Confidential pjfers
received by the Accountant General or Gazetted Officers direct will be
dealt with in terms of para 51 of this Manual.

25. A register is maintained in the Record Department in which the |
valuables are serially entered immediately on receipt. The serial number,
the amount of the valuable and the party from whom it has been received
are -yritten on a slip of paper which is attuched to the particular valuable.
The valuables sre then made over to the Assistant Accounts Officer who
will initial the register in token of having received them and keep them
in the office safe. The forwarding letters, on which the serial number
allotted to the valuable is also quoled, is then sent to the seetions con-
cerned for necessary action, a note of receipt of the valuable being made
therein by the Assistant Accounts Officer. On all outward drafts dispas-
ing of the valuables, the serial number thereof, as quoted on the forward-
ing inward letter, should be given b{ the sections concerned to facilitate
the issue of the exact valuable by the Assistant Accounts Officer to the
Despatcher.

26. Valuables consisting of money or documents in the custedy of
other sections or officers, when meant for despaich or other disposal,
should also be entered in the Register of valuables and made over to the
Assistant Accounts Officers for safe custody.

27. When the valuables are required for final disposal, either by the
despatcher or some other sections, they should be packed and sealed in
a cloth cover in the presence of the Assistant Aecounts Officer and an
entrtyh made in the register. This entry should be duly attested and dated
by the assistant receiving the valuables for disposal and a record should
also be made, indicating how each valuable has been disposed of.

28. When the valuables are to be despatched locally, they should be
acked and sealed in covers in the presence of the Assistant Accounts
flicer and entered im the Peon Book of Valuables wilth full particulars

and sent by a trustworthy and experienced messenger. On no account
must the money or other valuables be enelosed in a ¢cover other than the
one containing the letter advising their despateh. Both must be enclosed
in the one cover. The name of the messenger entrusted with the cover
should be entered together with the time of its despatch and the Superin-
tendent, Record, must se himself and the Assistant Accounts Officer
that the cover so sent has duly acknowledged by the addressee in
the Peon Book. '

29. When valuables have to be sent Ly posi, they must be packed and

sealed in the presence of the Assistant Accounts Officer and sent “Regis-
tered ar Insured” as the case may be. The receipt of the Post Office
should be shown to the Assistant Accounts Officer when the peon returns
after delrvering the packet. o




”
CHAPTER II.

CORRESPONDECE.
Opening of Dak.

30. The dak is opened once a day, viz, at 8 A. M, in the rvom of
the Assistant Accounts Officer but all letters received from the Govern-
ment of Pakistan, the Comptroller and Auditor General and the Govern-
ment of East Pakistan are opened by the Accountant General or in his
absence, by the Senior Deputy., All letters are branded with the office
date stamp and marked for the various diaries or sections by the Assistant
Superintendent, the Examiner of tie Reference Group and one or two
senior clerks. They are then made over to the Reference Clerks. Doubtful
cases should be referred to the Assistant Accounts Officer. Letters and
papers mentioned in Appendix B are not diarised but sent through special
fransit books to the sections concerned.

31. Accoantsg, vouchers, etc., are separated, as also replies to half-margi-
nal references and sent to the Recerd Bepartment for distribution. Cevers
¢ mtaining any valuables should lee dealt with as indicated in Chapter 1

32. All accounts, returns, etc., should on receipt be stamped with the
date of receipt, except packets and covers appearing te contain vouchers
and schedules, the Treasury Lists ef Payments and the Cash Accounts.
These should be made over unopened te the auditors concerned, and their
receipts taken in the delivery sheet of accounts. The auditors will then
examine the ventents and proceed in the manner prescribed in the Trea-
sury Account Department Manual. Any papers which do not belong to
that department should at snee ke returned to Record for tramsmission
to the proper section.

33. (i) The Daily Dak will be received in the Record Section accor-
ding to existing proccdure.

{ii) Dak received in the office should be stamped with the date ot
its receipt

(iii) Except as ég'ovkied belew, the Dak from the Comptroller and
Auditor General, vernment cf Pakistan, State Bank of Pakistan,
Karachi and from the Provincial Government received upto 11 A M. on
week days and upto 11-30 A. M. on Fridays should be submiticd to Ac-
countant - General in separate pads unopened with a covering slip indicating
the total No. of covers elc. and inm his absence out of headquarters to the
D. A. G. (Sr.). Dak received subsequently should ordinarily be submitted
on the next morning at 8 A. M. on all working days.

(iv) Dak marked “Urgent” or “Immediate” gnd telegrams should bhe
submitted the same day at whatever time received. The Acceuntant
General will return them to Recerd after perusal and orders, if any.

(v) The Dak received directly by the Accountant-General and other
Gazetted officers will, after perusal by them, be gent to the Record Section
and received by the clerk -responsible for receiving other letiers. The
confidential, secret and top secret papers reeeived by the Accountant
General and other officers will be dealt with -in tqrms of Para-51 of this
Manual, -

[A. G. E. P, O. O. No. TM/Conf 40 (50-51)/93 dated 8/54.]
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(vi) At the time of receiving the Dak the receiver should examine
if all enclosures to a letter are attached to it. In respect of pzpers which
are received directly by the Accountant General and other G. O’s such
examination should ﬁe made'when they are received in the Record Sectan.
As a token of this being done, the receiver will indicate in ink on the
body side of the letters the No. of enclosures received with each letter
which should invariably be initialled and dated by him.

(vii) The Record Section will circulate the Dak received from the
Comptroller and Auditér General and Government of Pakistan among the
D. A. Gs and Examiners. After they have seen, the Dak will be passed
on to a senior assistant of the Record Section for marking. All Officers
and ‘Subordinates through whose hands the Inward Dak passes should
scrutinise it at once so that it may reach the dealing section with the
least possible delay.

The Dak should be marked immediately and accurately. In no case
should a letter be marked to a section unless the marker is satisfied that
the letter actually concerns that section. In all doubtful cases he should:
consult the S intendent, Record and if necessary, obtain the orders-of
the G. O, mme or of the D. A. G. This should, however, be dohe
immediately on the date of receipt of letter in the Record Section. Shoyld.
a letter concerning more than one section is received and if it quoles a
previous reference it should be marked to the section which is in possession
of the previous reference, otherwise it should be marked to the section
which will deal with it finally. After the daie has been properly marked
the marker should make over the letters to the Diarist for diarising.

(viii) The Audit Sections will maintain two diaries one for the regis-
tration of U. O. cases, telegrams, immediate and Express letters and the
other for the registration of all other communications. The entries in the
former will be made by the Sections concerned while the latter will be
sent te the Record Section at 12 Noon on week days and 11 A, Mgg
Fridays by the sections concerned. In these sectional Diaries Recorc
Section should fill in the columns for (i) No. and date of the communi-
cation and (ii) Designation ete. of the originating officers, and leave the
section concerned to fill in the rest of the columns of the sectional Diary
Register and to give sectional Diary numbers which should be in a single
series for the whole year. The existing system of sending such letters
from Record Section to the sections concerned through the transit register
should be discontinued. In order to avoid delay in making over the
se¢tional diaries to Record Section two sets of Inward Diaries may be
maintained in the sections one set for use on each alternate day. R

(ix) After the letters have been entered in the Sectional Registers
a Peon of the Record Section will make over the Diaries and Letters to
the G. Qs. in charge of the Sections concerned sufficiently before the office
closes for the day. The G. O. will peruse the Dak, pass his orders, if any,
on the letters, see that the Dak of previous day has been distributed

ng the asgistants and then pass on the diary along with the Dak to the
Superintendent concerned. The receiving Superintendent will go through
the Dak carefully, comply with the G. Os. orders if any, mark the letters
to the dealing assistants and then make over the Dak to the reference
clerk for distribution among the assistants, after recording the particulars
in the register. In the case of letters pertaining to the seats of absentees
the Superintendent should make necessary arrangements to dispose of
the urgent letters. In case he feels any difficulty the fact should be
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reported to the B. O. for orders. The Reference Clerk should examine
that all the letters with enclosures, documents etc. as entered in the Diary
by the Record Section have actually been received by him. If any docu-
ments or letter is found missing, the matter should at once be brought
to the notice of Record Section ; otherwise responsibility for the loss will
rest with the Receiving Section.

(x) It will be duty of the sectional Superintendents to see that all
the letters sent to his Section by the Record Section actually pertain to
his Section. If he finds that some letters entered in his sectional diary
do not actually pertain to his section he should at once return them to
Record Section giving his reasons for doing so, and in order to facilitate
correct distribution of letters he may at the same time indicate the Section
to which he thinks the letter should be made over. This should be done
through the Inward Diaries themselves and not later than the next day.
The Record Section will then transfer the letter to the Diary of the Section
concerned, after recording necessary remarks and the diary No. in red ink
in the register it was originally entered. In cases of doubts or if the
letter is again returned to Record as not appertaining to the Section to
which it has been made over the Record Section will take the orders of
the G. O. in charge who will mark the section. His orders should prevail
and the section so marked should receive the letter and dispose of.

(xi) All letters should be disposed of within 7 (seven) days from the
date of receipt. All telegrams, express and immediate letters and Bills-
received through Posts should be djsEosed of within three days. The
weekly report of outstanding letters should be submitted to the Superin-
tendent and the G. O. in rge on Monday morning each week or the
next day if it is a holiday. In addition to the checks prescribed in the
office order quoted above the Superintendent and the B. O. will satisfy
that the position brought out in the report is correct. It should be noted
in this connection that outstanding letters as indicated in the diary report
of letters received upto the third week of each month should go to the
monthly arrear report. The letter report and the monthly report should
agree in this respect.

(xii) The Record Section will continue to maintain two separate
diaries for diarising all U. O. references and telegrams. In the latter
Express and Immediate letters will also be diarised hereafter. Afler diari-
sing it will also be the responsibility of the Record Section to deliver
these communications to the sections concerned on the same day after
these have been perused by the G. Os. of the Sections concernecY. The
acknowledgement of the sections concerned should be obtained in the
Record’s diary itself. The Section concerned should enter them in their
sectional diaries and deliver them to the assistants concerned who should
state action immediately. The weekly outstanding reports of these diaries
should be prepared by the sections and submitted to the B. O. as usual
subject to the following further action in this behalf.

The Record Section should also close their diaries and prepare out-
standing reports and submit them to the Accountant General on each
Monday. For this purpose the Superintendents of the various Sections
should intimate separately the disposal of all U. O. cases, telegrams,
Immediate and express letters to the Record Section on each Saturday.

(xiii) All valuables will be received by the Superintendent Record
Section, -After diarising these in the Register of valuables the documents
will be pagsed on by him to the G, O. in charge of the Record Section for
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safe ~ustcdy and the letters forwarding the documents will be goi received
by the Branch Officers of the sections concerned through the Register of
valuables itself. The Superinfendent will watch the disposal of these
letters and will also prepare and submit to the Accountant-General a
weekly report showing the details of outstanding valuable. '

(xiv) The procedure prescribed above should come into force with
immediate effect and should be ecarefully studied by all concerned.

[A. G. P. R’s O. O. No. RD-1 {Dsk) 220 dated 15-10-53. A. G. E, P’s
O, O. No. TM/30 (54-55)/112 dated 1-8-1954.]

34. (i) An experieneed clerk of the Record Section should be entrusted
exclusively with the work of maintaining the following central diaries for
registration of : —

1. All letters received from the Comptroller and Auditor General.

2. All telegrams.
3. All Un-Official cases.
4. All other express, immediate and urgent letters.

This will be in addition to the diarising of the letters efc. in the sec*ions
themselves. The sections will intimate to the clerk concerned regardinﬁ
the letters disposed of by them during the course of the week. He wil
work directly under the Officer-in-Charge of Record.

(ii) The clerk will prepare a weekly report showing outstanding .
letters which will be submitted to the Accountant General through Deputy .
Accountant General (Civil). The report will indicate the names of the
sections to which the outstanding letters pertain and the date of receipt
of the letters. Two days before the report is due a list showing the out-
standing lettrrs relating to sections under the charge of the.respective -
Gazetted Officers should be furnished to them over the signature of the
Officer-in-Charge of the Record Section in order to enable them to reduce
the outstanding in the weekly report.

(iii) All branch officers and Superintendents should personally look
to the expeditious disposal of all the letters elc. relating to both these
registers and also to see .that the work of preparation of the reﬁort of -
outstanding by the clerk of Record Section is not unnecessarily held up.

The oatstanding re?brt of the Comptroller and Auditor (General's
letters, Un-official, and telegrams will be put up to the Accountant Gereral .
positively on each Monday through Deputy Accountant General (Chvil).

[A. G. E. P, O. O. No. TM/30 (54-56)/83 dated the 31st July, 1856.]

Enclosures to Inward Letters.

35. While the covers are being opened, the Examiners, Reference
Group, must be careful te examine the enclosures, if any, and see that.
they are in order. If it is.stated in a letter that the enclosures have been
tent under a separate cover, the Examiner must look for the enclosures
md, if received, link them to the letter in question and record the fact
m s margin I any of the enclosures are wanting, he should likewise
record the fact in the margin of the letter or document in orderthat-the
yection concerned may call for the wanting documents. T
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36. Letters received on any day must be delivered to the sections by
12 Noon of the same date. Urgent letters, however, must in all cases
be made over as quickly as possible, If any letters are received through
the transit book after the date entered therein, the fact should be at once
reported to the Assistant Accounts Officer by the Superintendent of the
section concerned. Superintendents should on no account delay the
transit bocks but return them to Record Depariment before 9 A. M.

every day.
Unsigned and Incomplete Letters,

37. If any document is received unsigned or incomplete in any respect
or is not required by this office, the section concerned should take the
necessary action on this, and not the Record Department. It is only in
cases in which a letter or paper has been wrongly delivered to this office
that the Record Section should at once send the correspondence to the
proper office or call for a copy of the letter to which attention has been

drawn.
Procedure in Section in cases of Mis-sent Letters.

38. It will be the duty of the Superintendent receiving the letters to
sze that they belong to his section, and if he finds that action cannot be
tiken on any Jetter marked. for his section, he will refurn it at once to
the Superintendent, Record Section, giving his reasons for doing so, and,
in order to facilitate correct-distribution of the letters, he will at the same
time indicate the section to which he thinks the letler should be made
over. It will then be sent by the Superintendent, Record, to the proper
section through the transit book of that section. In case of doubt, or if
the letter is again returned to, Record as not appertaining to the section
to which il has been made over, the Superintendent, Record, will fake the
orders of the Assistant Accounts Officer who will mark the section to
which the letter should go.

Unnecessary transfer of letters.

39. Letters shouid not be transferred, through the Record Department
from one section to another for the purpose of obtaining information or
having queries answered

Circulation of General Letters.

40. Letters of a general character, which are required to be seen by
the whole office or the greater portion of it, are not entered in the ordinary
transit books, but are circulated by Record with a prescribed slip and sent
through a special transit book. Such letters are not to be retained in any
section for more than a day.

Maintenance of Diaries for Certain Letters.

41. There are at present 3 Diary Registers, viz,, Comptroller and
Auditor General, Government of Pakistan and Government of East Pakis-
tan: Letters from the Comptroller and Auditor General and the Issue
De ent of the State Bank of Pakistan are diarised in the Comptroller
and Auditor General Diary while: those from the Departments of the -
Government of Pakistan and the:East Pakistan Government .are diarised
in G. P..and G. E. P. Diary Registers respectively. All other letters are
not diarised but entered divectly in the Inward transit boek of the section
concerned, marked thus; letters for the Budget Section, ag Bt. etc,
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Inward Letters.

42. Or receipt of inward letters the Reference Clerks will register
them in the proper diaries. The date to which the entries.appertain
should be written promigently in red ink across the page of the diaries
and above the first entry of the day. As each letter jig diarised, the diary
number it bears on the register, as also the distinguishing letters of the
diary, will be noted in the up right-hand corner of the letters or
endorsement number ; thus, G. P. 45 or G. E. P. 105 and so on. All letters
n%ust be indexed and distributed among the Reference Clerks on the day
of receipt. b

43. Letters from Governments, hoth West Pakistan and East Pakistan
and frcm the Comptroller and Auditor General should be indexed with
particular care.

44. Marking of letters for the different sections should be done with
care vide para 19 of Office Procedure Manual. To facilitate the marking of
letters, detailed instructions are givem in Appendix A as to the subjects
and classes of letters dealt with in each section. !

45. Letters affecting more than two sections of the Treasury Account
Department (including those referred to in the Treasury Account Depart-
ment Manual, which should first EO to Budget) should be marked by
Record to “T. M. (for note in T. A. ID.}” and on no account is Record: to
receive such letters for transfer from one section of T. A. D. to another,

46. Letters that appear to affect one or at the most two sections of the
T. A. D. should go from Record to the first section concerned, which will
register it and pass it on through the sectional transit book to the other
section (if any) and, on rece:i%t ack through the transit book, will return
it to Record. Such letters should not be registered in more than one
section of the Treasury Audit Section.

47. After indexing the letters in their respective Inward transit books,
the letters requiring previous papers to be put up will be referenced by
the Reference Clerk in the mamnmer described below and as soon as this
is done, the Inward transit hooks will be sent to the sections concerned.
Sectional Superintendents should return the Inward transit books to
Record not later than 9 A. M. every day for fresh entries being made.
If, in referencing any particular letter, difficulty is experienced in getting
old papers together, the letter may be held back and the rest entered in
the transit book and sent to the section. The letter held back should then
be taken up and the papers completed without delay. If a reference is
made on a fresh receipt to a previous correspondence, which was not
diarised or indexed but sent through a special transit book, the fresh
receipt must be diarised and indexed amg the previous correspondence
put up if available, otherwise a note should be recorded in its margin
showirg the whereabouts of the previous paper. When letters quoted
on fr receipts cannot, in the first instance, be traced in the proper
diary register, the Hk:i};ﬁ(:ial transit and other books kept by the
receivers should be ¢ y examined and a certificate of non-receipt
or otherwise given in the margin of the fresh receipt before the bundle
leaves Record. The word “noted” should be recorded under the dated
initials of the Reference Clerks against the number of this office letter
quoted on replies or fresh receipts. When the previous papers are not
in the Record Department, but have been taken out on requisition, a
“Wanting slip” showing the whereabouts of the letter should be attached,-



14

initials have to .be taken in this Register from the officials mentioned
above in the months of January and July each year and it will be the
duty of the Superintendent Adminstration Section to bring to the notice
of the officer-in-charge of Adminstration Section to have the initials of
the above mentioned officials taken in those months,

(ii) It is also brought to the notice of the employees of this office
that under Rule 17 of the Government servants conduct Rules, Government
servants are Prohibited from communicating without authority to any
one including fellow Government servants, any information acquired by
them in the cvourse of their official duties. Such unauthorised communi=-
cation of official infermation is also an offence under the “Official Secret,
Act, 1923.” They should, therefore, rguard themselves against the unautho-
rised communication of any such information lo any one.

(iii) The Officers should see that the Top-Sccret, Secret and confi-
dential papers received by them or in the office, are dealt with strictly
in .accordance with the instructions conbained in the above publication.
A diary register will be maintained by the Stencgrapher of the A. G. for
diarising the Top-Secret, Secret and confidential receipts. In the case of
such letters received by any officer by name, it will be the duty of the
officer concerned to make his own arrangements for ihe diarising and for
watching the disposal of such Top-secret, Secret and confideniial letters
dealt with by him. No Top-Secret confidential letters under any circums-
tances be sent to sections. If any secret pzper inadvertently ﬁ'ues to any
section and the sectional Superintendent cannot link it with previous
papers he should give it to A. G's Stenographers who will mark it for
the officer roncerned after taking A. G’s order, wherc necessary. The
ccnfidential papers may, however, be deall with in the sections under the
orders of an otficer, but they must remain in the personal custody of the
B. Os., who will be personally responsible for their safe custody. It is
necessary to ensure that all the members of the slaff dealing with Top-
Secret, Secret and confidential papers are thoroughly reliable,

{iv) All top-secret, secret and confidential papers sent from roem to
room in this c%ce must unless carried by hand by an officer, be sent in
locked boxes or fully covered folios. Under no circumstances may such
papers be carried loose in the hand of peons or subordinale Government
servants. The box along with the key or covered folios may be had from
the Record Secvtion. Teop-Seeret and Secret letters, when seni by post
must invariably he enclosed in double covers, the inner cover being marked
top-secret or secret as fhe case may be and addressed to the officer to whom
it is intended, while the outer cover should bear only ithe usual address
and the frani of the despatching office. The inner cover should be pre-
pared by the officer concerned and the outer cover by the regular despatch
seetion to enahle the letter to know the grade of the secrecy and appre-
ciate the importance of the content. Letters and Packets containing Top-
Secret or Secret papers where sent by post should invariably be registered
and .should be. sent acknowledgement due. Officers should exercise their
discretion in “Insuring” very important Top-Secret papers. The steno-
graphers and the despatchers should carefully study the instructions
regarding the despatch of Top-Secret, Secret and confidential letters from
this oifice. These instructions should invariably be complied with.

(v) No outsider should in any case be allowed to enter any-section
Room. If any outsider wants to enter any section room in this office, he
sheuld te advised to see the B. O.



13
Four-day Rule for Disposal of Letters.

48. Every inward letter should, as far as practicable, be attended to
immediately on the day of receipt in the section and on no account must
a letter be allowed to remain in any one’s hands for more than four days

from the date of receipt in the office. (Vide paras. 377 and .378, Office
Procedure Manual). -

Treatment of Letters not diarised but indexed in the Inward
Transit Book.

4y. Letters received from Officers or Departments other than those
mentioned before are not diarised. These letters are numbered in a run-
ning series in the respective sectional Inward transit books where they
are to Lte first dealt with eg., a letter communicating the contract grant
of a Head of a Department is to be dealt wih first in T. M. Section where
the total allotment is to be noted for watching the actuals and then -
in the audit section concerned (T. A. D.) and lastly in Bt. In this
case, the letter is indexed as T. M. 1. in the Inward transit book of T M. .
by filling in the respective columns of the book. When the letter is-
transferred subsequently to other sections of the office, the number
ori%{nally allotted to it in the T. M. Inward transit hook is repeated gs
T. M. 1-10). . The number once allotted must not be altered unless the
letter is not required by the section in whose book it was first numbered
or indexed, in which case the letter should be indexed according to the
section where it is to be dealt with.

Mder to Inward Letters,

50. Reminders to Inward letters will, unless the Accountant General
has already seen them when the post is opened, be put up to the Accoun-
tant General, before any acfion is taken on them, in o’rger that Le may.
have the earliest possible o}é%ortunity of enguiring into the cause of delay
and issuing any orders which may he called for. : .

Custody and disposal of confidential, secret and top secret document,

51. In the interest of the security of the State it is essential that
adequate measures should be taken to profect official documents and
information as any laxity or carelessnmess is fraught with dangerous
v»sstbilj_ties. A copy of the Pamphlet Security in Civil Departments

olume I issued by the cabinet secretariat is available in the Adminstra-
tion Section. The Superintendent of each Section should carefully study
this for cornpliance and inform his clerks of the requirements prescribed
in this Manual where necessary and it will be the duty of cach Superin-
tendent to ensure that the requirements of this Manual, where necessary
are duly complied with by him and his assistants. The officers and the
Stenographers should. glso carefully study the publication for compliance.

(i) As almost all the officers and the stenographers and the Superin-
tendente of the sections in this office are required to handle documents:of
different grades of Secrecy an acknowledgement as required under pars:
4 of chapter I of thg Publication referred to above will be taken: from
them int a Register to be meintained in the prescribed form in the Adminis-

: -will alio he ‘taken from the clerk or clerks gealmg vith
noifons Work; the Despatcher and the Dak-Clerk. A note will'be
kept in the ealendar ot Returns of the Administration Section that:the
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(vi) A. A, O. (Rec.) should see that instruction regarding short hand
rote books contained in para 15 of the publication are duly complied with.
He should immediately start a register in Form (C) as prescribed under
that short hand note book already are serially numbered immediately and
these records in future are serially numbered immediately on receipt,
'The note Books should be issued to the Stenographers by A. A. O. (Rec.)
who will obtain the initials of the steno receiving the note Books. The
issued Note Books will be returned to him by the %teno. after his use and
he will keep them in his personal custody and destroy them personally
after the expiry of the months from the date of the last entry in the book,
and also fill in the last two columns of the Register when the Note Books
zre destroyed. If A. G. orders that any Note Book should be destroyed
by:the Steno. himself and should not be returned to Assistant Accounts
Officer (Record) then the Steno. will be responsible for ils safe custody
aud he will inform the Assistant Accounts Officer (Record) of the fact
©f its destruction when it has been destroyed by him (Stenoc). A note
&ill be kept in the Calendar of Return of the Record Section that the
“Register of issue znd return of short-hand Note Books” will be reviewed
Bvery quarter in the months of January, April, July and October and
action regarding the destruction of Note Book will be taken by the Assis-
tant Accounts Officer (Record).

(vii) Officers should also pay great attention to the instructions con-
tained in para 16 of the above publication in respect of disposal of waste
paper and drafts, rough notes and stencils. '

[Vide A. G. E. P. O. O. No. T. M./Conf./40 (50-51)/93 dated 2-8-54.]

(viii) It will be the duty of all the Branch Oflicers to have separate
diaries maintained for diarising all confidential, secret or top-secret
communications received bhthem and to watch the disposal of such
communications carefully., ese diaries may be kept in the Custody of
Sectional Superintendent but it will be personal responsibility of the
officer to see that all such communications are properly diarised therein
and their disposal watched. Thes2 may be submitied to T. M. on the 5th
?lfl ea;:}I: month, who may put up a consolidated report to the A. G. on

e &th.

|Vide A. G. E, P. Q. O. No. T. M./30 (54-55)/274 dated 25-3-57.]
Attachment Orders.

52. Orders received from any Court attaching money payable by this
office, should be indexed and-immediately made over to the section con-
cerned through the Inward transit book, in which the Superintendent
receiving them should note the date and exact time of receipt. For further
particulsrs see paras. 305 to 311, Office Procedure Manual.

Demi-Official Correspondence.

53. The procedure relating to Demi-official correspondence is detailed
in paras. 468 to 460 of the-Office Procedure Manual.

Un-Official Correspondence.

54. All un-official references received in this office should be recorded
in a register maintained by the Record Department. The receiving Clerk
on receipt of the file will note the date of receipt, from whom received
and the subject in the appropriate columns of the register and make
over the papers to the departments concerned through this register.  On
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return of the papers after disposal he will put the name of the first dealing
section.and the serial number in the unofficial reply and will make over .
the papers to the despatcher who will give his receipt in the register.
All office. notes and papers, if amny, should be detached and returned- to
the first\dealing section.,

55. Un-official cages. should not ordinarily take more than 7 days_for
disposal. The, reeeiving Clerk should prepare a list of the outstanding
cases from the register every Monday, obtain the explanation of the

branches concerned for delay in disposal, and submit the same to the
Accountant. General through the Assistant Accounts Officer and Superin-

tendent, Record by Wednesday following.
Receipt of Telegrams.

56.. Telegrams- intended for this office will be received by the Superin- .
tendent, Record.Department; or the Library Clerk, and the time of its.
receipt distinctly. noted on the-slip.

57 The telegrams should be submitted with the transit book to the
Assistant Accounts Officer who will open and mark them for the sections:
concerned. The entries in the transit book will then be made and the
telegrams with the book transmitted to the sections concerned for disposal.
Telegrams addressed to the Accountant General by name should be sent
to him direct. If a telegram is wrongly addressed to this office, it should
be returned to the Telegraph Department after ascertaining by cireyulation
in the various branches, that it does not concern this office. (If: any
correspondence . is referred.io in an inward telegram the dealing section
should obtain it from Record by sending a requisition in the usual form).

S“P.&l'intendent’s_.Choldﬁ Register of Letters and Un-official Cases.

58. For detailed instructions see paras. 462 to 465, Office Procedure
Manual..

Pending Case Register.
59. For detailed instructions see para. 385, Office Procedure Manual.
Sectional Superintendent’s-Resppnnibility for Disposal of Papers.
60. For: detailed instructions see paras. 505 to 509, Office Procedure
Manual
File Oxders,

6l. In view of the facl that the maintenance and up-keep of the
Correspondence files has been decentralised after partition and entrusted
to the various sections the entire responsibility for the proper filing and
disposal of Inward letters now rests with the various section concerned.

62. When the letter has been completely disposed of, the Superintens
dent of the section, which last dealt with it, will give the file order dating
his initials, the letter A, XX, B, C or D being used to express the period
for which the letter is to be preserved— _ '

A indicajes. that the letier is to be preserved permanently.

P indicates that the-letter is to be preserved for 30 years.
XX indicates that the letter is to be preserved for 20 years.
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B indicates that the letter is to be preserved for 10 years.
C indicates that the letter is to be preserved for 5 years.
D indicates that the letter is to be preserved 1 year or under.

Return of Letters after Disposal.

63. When letters are filed in the sections or sent out in original, the
entries in the transit books (column 11) should:be attested by the Superin-
tendents of the sectionz concerned.

64. When any letter is kept pending for further action, it should be
retained by the section and not sent to Record to be put up on any special
dates. (Hyreturned, it should bear a file ordex).

Duties of Examiner, Reference Group,

65. The duties of the Examiners, Reference Group, for the several
days of the week are given in para 4 above. '

66. The Examiners will also keep, distribute and control the stock
of forms peculiar to the Reference Graup.

67. The Examiners will supervise daily the work done by the Refe-
rence Clerks and the progress made by each .and will particularly see (i)
that all letters received during the course of the day, whether fresh
receipts or transfer letters, are entered in the transit books of the sections
concerned, (ii) that no delay ocecurs in the transmission of urgent or
express letters and reminders and (iii) that no Inward letter is sent to
the sections concerned without the previous references being put up. A
reference Clerk, who is unable to trace a previous reference in any case,
should submit the Inward correspondence to the Examiner for scrutin
and report and must on no account -send such letters to the sections wit
remarks such as “previous papers not traceable”. If the Examiner is
himself unable to trace the papers, he should report the case fo the
Superintendent, Record, for orders.

Report of the outstanding letters and Un-Official Cases,

_6&'EvertgeMonday (or, if it be a holiday, on the first -working day
following) - Record Branch will prepare a list of the number of un-
official cases received in the office up to Saturday preceding the last
which remain undisposed of, separately for each section: of the office, and
inform the Gazetted Officers concerned of the total number of these letters
and cases. A consolidated report for the:whole office will also be sub-
mitted to the Accountant General on the above date through the Assistant
Accounts Officer. (In order also that all letters received in the office
upto the 15th of each month and -cases upto the 7th day preceding the last
working day of the month may, as far as possible, be finally disposed of
within the month, no letters will be accepted by Record for transfer to
another Department after 12-30 P. M, of the 24th of each month. The
section receiving such a letter on that date must make its own arrange-
ments for its final disposal before the end of the month, after consulting
such other sections as may be necessery.) _

On and from the afternoon of the third day preceding the last working
day of the month till the end of each manth the Record Branch will work
out daily the number of outstanding un-official cases separately for each
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section and inform the Gazetted Officers accordingly tiil the last day of
the month. A consolidated report of the whole office will also be sub-
mitted to the Accountant General on the above dates. These reports
should show letters received in the office upto 15th of the month and cases
up to the 7th day p ing the last working day of the month separately

from those received after that date.

89. Reports for letters received in office upto the 15th of each month
are to be sent by the various sections of the office to Record for verification
on the afternoon of the third day preceding the last working day of the
month without fail. The report is to be prepared in the prescribed form.
The Record Branch will verify the letters with those shown as outstanding
against each section and at the same time inform the Gazetted Officer
concerned of the total numbeér of those letters as above.

Marking of Urgent Drafts.

70. If a letter is really urgent, the word “urgent” in red ink should
be prominently written across the top, or an urgient slip pasted thereon
and attested by the Gazetted Officer-in-Charge, ctherwise the use of such
phrases as “an early reply is solicited”. or “at your earliest convenience”
in the text hardly attracts the: reguired attention. Such urgent drafts
vlu;ill be2 receiv;i af any time in the Copying Group but ordinarily not later
than 12-45 P. ‘

Enclosures to Outward Drafts,

71. (1) Superintendents and other assistants of this office must exer-
cize utmost care in seeing thai letters which have to be accompanied by
any enclosures are made over to -thie Récord Section with complete
enclosures. All enclosures except those mentioned in sub para (2) 12low
should be sent to the Type Branch along with the drafts to be fair-copied.
The Fxaminer copying Group should see that proper enclosures are
attached to such outward letters which are to be despatched.

(2) Enclosures such es service books, valuables e.g. cheques, insurance
policies, demand drafts etc. and big bundles which are not suitable for
sending to the Type Branch should not be sent to the Type Branch along
with the crafts but kept in readings in the Sections. The Head Des-
patcher should send a peon daily to the sections with the relevant drafts
and signed fnir copies to collect such enclosures. The sectional Superin-
tendents or the dealing assistants should readily make over the enclosures
to the peon snd initial the drafts with the remarks “enclosures furnished”.
Any non-compliance or delay in making over the enclcsures to the peon
should be brought to the netice of the Branch Officers concerned the
Superintendent Record II Section through the Branch Officer the
Record Section. T

Copying and Examination of Figured Statements, etc.

72. All statements prepared by the Compilation, Budget, Account
Current and other sections should, after fair copy in the Copying Group,
be returned to the sections for exsmination and issue. As regards figured
statements the Superintendent of the Record Depariment will decide which
should be examined by the Cop?;ing Group and.which by the section, the
general principle being that al important . statements and reporis such
as monthly, quartﬂ, half—yg&tlg -and annual statements. and reports
should be copied and nined by the sectigns concerned; while those
that are merely copies of statemenis received from qutside should be
examined by the Copying Group. - oo
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The persons comparing fair copies of figured and other statements
etc., should endorse on the office eopies the word “checked” under their
dated initials in token of having m&ge the comparison and that the Exa-
muner, Copying Branch, concerned in flie Record Department will be
responsible for seeing that necessary endorsement has been made on such
office copies before sending the fair copies to the Despatcher for issue.

Attestation of True Copies.

73. “True Copies” of papers going with a letter, etc., should be signed
by the Superintendent, Record Department, after satisfying himself that
the correct enclosures have been copied. “True copies” of documents
intended for the Government of Pakistan, East Pakistan or the Comptrol-
ler and Auditor General, will be signed by the Assistant Accounts Officer,

Record.
Reminders to QOutward Letters.

74. For detailed instructions see paras. 498 to 500, Office Procedure
Manual.

75. Reminders to the Government of Pakistan or East Pakistan, the
High Court and the Comptroller and Auditor General must be invariably
put up by the section concerned in the form of a draft to be signed by
the Accountant General; in other cases the usual prinied reminders
should be issued. If no reply is elicited after three successive reminders,
the officer should be addressed by name. If he takes no notice of this
letter, the next reminder should be addressed under the signature of the
Accountant General to his immediate superior giving a brief statement
of the correspondence which has already taken place. Where letters are
addressed by name, the name should be verified by G. A. D.

Filing of Inward Letters.

76. Inward letters which are unconnected with any outward letter
will be kept in loose files arranged in the order of their diary or sectional
numbers. Letters for the current year and the year immediately preced-
ing will be kept in the current Record Room by the Recorder. Those,
however, that are connected with some outward letter, will be filed with
such outward letter and remain in the custody of the Reference Clerk
concerned. Replies to outward letters, of which no office copies are kept,
should however, be treated as single inward letters and kept by the
Recorder. The marking in column 8 of the diary register should indicate
the leiter has been filed, to help its being subsequently traced.

Filing of miscellaneous and important letters,

77. All miscellaneous and important letters which are ordered to be
preserved for one year or less with file orders on them as “File D" in
accordance with the instructions contained in paragraph 84, Record
Manual, should be kept separate from other loose letters which are ordered
to be preserved for more than 1 year. All these “File )" letters should
be kept carefully tied, 100 in each pad, in the order of diary numbers.
The file orders on these letters should be reviewed periodically with a
vie?rh to see that no mistakes have been committed in giving such orders
on them.

78. When an Inward letter is received in continuation of a previous
inward, for which no outward letter has been issued, the Reference Clerk
will obtain the previous inward letter from the Recorder on requisition
and will send them both linked tcﬁether to the section concerned. When
these: Inward letters are returned after disposal to the Record Department,
they will be received by the Recorder who will sevarate and restore them
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to their respective places, the requisition of the Reference Clerk, for the
old letter being returned to him. If a letter has been obtained the
Old Record Room, the Recorder should make it over to the Reference
Clerk who will return it to the Old Record Room and obtain & receipt.

79. As a rule no letter from Government, the Comptroller and Auditor
General and no letter which concerns more than one section, should be
filed in any section except that to which it is originelly marked. It will
be the duty of that section to furnish copy or copies of the original
communication to other section to whom it may also concern.

80. Government or other orders of general application will be filed
separaiely by the respective sections and not put into a bundle or case
with any particular correspondence.

81. Half margins, objection statements, retrenchment and admission
slips and other similar papers will be recorded as usual but filed in the
sections concerned. There is no objection, however, 1o a half-margin or
other paper, if it forms part of a correspondence that has been e into
a bundle, being kept in such bundle.

Filing ‘of Outward Letters.

82. Three batches of agadpers are to be kept in three arate flap
boards, vjz., single outw letters pending return of inwards, whether
themselves or in their bundles ; last receipis in bundles pendinﬁ return
of outwards ; and single inwards pending return of outwards. These are
not to be removed from their respective board till the corresponding
papers arrive, when the Reference Clerk can link and put them away.

Hours for return of Inward and Qutward Transit Books,

83. As the Inward and Qutward Transit Books of the various sections
are required in Record early in the day for tracing and é:utting up previous
. references mentioned in Inward correspondence, Superintendents of
“Branches should see—

(i) That the Inward transit books are cleared by 8 A. M. and
sent to Record immediately together with letters for file or
transfer to other. Sections. These books will be returmed by
Becord with. fresh receipts by 12 Noon. _

(ii) That the QOutward transit books are sent to the Reference
Group by 10-30 A. M. These books will be returned by that
Group by 11-30 A. M. to enable the sections to send fresh issues
to the Coping Section by 12-30 P. M. on days other than Fridays.

Period ‘of Preservation of Letters.

84, ‘The correspondence of this office is divided into six classes for
purpose of preservation and should accordingly be marked A, P, XX, B,
CorD ' '
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A means “retain permanently™.

P means “retain for thirty years”.

XX means “rctain for twenty years”.

B ineans “retain fer ten years”.

C ineans “retain fer tive years”.

D means “retain fer one year and under”.

85, When the cerrespendence on any subject has been made inio a
bundle, the bundle must be marked with the letter suited to the impor-
tance of the case.

86. In the matier of correspondence the period of preservation pres-
cribed therein should be borne in mind in giving the file order when any
cotrespondence is disposed of. With regard to others, Superintendents
must use their discretion in each case having regard to the importance of
the subject matter of the letters or bundles.

87. Appendix D of this Manual indicates in a general way the file
erders to be given on the different classes of letters and may be taken as
a guide in determining the life of bundles also, but if a correspondence
has become sufficiently important to the extent of the periods allotted to
the most important of the letters within a bundle, the whole bundle may
be marked so as w be filed for a longer period, eg., a bundle contains
certain letters of the C class, if the correspondence has assumed an impor-
tance which would justify the preservation of the letters within it for a
longer period, the whole bundle may be marked file B or even A.

28. The following edl-m:n::@duras:, designed te facilitate the tracing of
papers, will be followed in keeping a record of the disposal of communi-
catiens received in this office : —

(i) On the 15th and the last working day of each month every section
will send to Record Section a list of communications received in this office
from the Government of Pakistan, the Comptroller and Auditor General,
the State Bank and the Government of East Pakistan, upto the 15th and
the last working day of the month, respectively showing against each
communication the number of the Bundle on which the disposal of the
communication has been taken up or in which the communication has
been filed after disposal. The disposal thus communicated will be noted
in Column 4 of the General Diary of these communication by Record
Section. The Record Section will submit to the Gazetted Officer-in-Charge
on the 1st and 16th day of every month a list of communications received
in the office upto the last working day of the previous month and the
15th day of the current month respectively, whose disposal has not been
noted in the General Diary, showinfit also the section responsible for not
furnishing the number of the bundle. The Record Section will be res-
ponsible for seeing that the final disposal of every communication of the
kind referred to above has been noted in the General Diary. These Diary
Registers should be reviewed by the superintendent on the 7th and the
21st and by the Gazetted Officer-in-Charge on the 28th every month.

(ii) Where a communication on a subject has been filed in a section,
any subsequent communication on the same subject should be filed in the
same seclion, whichever section may have dealt with the subsequent
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communication. If it is found that communications on a subject dealt
with in one section have been filed in another section, immediate steps
should be taken by the section noting the irregularity to rectify the
matter.

(iii) When a communication dealt with in several sections is filed
in the section which first received the communication this section should
note the number of the bundle in which the communication has been filed
not only against the last (red ink) entry in the Diary of receipt of the
communication but also against the first (black ink) entry in the Diary.
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CHAPTER IIL.
THE BUNDLE AND CASE SYSTEM.
The Bundle system.

89. Whenever the correspondence on any subject extends to more
than four letters and is to be preserved for 10 years or more (i.e. marked
with the file orders “A”, “XX” or “B”) or contains an important change
of procedure or an important decision, the letters and connected- papers
are to be linked to?ether and formed into a bundle. Byndles should also
be made of other lengthy correspondence, if specially desired by the
Branch Superintendent,

The Making of Bundles.

90. Since the decentralisation of filing of correspondence from the
Record Section the responsibility for making proper bundles in accordance
with para. 79 of this Manua)l rests with the various sections concerned,
t1il these go to the Old Record HRoom.

91. When a letter referred to in any correspondence is not found in
the section concerned, Record’s help may be sought in tracing out the
missing reference.

Fresh Additions io Bundles.

$2. Superintendents should see that no additional letters are put into
bundles by the sections witheut their being incorporated in the bundle
register maintained by the Record Department.

Old Bundles or Cases to be requisitioned on receipt of fresh Letters.

93. In the case of fresh letters coniaining a reference to a previous
correspondence filed in a bundle, the bundle should be obtained on requi-
sition from the Old Record group, where the old bundles are filed, by the
Reference Clerk concermed and put up with the fresh receipt. In the
case of letters with the file order “File in Bundle No....... of (vear)” the
bundle should be obtained and the letter filed therein and the necessary
note made in the Bundle Register as early as possible. The complete
papers should then be returned te Oid Record.

94. Letters bearing referemces to previous papers filed in “Cases”
should also be dealt with as abowe.

Treatment of Latiers to. he filed in a Bundle or Case.

95. When a letter is to be filed in a bundle or a case, the fact should
be noted in the Diary Registers. ar Transit Book as the case may be.

§6. In the case of letters filed in a bundle, the fact should be noted
in the Bundle Register also, as already stated.

Alteration in File Order in Bundle.

97. Ne alteration should be made in the file order of bu_i,;dles onoe
reeorded Lﬁ the Bundle Regisier without first bringing the fact to the
notice of the Superintendent, Record Department.
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Amalgamation of Bundles.

98. 1f any Superintendent desires two or more Bundles of the same
year to be amalgamated, he should pass distinct orders in writing to this
effect on the covers of the Bundles in question. If one of the Bundles
belongs to another Department and the Superintendent of the Department
agrees that his Bundle may be amalgamated with the Bundle of the other
Department, both Superintendents will sign an order to the effect on their
respective Bundles ; but Bundles of one year should not be amalgamated
with that of another, a simple ‘cross reference noted on the space provided
below the covers will be sufficient.

99. The amalgamated Bundle will be given a fresh cover, the covers
of the old Bundles being preserved by the Record Department for a time.
A note of the amalgamation will be made in the Bundle Registers under
the initials on the Superintendents concerned.

100. If any Superintendent desires that a bundle be amalgamated
with a case, he should pass distinct orders on the cover of the bundle.
The Reference Clerk will then hand over the bundle to the Record Clerk
who will grant a receipt in the Bundle Register, write up the Case Register
and substitute, if necessary, the case for the bundle number against the
leiters of the Bundle in the Diary Registers or Transit Books.

Miscellaneous Instructions.

101. When letters originally filed loose are subsequently made into a
bundle, their whereabouts should be noted in the respective Diary Register
or Transiv Book. The notes will be made by the Reference Clerks from
the Bundle Register who will initial against each entry in that register
in token of having done so. The entries will be made in red ink thus
“filed with Bundle No. A. C.-2 of 1902-03”. The Examiner, Reference
Branch, will examine the Bundle Registers (new and old) half yearly to
ascertain whether this has been done.

102. Papers once made into a bundle will not be separated again, If
it becomes necessary to file any letter of a bundle in a section, the whole
correspondence should be filed and an intimation sent to Record for rote
in the Bundle Register under the dated initials of the sectional Superin-
tendent. Similarly, if only a single letter of 2 bundle is required at any
time, the whole bundle will have 1o be taken out on requisition.

103. The file orders noted on the letters of a bundle detlermine the
life of each bundle. If a Superintendent considers that the correspon-
dence of a bundle is closed and is not likely to be reopened within a short
time, the file order under his dated initials will be noted on the lower
half of the bundle cover.

104, On the issue of bundles to sections, Superintendents will see that
the descriptive names are correct, or revise them, if necessary. Reference
Clerks on return of such bundles will alter the description noted in their
Rundle Register.

105. If a letter of a bundle is required to be sent out in original, the
section concerned will replace it by a slip in which should be recorded
in the diary or Index No. of the letter as well as the date and number of
the forwurding memo., should the latter happen not to form a part of the
bundle. )
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106. Letters received or written in a later year, appertaining to a
correspondence which has already been made up into a bundle or case in
some previous year, should not be made into a fresh bundle or filed
separ%t,??)ly, but should be put into the existing bundle or case (vide
para. 93).

107. If, owing to the bulkiness of a bundle, the cover is found damaged,
It should be replaced at once by a stiff cover. The bundles will remain
in the custody of the Reference Clerks for two years, after which they
will be made over with the Bundle Register to the Old Record-keeper.

Revision of File-Order on Bundles.

108. In August each year, the bundles of the previous year will be sent
to the Superintendent of the branch concerned to revise or confirm the
file orders previously given on them. On their return the respective
Reference Clerks will note the file orders in the Bundle Registers under
their initials, and pass them on to the Examiner, Reference Branch, who
will examine each file order on the bundle with that noted in the Bundle
Register to see whether it has been really done.

Agreement of File-Orders on Outwards with those on the
corresponding Inwards.

109. Annually in August, the Reference Clerks will go through the loose
outward letters of the previous year to see whether the file-orders on the
corresponding inward letters agree and to settle any variations in consul-
tation with the sections concerned. The corrections will then be noted
in the respective Diary Registers or Transit Books. :

The Case System.

110. The system of making cases of important correspondence or
orders has been abolished. . All existing cases are kept in Old Record.
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CHAPTER 1V,

COPYING AND DESPATCH GROUP.
Time for making over Drafts.

111. Draft letters, Un-official cases and Demi-cfficial letters, short
statemnents, etc., should be sént to the Copying Group before 10-30 A. M. (on
Friday before 4-30 A. M.) through a transit book. Town ecovers should
be made over earlier and no letfer will be received for despatch unless
the post town and district is distinctly mentioned. After the above hour
none, but letters marked “URGENT” or “ISSUE T(-DAY” under the
initial of a Gazetted Officer, will be received in the Copying Group
upto 12 Ncon (on Friday upto 9-30 A. M) (except in cases in which it
is otherwise ordered by D. A. G. (C) or in which special arrangemehts
are made beforehand with the G. O. in-charge of Record). The enclosures
which will accompany the “URGENT” and “ISSUE TO-DAY” letters must
also be sent ordinarily by the section along with the drafts and hot kept
in the section for being collected by the despatehers later en. Any urgent
communication intended to6 reach the post téwn of deslination by the
Mail of the day should be specially marked with a slip “to be posted
before (hour)” by the departments concerned which should leep them-
selves acquainted with the postal timings of the different Mai's. The
Superintendent, Record, will %e responsible for seeing {hat no letters are
included in the balance, except such as arée really received after 10-.0 A. M.
Drafts which should issue on the date of receipt in the Copying Group
should be sent in sufficient time and also have an “URGENT” siip attached
to them. Whenever letters are to be despatched under a registered cover,
they will be made over 'to the Copying Group by the sections concerned
with clear instructions to this effect, prominently written in red ink in
the blank space at the head of the form. The Superintendent, Record
will see that they are actually despatched in the manner indicated; and
also that all letters, statements, ete., passed before a holiday are Iair-copied
before the office closes.

Instructions to Typists.

112, Letters should invariably be tyge-written. When a duplicate
copy of any letter is required, it can be obtained on a carbon impression
at the time the original is typed, but when a number of additional copies
is required, the Roneo should be used or the matter sent to the Stationery
office for duplication in the Gestetner machine.

113. The Typist, after typing the approved draft and the accompani-
ments, if any, should submit the papers to the Examiner with his initials
on both the draft and fair copy. When a letter is io be registered, the
word “Registered” should be typed in the top left-hand corner, when
the slip “Urgent” or “Immediate” is attached {o a draft, the same should
be affixed to the fair copy ; and when there are enclosures to a letter, the
fact should be clearly noted and indicated by a slanting line drawn across
the margin. Urglent and immediate papers should be put up fo the Exa-
niiner immediately after being copied. Drafts, ete, not typed should be
handed back to the Examiner and on no account retained by the Typists.

114, A quarter margin will be left blank in typing or copying all
letters. Marginal notes will be copied in smaller characters than the
body of the letter. Particular care should be taken to avoid erasures in
all letters. Names of persons and places not in common use, and initial
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letters.T. A, T. B, etc. used with the numbers of outward letters, will be
typed in large letters. Typists will fill in the month and year of issue on
fair copies, the exact date being filled in by the Despatcher.

Forms to be used in Typing

115, Printed forms will ordinarily be used in typing letters. Letters
addressed to the Government of Pakistan and the Comptroller and Auditor
General, and all long letters will be eopied on full sheet forms; letters
to the Government of Pakistan in any Department or to ether Heads of
Departments, sheuld have the name as well as the official designation of
the writer set out at their head. Statements will ordinarily be copied
nn fortns supplied by the scctions concerned.

Mode of Heading Letters,

116. The practice of heading letters other than those addressed to
Government as from a particular Officer of the Accountant General’s
Gazetted Stafl has been discontinued, except in the cases of the Accountant
General and the Examiner, Local Acecountis (Vide Dy. C. G.-360 of 1914-15).

Duties of lhe Head Typist, Copying Group.

117. The Head Typist is the responsible head of the Copying Group.
He will distribute work to the Typists and keep the daily progress register
showing the quantity of typing done by each Typist during the course
of the day. rpists are liable to be called upon te work extra hours,
should they do less than a reasonable share of the copying work.

118. The Head Comparer will take up urgent fair copies first and the
others in order of receipt. Ordinarily he wi]? make over the draft to the
reader from amongst the comparers {o read to him, holding the copy
himself, but when the draft is intricate or full of alterations, he will take
it up himself and ask the reader to read to him from the copy. In such
cases he will look through the copy again by itself to examine the spel-
lings, punctuation, etc. In comparing copies the Head Comparer will
follow the sense as well as the wording, and refer to the Superintendent
concerned in all cases of doubt or apparent mistagke in the draft. He will
pass no copy without careful serutiny and will be held primarily responsi-
ble for any mistake in fair copies. In passing fair copies the Head
Comparer will see that the enclosures are duly marked and attached to
them. He will then initial both draft and fair copy.

119. Passed fair copies with the drafts will then be sorted according
to the Gazetted Officers by whom the drafts were passed, and sent in
batches for signature. Separate “Fer signature” pads labelled on the
front “Qut to-day” for “ISSUE TO-DAY” and “URGENT” letters may be
maintained in the Copying Group of the Record Section. When the fair
copies of such letters will be ready for signature the;y should be sent for
signature to the Gazetted Officers concerned in the “For signature” pads
with immediate labels. The Head Comparer of fair Copies will watch the
return of these pads and if any of these pads are not received back from
any Gazetted Officer by 1 P. M. he will personally go to him and get
the letters signed.

120. The Copying Group at the time of receiving a draft for fair copy
must see that the enelosures, if mny, are attached, and that the “File
Order” ard “Order for issue of reminder” are duly filled in in their respec-
tive columns. If any defects are found in this respect, the draft will be
returned to the section ¢onearned with a slip corlainting the word “In-
corfiplete ”,
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Note —Before sending any passed draft to the Copying group the Sectional
Buperintendents are required to note clearly on its top left-hand corner whether
a reminder is to be issued in the ordinary course; if not, the Superintendent
should give a file order in the proper form. As the draft form in use does not
contain the words “Issue Reminder” in prini, these words should be written on
the drafts by the .Sectional Superintendent; and the Copyin% Section should
refuse to accept drafts unless the above instructions are given (Office Order 379,
dated 8th August, 1925).

121. The Head Comparer, Copying Group, is responsible for seeing
that all drafts are returned by the Despatchers on the day following the
date of issue and sent at once {0 the Reference Clerks through the Outward
Transit Books. The dates of receipt from the Despatcher and making
over to the Reference Clerks musi be noted in the Receiver’s book. This
book is reviewed by the Superintendent weekly and a report submitted
to the Assistant Accounts Officer on Wednesday.

Procedure regarding Office Orders,

122. Orders which will find a place in any authorized code or compila-
tion in use in this office or whigch should be incorporated in an office
Manual should not be issued in the form of office orders. Office orders
should generally be reserved for the introduction of a procedure affecting
various sections which is either experimental in its mnature pending
incorporation in a Manual or of temporary interest. The draft of office
orders where necessary will be prepared by the Section dealing with the
case and after approval by the Accountant General, gsent to Record for
registration and issue. The register will contain the following columns :—

No. of the Office Order] Biief Subject. | No. of case from which ate of cancellation.
emanated.

Hours for Despatch of Letters.

123. In order to conduce to a uniform flow of work during the course
of the day and to avoid unnecessary delay in issue of outward letters, etc., -
all transit books containing letters, half-margins and other papers for
despatch should be sent by the various branches to Record twice daily,
onee at about 8-30 O’Clock (for return to the sections at 10-30 A. M.} and
again at 11-30 A. M. On Fridays these books should be sent by 9-30 A. M.
Town covers should be sent by 9-30 A, M. Papers for despatch will be
accepted in Record after 11-30 A. M. on ordinary days and after 9-30 A. M.
on Fridays unless marked as “Urgent” by a Gazetted Officer.

124. After the fair copies of drafts have been signed by the Gazetted
Officers, they will be carried by the Officers’ Orderlies to the Despatcher,
who will insert the address (includig the official designation and the
station in which the addressee is located) and number the covers, see that
the enclosyres are in order, affix the necessary postage stamp, enter the
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requisite particulars in the Despatch Book, and despatch the mofussil
letters in a bag to the Post Office at the hours mentioned below : —

Town letters, Week days up to 11-30 A. M., on Fridays up to 10 A. M.

Inland letters and parcels, Week days up to 1-30 P. M. and afier, on
Fridays up to 10 A. M. ' )

Inland letters and parcels (Registered), Week days up to 1 P. M,
on Fridays up to 10 A, M.

Foreign letters, Week days up to 1-30 P. M., on Fridays up to 10 A. M.

Foreign letters (Registered), Week days up to 12-30 P. M., on Fridays
up to 10 A. M.

125. The Despatcher should see that the signed fair copies of all
letters and statements are despatched before the office closes for a holiday
and that all covers intended for the post are franked with a facsimile
stamp of the signature of Superintendent, Record.

126. In the Despatch Register the full particulars in the case of letters
(e.g., the number, the office to whom addressed and the number of enclo-
sures), is entered. With regard to half margins, however, only the
sectional number is entered to reduce work.

127. The despatcher should remain after office hours so long as all
the covers are not checked and sent to the Post Office and for this reason
the concession of coming late at 9 A. M. is granted to him. To fix the
responsibility of the despatcher a stay list may be prepared by week and
submitted to Assistant Accounts Officer through Superintendent, Record,
for confirmation at the beginning of each month.

Service Postage on communications addressed to private individuals and
Associations.

128. Letters sent by Government officers in their official capacity in
reply to communications of any kind received from private individunls
or associations should be despatched service paid.

Note of Change of Address of Governmeni Offices.

129. Intimation of change of address of Government Offices should
be noted by the Despatcher ; but it will primarily be the duty of the
Department from which the draft issues to correctly insert the address,
while the Despatcher will be responsible for seeing that the change in
address is followed.

Town Covers.

130. When covers are sent by a messenger of the office, they should
be entered in the peon book, in which the name of the messenger and the
time the covers were given to him should be noted.

Despatch of Valuables.

131. Packets containing wvaluables should be sent by trustworthy
messengers only, and S:é:erintendent,_Recozﬂ, should see that their deli-
very has been acknowledged in the peon book. Cheques, ete., intended
for realization and credit in the accounts, should be sent during the work
ing hours of the Bank. -
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132. When cheques, cash, bills of exchange, Government Promissor
notes or other valuables are to be sent to a Bank, the Despatcher wi
obtain the valuables from the Assistant Accounts Officer (Records), have
it packed in a sealed cover in his room, and note the amount on the cover
containing the forwarding letter as well as in the peon book, and depute
a responsible peon who will carry the letter to the Bank or other addressee.

133. Pre-aydit cheques are despatched by the Cash Depariment direct.
Despatch of Circuiars and Correction Slips.

134. Every Saturday the Despatchers should issue circulars and
correction slips that are received within the week. Urgent circulars, etc,
should be sent to the Superintendent, Record, by the sections concerned
with a special request for early action.

Despatch of Appropriation Accounts.

135. One method of despatch of the Appropriation Accounts to the
various newspapers must be made use o¢f. They should all be sent
through the post or all by a messenger on the same day. This is necessary
so that the various newspapers will receive the publication approximately
at the same time. ;

Additional Duties of the Head Despatcher,

136. The Head Despatcher will prepare an indent of Stamps in tripli-
cate on or before the 20th of each month. He will also submit a weekly
account of the stamps used to the Superintendent who will submit a

uarterly report to the Assistant Accounts Officer of the verification of
the stamps in stock on the 22nd of the month following the gquarter.
Every Monday the Head Despatcher will submit the Diary of Returns to
the Superintendent, Record, for A. G’s inspection. On the 5th May
every year he will also circulate the eurrent Diary of Returns amongst
the%uperintendents of the sections for necessary corrections.

Search of Despatchers’ Pigeon Holes, eic., by Superintendent,

137. The Superintendent will, before leaving office, examine daily the
pigeon holes used by the Despaichers with a view to see that no papers
are left in them which might have been despatched on the date of receipt.
If any such papers are found, they will be shown to the Assistant Accounts
Ofiieer on tIEe following morning.
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CHAPTER V.

THE RECORD ROOM.

General Arrangement

138. The records of the office will be kept in four rooms on the ground
floor of this Building. These rooms will collectively be called the “Old
Record Room”. The procedure in connection with the records kept in
the Old Record Room is described in the following paragraphs.

Old Records.

Voucher Files.

139. Cash accounts and vouchers of T. A. D, G. A. D. and other
sections of the prepeding year except those of Fund and Deposit sections
will be received by the Old Record in two batches, viz., Files from July
to March on the lIst October and those from April to June on the 1st
March of each year and kept arranged in the Record renm on the
ground fleor. The voucher files of the Deposit section are received quar-
terly on the 15th of July, October, January and April and the Records of
the Fund Section are received half yearly on the 1st of June-and the 1st
of December. The files with labels pasted on their backs indicating
clearly the class of vouchers, month, year, etc., and accompanied by a
list will be taken to the room and will be arranged on the shelves by the
peons of the Old Record. The Record-keeper will acknowledge their
receipt on the list. A list of the Files received will then be prepared by
the Assistant Superintendent, Record, and those wanting called for. Any
files not properly labelled will be refused by the Record-keeper.

140. When any file is required, the Record-keeper will issue it in
exchange for a formal requisition slip, which he will file on a separate
wire file for each class of records. The file required will be taken down
by the peon of the section wanting it. When a file is returned, the clerk
returning it must see that he obtains and destroys his requisition slip.
As far as possible, files should be consulted and replaced at once and not
removed from Record-room without good reason. If removed, they must
be returned as soon as possible. The Record-room will be open from
8 to 10 A. M. daily for the purpose of complying with requisitions,
and no files will be isued before or after these hours, however urgently
required, unless the requisition is signed by the Branch Officer.

The Record-keeper’s Duties.

141. The Record-keeper is respansible for the proper custody of the
files, and should see that files taken out therefron'lf are rf.‘tm:'ne(?lr within
two weeks. The Examiner of the Reference Group in the Record Section
will examine the wire files weekly from the oldest requisitions upwards
to see that reminders are regularly sent for the overdue files, and report
to the A. A. O, through the BSuperintendent, Record, cases in which
records have been retained by sections beyond 3 weeks. The Superin-
tendent, Record will also review the wire files and report bad cases of
delay to the A. A. O. and the Branch Officers.concerned,

142. No one who is not an employee of the Record Department will
be admitted into the room, unless taken in and allowed to consult records
under the Record-keeper’s eye. No paper may be removed from a file
without first notifying Reeord and inserting an explanatory slip, to aid
its subsequeut recovery. This slip should be signed by a Superintendent.
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'143. The Record-keeper will be in-charge of the following records
which are preserved in the Old Record :—

(1)

All voucher files more than one year old.

(2) Classified Abstracts, Detailed Books and Consolidated Abstracts

(3)
4)

(5)

(6)
(7)

and Exchange Account and P. W. Abstracts.
Journals and Ledgers.

Salary, Establishment, Travelling Allowance, Contingent, Perio-
dical and Special Audit Registers excepl the current sets as
well as those used immediately before them.

All letters and Bundles more than 2 years old, Outward Diary
Registers and Transit Books more than 2 years old, Bundle
Registers more than 5 years old and all Inward Diary Registers
more than 2 years old.

Old P. W. Records.

Deposit Registers, Bank Sheets, Pension Payment Registers, etc.
ete.

144. The Record-keeper is held responsible for the following :—

(a)
(b)

{c)
(d)
(e)

(f)

(g)

(h)

that all records are kept in order and in their proper places ;

that all registers, files, bundles, etc., are duly labelled or
numbered ;

that the indices are kept up-to-date;
that no records are lying on the floor ;

that no records are admitted into the room which he has no
authority to receive ;

that no recoerds are removed from the room without due

permission ;

that all records given out are duly returned to the Record
room ,

that no unauthorised person is permitted to have access to the
Room ;

145. The Record-keeper is also responsible for the safety of the rovms
while open during working hours, and he will see that no one smokes or
carries fire in any form into these rooms,

146 The Record-keeper will see that the Record-rooms are duly
ventilated and kept clean and in order ; bits of paper, pieces of string and
other rubbish are not to be left lying about, but should be removed daily.
He will also have the records examined from time to time to see that they
are not attacked by white-ants, and take prompt measures to exterminate
them on the least indication of their presence.
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Receipt of Records.

147. Any records that are to be received will be taken over in the old
record room, and those requisitioned for will be handed out from this room
with the Record-keeper’s permission only.

Records that may not be admitted into the Record Room.

148. No records may be taken over by the Record-keeper that do not
require to be preserved for more than three years unless there is a
special order to the contrary in any case. Such records will remain in
charge of the Department or Section concerned, and, when no longer
required, will be destroyed and consigned to the waste paper room in
ccnsultation with Superintendent, Record. These papers should not be
left in the verandahs to be taken charge of by Record. A detailed list of
the records to be kept and destroyed by sections, as well as those intended
fer the Old Record Roora, will be found in Appendix D of this Manual.

149. The Record-keeper will submit to his Superintendent for orders
any records intended to be preserved for more than three years and not
included in Appendix D which, on presentation at the Record room, he
may have reason to bel'eve, should not be admitted for safe-keeping.

Admission of Records,

150. Any records that require to be kept for more than three years
and are in good condition may be admitted into the Record room. Records
affected by white-ants or otherwise damaged, will not be admitted without
being first thoroughly disinfected or repaired. In such cases the Superin-
cendent, Record, will report the fact to the Gazetted Officer-in-Charge of
the section concerned, and severe notice will be taken if the damage is
due to neglect on the part of the clerk-in-charge of the particular record.

151. The Record-keeper should, at the end of each year, take over for
safe keeping any records that he is authorised to receive and for which
space is available in the rooms. He should be responsible for the removal
of the records from the sections to old record rooms by the 22nd October
and ?2nd Mar-h each year. He should remove the voucher files of
T. A. D. from July to March last year to Old Record by the 22nd
October and those from April to June of the current year as well as all
Registers to be preserved for over 5 years by the 22nd March. He
should also see that the lists of the records o be kept in the Old Record
Room are sent to him by the several sections (except Establishment
Section) regularly by the lst October and 1st March of each year. No
section can be considered to have complied with these requirements until
its list or book has actually been received by the Record Section and
acknowledgement thereof obtained from it.

The voucher files of Deposit Section will be sent to Old Record with
2 book providing columns for (1) Date, (2) Description of records, (3)
Period, %}l No. of vouchers, (5) Receipt of Record-keeper, and (6) Re-
marks. e records of the Fund Section will be removed to Old Record
once a year, i.e., by the 22nd March each year.

If at the time of receiving records the Record-keeper finds any records
incomplete he will at once bring the fact to the notice of the Superinten-
dent, Revunrd, who will communicate with the Section concerned and
report to the Gazetted Officer-in-Charge of Record Department if the
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record cannot be comﬁleted by the section concerned immediately. The
Old Record-keeper will refuse to take charge of records thrown out into
the Verandah or brought to him in any other way.

{Vide Office Order No. 522, dated the October, 1935 and A. G's Order,
dated the 7th October, 1936, filed in Fund Section Notes and
Orders Bundle, Volume I1I.)

152, On receipt of the records in the Record room they will be duly
mdexed and placed in the racks provided for that particular class of
records. Once any record has been admitted into the Record room, it
ceases to be a Departmental record (i.e, a record in the charge of any
Department of the office) and the onsibility for its future safe custody
lies with the Record Department. Siould it be given out of the Record
room at any later time, it will be the duty of the Record-keeper to see on
its return that it is in good condition before it is accepted.

153. The responsibility for the return of a record lies with the-person:
who takes out the record.

Arxrangement of Records,

154. All records beionging to the same department, class or kind, will
be kept together in one line and on the same shelf as far as practicable
or continued to the next. Records of one period must not be mixed up
with those of another. and those pertaining to each period should be
arranged in the same order.

155. A vacant spaee should be left as far as possible after each class
of record to provide accommedation for similar records of future years.
As the records of the older years are destroyed year by year, after the
lapse of the prescribed period, fresh space becomes available for the
reception of fresh records.

156. Thus it will not be necessary, except occasionally, to re-shift any
records. In some few cases re-adiustment may be found mecessary but
as a rule, and if possible, records should move from place to-place, more
particularly if they are old.

157. Registers and other bound volumes will be placed: with their
baeks exposed to view in reﬁ.ﬂu lines on the edge of the shelves on which
they are placed ; none should. be pushed in further than is necessary. The
more even and regular the ling the easier it is to pick out the required
register.

158. The books should be:sc placed as to admit of a volume being
removed with ease; all overcrowding should be avoided, as it tends to

damage the binding.

159. Bundles must be carefully put away. Accommeodation should
not be unnecessarily wasted, and bundles should, therefore, be placed
one above the other and in Hme, and so arranged that the labels may be
easily gfead. Any signs. of carelessness in this respect will be faken
notice of.

160. No records ofariy kind .may be left on the floor, on.the.window-
<ills or placed below the lowest shelf of any rack.
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Rules regarding the weeding and destructions of Records.

161. The sections sending records to Old Record Rooms will prepare
Ests of records in Form No. Sy. 307 as well as in Form No. Sy. 357 filling
in only the first half of these forms. The different classes of records to
be preserved for the same period should be shown scparately in the same
lists and separate lists should be prepared for different classes of records for
different periods of preservation. The Old Record-Keeper will retain the
lists prepared in Form No. Sy. 257 and return lo sections the lists prepared
in form No. 307 after putting his initials in them in token of his having
received the records entered therein and will thereafter take special care
to fill in correctly the remaining columns of the lists retained by him
after the records entered therein have been completely arranged in the
Old Record Rooms. These lists will then be bound in separate volumes
according to the different periods of preservation.

(ii) On receipt in the Old Record Branch the relevant particulars
relating to the records will be entered in a register in Form No. Sy. 257 ;
gpecial care being taken to fill in correctly the column relating to the year
of destruction. e entries in the register should be neatly written and
the items comprehensively described.

(iii) The form which should be printed on strong paper, will be
pound into registers of sufficient thickness to last for about 3 years. These
registers- will be permanent records and should be carefully preserved.
The pages of each register should be serially numbered and the volumes
brought into use from time to time should also be numbered in a
consecutive series. When a new volume is brought into use, the Old
volume should be closed by preparing on its fly-leaf a simple index to
show in what years the records named in it are due for destruction.

Paze.
Year No. of-
Ttem.
4 6
1952 .. —_ R
39 54, 58
9
1953 . ,
82, 865, 88.
5 7
1954 s —— —_——
a8 89

(iv) In the month of August of each year the weeding of records for
destruction will be taken in hand under the supervision of a senior clerk.
The entries in the column relating to the year of destruction will indicate
which records are due for destruction in any particular year. When
selecting the records for destruction it will be necessary to consult all
the earlier volumes of the register and il is to facilitate this part of the
work that an “Index” has been prescribed in the previous rules.

(v) No records will actually be destroyed except with the sanction of
the Accountant General. For this purpose a list will be made out in a
bound register of all the records weeded out for destruction and his
approval thereto will be obtained in writing. This register should be
carefully preserved as being the actual authority for the destruction of
the records detailed in them
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(vi) When the destruction has been completed the clerk-in-charge
will, under his dated initials, write against the item in the “Remarks”
column of the Register the word “Destroyed” and alse give a reference
to the orders of the Accountant General sanctioning the destruction.

Index slip of Record made over to the Old Record Branch,

Record
Register

Period e

Name of

......................................................

Year due for des TUCiION. ..ttt vt ittt ie it es cbasaerasesonaanrenas

(Dated signature in full of the Superintendent.)
(Auditor General, Undivided India's No. 809-Admn/512-27 dated 19th June, 1923.)

162. The index will show in detail exactly what records are preserved
in the room, giving the class, number and description of each. Sufficient
hlank space will be left in the index of each class of records to provide
for the entries of many years.

163. The Recerd-keeper will have the indices in his personal custedy
and will be careful to keep them up to date. On no account shall they
be allowed to fall into arrears.

Destruction of time-expired Records.

164. As old records are removed for destruction, they will be struck
off the Index under the initials of the Record-keeper, and as new records
are received, they will be entered under the appropriate class below the
last entry. The Superintendent of the Record Department will check
25 percent of the records removed for destruction, and initial those entries
in the Index which he has checked; and the Officer-in-Charge of the
Record Department will alse review some portion of the records removed
for destruction before they are actually destroyed.

165. It is the duty of the Superintendent, Record Department to see

that all old records are destroyed immediately the period fixed by rule
or order for their retention has elapsed. A

166. All records should be torn up before removal from the Record
room for sale or destruction.

167. Records are destroyed as follows:—

(a) Bills, Cheques, Remittance Transfer Receipts and the like
will be burnt.

(b) The paper of all other records will be torn onto at least four
pieces and then sold and the proceeds credited to Government.

Note~Serviceable mill-boards and covers will be retained for further use.
The excess over requirements will be sold.

168, Waste papers are sold under the orders of the Accountant
General.
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169. In September and March each year the D. A. G. (Record) will
conduct an inspection on the state of old records with the help of the
Test Audit Staff in September and H. A, D. in March and submit a report
thereon to the A. G. on the 1st August and 1st February respectively.

(VideC.C.A’s letter No. T-1577:Admn/469-30, dated 16th October, 1930.
Dy. India 140/TM 152, also O, O. No. 1140, dated 12th September, 1931).

File Boards.

170. File boards should be used, with periodical repairs, till the boards
themselves break. The reiairs may be carried out by the office duftry.
Brown paper and tape for the purpose should be obtained from the Deputy
Controller, Stationery, (Forms and Publications) ; Government of Pakistan,
Central Stationery Office, Dacca and file bands with and without tape
also from the same authority.

File Boards which are beyond repair should be sent to the Govern-
ment of Pakistan Press at Dacca.

[Memo. No. 100-10-S2-P, dated the 20th September, 1932, from the Controller
of Stationery, Printing, (undivided) India, Tvy. M. S. 4601-Rec-394.]

Destruction of (B) and (C) File Letters and Bundies.

171. Letters filed D will be taken out after the close of the year to
which they appertain and destroyed in current record and the remainder
made over by the Recorders and the Reference Clerks to the Record-
keeper at the end of the year following that to which they appertain.
These will be passed through transit book (Inward and Outward) pres-
cribed above and the Diary Books, in which the Record—ketgyer will
acknowledge receipt against each entry. Letters marked B and C will

be taken out by the Record-keeper after 10 and 5 years respectively and
destroyed.

172. A list of letiers which are not delivered or accounted for to him,
if any, will be prepared by the Record-keeper and submitted to the
Superintendent. e Recorder will be held responsible for them, if he
had received them from the Reference Clerks, otherwise the latter. The
Superintendent will be responsible for effecting an early settlement.

173. In connection with the making over of filed letters more than
one year old by the various sections of the office to the Old Record-Keeper
as laid down in paragraphs 171 and 172, Record Manual, the reference
clerk of each section will in future weed out the “D” filed letters for
destruction and then make over the A, B and C filed letters io the Old
Record-keeper at the end of the year following that to which they apper-
tain, arranging them properly in chronological order.

The reference clerk will go personally to the Old Record-Keeper and
help him in comparing the filed letters with the entries in the inward

and outward diary registers through which the letters and drafts are
made over. ' '

(0. O. No. 282, dated ﬁnd August, 1934, No. 54 dated 12th January, 1935.)
174. The Record-keeper will see that all volumes are properly labelled.

Should any label be inj]ured or become defaced, or drop off from any
volumes new label should be attached to the volume. _
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175. When any new record is taken over by the Record Department,

it will be duly entered in the Index and thereafter deposited in the place
allotted to it.

176. Ol1d bundles fastened crosswise with one and not two pieces of
strong twine with the-knot securely tied at the top of the bundle are filed
in Old Record with printed labels showing its contents.

Issue and Return of Letters, etc., from Old Record Room.

177. No filed letter, case or other record can be issued from the Record
Section, except on a formal requistion signed by a Superintendent. When
the requisition-is received, the Clerk-in-Charge will take out the letter
and take possession :«of the requisition.

178. A sliprbearing the number, date of the letter, the name of the
person to whom it has been issued and the date of issue wiil-be placed
in the file in the place of each letter that has been given out.

179. The Requisition Slips for the reeords issued from the Old Record
Department should be kept pasted in Guard Files, one being maintained
for each Section. These Guard Files, should be kept under lock and key.
The reminders for return of the records should be issued from these files,
the date being noted on them,

180. On the return of a record the Record-keeper will detach the
requisition slip.on which the record was originally supplied and return it
to the indenting section or person. The responsibility for the safe custody
of the records issued from the Old Record will be for the time being with
the indenting officer or with such other officer as may take it from him
until the record is returned to the Qld Record room.

Reminders for return of records issued.

181. All filed letters, cases and records issued are returnghle.within
ten days. If any are not returned within this period, a formal reminder
will be issued on the eleventh day, when the document must be returned
or a fresh receipt granted. '

182. In"the case of letters and cases the Clerk-in~Charge will keep.all
the requisitions separately by sections, and will, within ten ‘days at the
outside demand baek the letiers, and on replacing them in their bundles
return the reguisitions.

183. If any record is outstanding for more than a fortnight after date
of issue, it should be brought to the notice of the Superintendent, Record,
who on faiting to recover the record will report the matter to the Assistant
Accounts Officer. :

184. Records returned to the Recordroom will be immediatel
replaced in their proper place and not at the convenience of the Record):
kl:aeperd. The work of each day must be completed beifore closing-for
that day.

185. Qnce every week the Examiner of Reference Group will ﬁo
through the Guard Files sf Requisition Slips gl records issued from the

01d Record to see that reminders have been issued for all outstanding
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records and report to the Gazetted Officer-in-Charge through the Superin-
tendent, Record, cases in which records have been retained beyond 3
weeks. The Examiner should put his dated initials on the forms provided
for the purpose in the Guard Files in token of his having examined the
slips. The Superintendent, Record, will also review the register once a
month and report bad cases of delay to the Gazetted Officer-in-Charge of
defaulting sections through the Gazetted Officer-in-Charge of Record. The
Superintendent should also put his dated initial in the form in token of
bis having reviewed the guard files. _

Admittance inte Record Room.

186. No. strangers, visitors, or other outsiders will be admitted into
the Record room, except under the special orders of a Gazetted Officer
and no person who is connected with tg:c office will be allowed admittance,
except on business. So far as possible, no person should be admitted into
the Record room, admittance s?muld be the exception and not the rule.

187. When office staff visii the Record room with requisition slips
and take away old records for use in their sections, it is the duty of the
Record-keeper to see that only the requisitioned document is taken and

nothing else.
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CHAPTER VI.

MISCELLANEQUS.

Undiarised documents and their treaiment in Record,

188. Besides leiters and Unofficial cases, the disposal of which in the
Record Branch has been described in the previous chapiers of this Manual,
other miscellaneous papers, accounts and periodical returns are received
in the Record Branch. They are not indexed but Special Transit Books
are maintained by the Receivers to watch their receipt and to forward
them to the various sections of the office. Appendix B of this Manual
gives a list of these papers and indicates the sections of the office to which
they are to be sent. The principal items of these miscellancous papers
are mentioned below and the manner of their treatment in Record is
described in the paragraphs which follow :—

(1) List of Payments and Cash Accounts of T. A, D.

(2) Accounts of P. W. Divisions.

(3) Exchange Accounts.

(4) Deposit and Clearance Registers.

(5) Judicial fines and Miscellanecus Receipt Statements.
(6) Pre-audit bills received by post, Railway credit notes.

(7) Rent Rolls.
(8) Detailed lists of Establishment.
(9) Miscellaneous papers :—

(i) On the Civil Side~~Award Statements, statement of sale of
old stores and materials, vouchers, schedules, etc, not
accompanied by List of Payments, absentee statements,
London Invoice, Tonnage Accounts, Cpium Accounts, Ship-
ging Master’s Accounts, Hospital Port Dues Fund Account,

tamp Account, List of Lapsed Deposits, Mortality Return
of Pensioners, ete.

(ii) On the P. W. Side—Audit notes, advice of {ransfer debits
and credits, acceptance of transfers, monthly list of trans-
fer debits and credits, vouchers appertaining to Publie
Works Accounts.

(iii) Local Audit—Audit explanations on audit reports, ete.
(10) Half maigins.

(11) Charge reports, leave reports, last pay certificates, personal
letters, proposition statements, reappropriation statements, post
copy of telegrams, Budget estimates, advice of remittance fo
Bank, Pension verification, application for lapsed deposits,
declaration of General Provident Fund subscribers, acknows-
ledgement of permanent advances, Inspection Reports, ete.
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General Provident Fund Subscribers, acknowledgement of permanent
advances, Treasury Inspection Reports, etc.

189. Three kinds of Transit Registers have been standardised for the
transmission of the papers mentioned in paragraph 188 ante to the sections
concerned. These registers are described below :—

(i) Transit Register of Inward Returns (S. Y. 392 Quter) with fly-
leaves. This register should be used for the transmission of
accounts, returns and papers of like character.

(ii) Transit Book of Half-margins (S. Y. 441). This book should
be used for sending replies received on half-marginal communi-
cations issued from this office.

(iii) Transit Book of Miscellaneous Undiarised documents (8. Y.
179). This book should be used for sending all papers other
than those menticned under items (i) and (ii).

These registers should be cleared by the receiving sections with dated
initials each dag and any delay in clearance should be reported by the
Distributor to Superintendeat, rd, for necessary action.

Receiver to watch the receipt of the Accounts.

180. The Receiver is rcsponsible for seeing that every treasury and
other periodical accounts received on the due dates are sent to the T. F. L
Section at once. When any list or account is overdue one day, a reminder
should at once be issued by the T. F. I. Section and an explanation called
for. Any delay beyond tl‘;ree days should be noticed by telegram. In
every case of delay, the Receiver should inform the section concerned of
the fact on the day on which the delay commences for necessary action
by the Section.

191. The Assistant Superintendent, Record, shall examine the Receiv-
er's Registers twice a month with a view to see that all papers entered
therein have been duly received and acknowledged by the sections con-
cerned with dated initials. The Assistant Superintendent shall submit
a report to the Assistant Accounts Officer through the Superintendent,
Record, showing the results of his examination of these registers.

192. The arrangements for the free supply to the non-paying Depart-
ments of the Government of Pakistan, of the Publications of the gompi.rol-'
ler and Auditor General, the Government of Pakistan, Ministry of Interior
and Ministry of Education. and Public Health, and the undermentioned*
publications and correcticas thereto issued by the Government of Pakistan,
Ministry of Finance have been discontinued.

* 1. Budget Volume.

. Fundamental Rules.

. Supplementary Rules,

Civil Service Regulations and Appendices.
. Book of Financial Powers.

- Public Accounts Committge Report,

- T I VR
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Supply of Defence Department publications.

193. The following arrangements were made regarding supply of
Defence Department publications to the Comptroller and Auditor General
and to the heads of offices subordinate to him :-—

1)

(2)

The existing arrangements whereby Defence Department publi-
cations relating to cantonment funds were supplied to the Civil
Accountants General free through the Comptroller and Auditor
General.

Two copies each of Defence Department publications containing
financial rules and orders which affect receipts, expenditure or
arrangements within the scope of audit (including' the publi-
cations to be issued by the Military Accountant General)
which used to be issued from 1939 would be supplied free to
each of the heads of the Civil Audit offices. The Decfence
Department would also supply free one copy of the Paliistan
Army List to each of the Civil Accountants General ard Comp-
trollers and one copy of the Pakistan Navy list to the Accountant
General, East Pakistan. Any extra copies of these books would
hsve to be obtained on payment.

In respect of publications already issued the existing arrangements
whereby copies of those publications and correction slips thereto were
being supplied to the late Accountants General and Comptroliers f-ee in
individual cases will stand, in other cases copies of those publications may
be obtained on payment, if necessary unless contrary crders are received
from the Comptroller and Auditor General of Pakistan.

(Vide Auditor General’s endorsement No. 529-Admn. 11/112-37 dated the
5th January, 1939, Dy India-2717/Rec. 721, dated the 6th January,

1939, filed in the Misc. Bundle,)

Distribution of printed statements, newspapers, Gazettes,

Time Tables, etc.

194. Books and publications etc., purchased or obtained free are distri-
buted as follows :—

{(a) Printed Statements.

Following statements or returns are received from the Issue Depart-
ment of the State Bank of Pakistan on the dates mentioned against each.
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Besides these statements or returns a statement of Government of Pakistan
Treasury bills is also furnished as and when they are issued or discharged.

o Description of Statements
Serial No. Form No. or returns. When due.
1 Res.-1 | Statement of Currency Transfers, | Doily.
2 C-1 | Statement showing the balances| 7th of each month.
of small Coin depol at the end
of preceding month.
3 A-11 | Statement of Remittances thro-| 3rd of cach month. .
ugh Currency. betwecen treasurics
in the Province and the State
Bank of Pakistan.
4

Res.~12 | Statement of foreign remittances. | 23rd of each month and
5th of subscguent month.

Certificate of actual verification | 1st July.
and statement of balances of
small Coin slanding on 30th
1June.

‘| Payment and Receipt of Central | 1st working day of the
and Provincial Government following month.
Acgounts during the month,

Note.—~The procedure will continue to be followed in the case of similar
statements that may be received in this office from the State Bank of Pakistan. :

(b) Books of Publications.

All Books and publications received in the office will be entered (in
the order of receipt) in a register showing name, number of copies
received, and the departments to which they have been distributed. A
copy of each new book (except Railway tables) received in the office will
be kept in the Library, and spare copies, if any, issued to the sections
concerned.

(¢) Newspaper and Periodicals.

The “Statesman” and “Morning News” and the “Dawn” will be sub-
mitted to the Accountant General and circulated. among the Gazetted
Officers and then filed. At suitable intervals the accumulations of {hese
papers will be sold as waste paper. The sale proceeds will be credited to
Government.
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(d) GAZETTES.
(i) Goazette of Pakistan.
Three complete copies are received, one copy is sent to G. A. D, one

to T. M. and the third is circulated among all the gazetted officers and
filed in Library in half-yearly files.

(ii) Dacco Gazette.

Five complete copies and three copies of Part I only are received in
the office and distributed as follows :—

Copy to Bk. after A.G’s perusal. .. .. .. 1
Copy to W. A. .. - .- .- .- R |
Copy to L. A. .. ‘. . .. e . 1
Copy to G. A. (with 3 copies of Part I) .. .. .. 1

Copy filed in the Library after it has been circulated
among D. A. G, (Civil), A. A. Gs, (P. A, T. A. D,
and Pen.), A. A. Os. and all Sectional Superinten-
dents other than those of Bk, G. A, W. A.and L. A. .. 1

Total .. 5

(iii) Police Gazette.
Three copies of the East Pakistan Police Gazette are received by the
Librarian and sent to the Police and G. A. Sections where they are filed.

(e) Time Tables, etc.

(f) Free Supply of Local Government Publications.

J) 18 copies of History of Services of Gazetied and other officers
serving under the Government of East Pakistan, Parts I and IT and 62
copies of the Civil Budget Estimates (final edition) will be supplied free
of rost to this office by the Government of East Pakistan.



45
(ii) Railway Time Tables (Quarterly).

Copies of Quarterly Railway Time Tables are purchased by Record
and distributed to all Audit Sections including Administration.

Number of Copies.
Section.
E. B. Railway. N. W. Railway.
G. A. Section 1 1
Cash . 1 1
Admn. . 1 1
L R. -
1 1
H.S.E. ,,
Med .
A M.T. ,,
1 i

G.A.M.1,,
G.A. M. 11,, J]
M.G. ,,
Al o 2 1
T.E. .
Pol . 1 1
Ednl . 1
Edn 1l ,,

- 1 1
R.S.P. ,.
FoodI ,,
Food 11 ,, J

Total ... 9 8

Note 1 :—These tables are filed in the sections concerped, and given up for sale as waste

paper when asked by Record.
Note 2 :~Coaching and Goods Tariffs are issued occasionally and purchased when

required.
(iii) Steamer Time Tables.

Two copies of the Time Tables of the I. G. S. N,, or any other Navi-
ation Company may be purchased by Record and sent to C. W. L, F. P. F,,
i V. E. and C. J. S. and G. A, respectively.
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Distribution of Codes; Manuals, etc., and their Correction Slips,

195. The distribution of Codes and Manuals within and outside the
office is rggulated according to the scale given in A ix E of this
Manual. The same number of correction slips will also be issued to the
officers or departments mentioned.

In this connection the following instructions should be carefully
observed ;: — '

(i) Copies intended for the High Commissioner for Pakistan in the
United Kingdom, should be seni, together with a distribution
list, to the Manager, Government of Pakistan, Central Publi-
cation Branch, Dacca for transmission to the High Commisgioner.

(Vide A. D, G, 33 Rec.-12-25, dated 30th Januarg;ulngv, DE' A. D, G, 942 and
Manager, Publication Branch 2483 1. D.- 3984-D., dated 22nd June, 1925, Dy, Rec. 1. 248 filed
in Pundle Rec. 4 of 1923-24.)

(ii) Whenever an Office Manual is revised or a new volume printed,
two copies of each such publication should be sent to the Comg-
troller and Auditor General with a forwarding letter in accord-
ance with his order No. 8 Rec. 402 Audit, dated 8th January,
1922 Dy. A. D. G. 79.

(iii) All orders of delegation of financial authority and Rules in the
form of Codes and Standing regulations should be forwarded
to the Comptroller and Auditor General by the Section con-
cerned after examination as prescribed in Articles 13 and 84
ete. of the Audit Code.

(iv) Copies intended for other Accountants General, the Departments
of the Government of East Pakistan and the Officers stationed
at Dacca and in the Districts of East Pakistan should be sent
with a forwarding memo., which should eontain an acknowledge-
ment form at foot.

(v) The distribution within the office will be made through a Transit
Register in which the acknowledgement of the Officer or the
Branch concerned will be taken,

(vi) The publications of the Central Government should, in future,
be issued on payment to consular officers or any identical offi-
Cers.

(Late Auditor General’s No. 287-Admn. II-147-32, dated the ISth May, 1932,
Dy. India-337-T. E. 427,)

The distribution of the Codes, Manuals, etc., and their correction slips
within the ¢ffice is made by the Forms Clerk and outside the office by the
Head Despatcher. The Assistant Superintendent, Record Section, is res-
ponsible for seeing that the distribution is made strictly in accordance with
the prescribed rule and the foregoing instructions and that no undue delay

accurs

194. The Civil Service Regulations, the Fundamental Rules and. Subsi-
diery Rules, the East Pakistan Financial Rules and addenda and corrigenda
thereto are not supplied by this office to offices under the audit control
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of this office but by the Government of East Pakistan, Finance Depart-
ment The Undivided Bengal Companion to Civil Service Regulations
if any available will be supplied to officers who have been supplied with
Civil Service Regulations by the Undivided Government of Bengal.

Printing and issue of Code corrections.

_197. The printing and issue of corrections to the books and regulations
issued by this office should be regulated on a sirictly monthly basis.

(Vide Late Auditor General’s No. 716-Code-80-31, dated 10th November, 1931,
Dy. India 122/Estt, 2040.)

Distribution of History of Services,

198. The History of services of Gazetted officers under the Government
of East Pakistan is distrtbuted by the Pakistan Press according to the

distribution list sanctioned by the Government of East Pakistan and the
Government of Pakistan.

Recall by Compiroller and Auditor-General of Codes, etc.

199. It sometimes happens that when the stock of codes and manuals,
etc, supplied under the Comptroller and Auditor General’s orders is
exhausted, the Comptroller and Auditor General orders the recall of spare
copies. The Distributor in this case should find out from the Register
the number of spare copies he has in his stock and enter into correspon-
dencc with the parties already supplied with the books to see whether any
copies can be spared by them. He should then collect all the spare copies
and send them to the Press informing the Comptroller and Auditor General
at the same time. So long as this is not done, the Comptroller and Auditor
General’s orders of reeall will be entered in the Pending Regisier. The

Register of the distributor; therefore, should contain the following
columns : —

(1). Number and date of receipt from the Press.

(2) Names of parties to whom distributed.

(3) Number of copies: distributed.

(4) Initial of the despatcher.

(5) Number and date.of letter of acknowledgement.
(6)° Number and date of letter of recall.

(7) ‘Number of copies returned.

(8) Number and date of letter forwarding the recovered books to
the Press.

(9) Number and date of letter intimating the abeve i@ the Comp-
troller and Audiior General.

This Register is.submitted te the Superintendent each time,; the corres-
pondence is made. _
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Review of stock of Codes.

200. A review of the stock of Codes and Manuals is made by the
Superintendent on the 5th of the month following a quarter and a report
submitted to the Assistant Accounts Officer.

Procedure for replenishing stock of the Comptroller and Auditor
General’s publications.

201. If any of the compilations of the Comptroller and Auditor
General is required to supplement the stock applications should be made
to h's office for the issue of requisite authority to the Deputy Controller,
Stationery, Forms and Publications, Government of Pakistan, Dacca.
Such applications should also specify the number of copies of the books
in question already in use and the circumstances justifying the proposed
increase in that number.

(Auditor General’s Memorandum No. T. 650-Code-32-31, dated 18th July, 193.1,
Dy. India 692-Estt. 1779.)

Distribution of T.M.—T.A.D. and other Circulars,

202. These circulars will be distributed within and outside the office
in accordance with the scale prescribed in A};:pendix F of this Manual
This distribution within the office is made by the Forms Clerk and outside
the office by the Head Despatcher. The Assistant Superintendent, Record,
should see that the distribution is made in accordance with the prescribed
scale and that no undue delay occurs. :

Office stationery and the duties of the Stationery-keeper.

203. Stationery will be kept under lock and key by the Stationery-
keeper who will issue the articles in office on the dates mentioned in
paragraphs 526 to 528, Office Procedure Manual. The Stationery-keeper
will issue printed forms to the different sections on the 2nd of every
month noting on the top of each the prescribed date of issue and see that
these dates are observed. A stock register, which also serves as an issue
register, is kept, showing the opening balance, the quantity received from
the Deputy Controller of Stationery, Forms and Publications 2nd the
quantity issued to each department. At the time of bringing the stationery
articles from the Stationery Office, the Stationery-Keeper of this office
will take with him one Routine Clerk for preparing in duplicate a list of
articles to be given delivery of by the Store-Keeper of the Central
Stationery Office, Dacca. These lists will be signed both by the Store
Keeper of the Stationery Office and by the Stationery-Keeper of this
office. The former will retain one copy and make over the other to the
latter. The Stationery Clerk on coming to office will re-check these
articles with reference to this list and enter them in Black ink in a Receipt
Register of Stationery articles to be started for the purpose. The entries
in this Register will then be submitted to the G.0. in-Charge of Record
Section for attestation. At the time of striking out balance of the stock
register at the end of each month, the quantities of articles received during
the month from the Stationery Office should be posted into the Stock
Register from the Receipt Register under the initials of the Superinten-
dent, who will exercise a close check over the totals of such receipts in
the Receipt Book. The above procedure may also be followed in respect
of the gestetner printing work done by the Central Stationery Office.on
behalf of this office.
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204. The postings in the stock register will be checked by the Superin-
tendent on the 28th of every month with the original requisitions of the
branches and closed and balanced on the last day of each month and
inittalled by him. The register will then be submitted to the Gazetted
Officer-in- ge for review. The Assistant Superintendent will verify
the balance in stock at the end of each quarter, and submit a report to the
Superintendent, who after satisfying himself about the correctness of the
report glaced it before the Assistant Accounts Officer on the 19th of the
month following the (}luarter. If there be any difference between the
balance in stock and that shown in the book, it should be reported to the
Accountant General, through the Assistani Accounts Officer for orders.

A Superintendent of the Outside Audit Department will verify the
balance in stock in September ew year and submit a report to the
Gazetted Officer-in-Charge <f Recora.

205. On the 1st of September the preparation of the annual indents
should be undertaken and completed and submitted to Assistant Accounts
Officer by the 10th idem so a3 to be copied and sent to the Deputy Control-
ler of Stationery, Forms and Publications by the 15th September. A single
supplementary indent is also allowed during the year. These indents
should be prepared in the prescribed printed form and in no case should
letter form be used.

Note.—The Central Statiorery Office is closed annua from 30th June to
15th July for stock taking and accordingly supplementary indents received after
the end of May are complied with until the stores are re-opened, unless the
indents are of an urgent or exceptional nature and countersigned by the Head
of the Depariment. .

208. Every indent should be checked by the Superintendent with great
care. The normal monthly consumption as worked out from the past
issues should be noted in pencil against each item and the quantity of each
article indented for together with the balance in stock should not, except
under special orders, exceed the requirements for the period of the indent
plus an allowance for 3 months’ requirements. The value of each article
should be checked with the latest price list received from the Deputy
Controller of Stationery (Forms and Publications).

207. The cost of the note sheet blocks is debited against the stationery
allotment. This allotment which under the present orders is worked out
at the per capita rate of Rs. 4 should therefore include, in addition, a
further sum (present figure Rs. 375) on account of the note sheet blocks.

208. With a view to seeing that the sanctioned stationery allotment
for the year is not exceeded, a register in the subjoined form will be main-
tained by the Stationery Clerk. At the beginning of each year the gross
and net allotment for the year will be entered at the right hand top of
the register and attested by the Superintendent and the Assistant Accounts
Officer, Record. As each indent is issued, the first four columns of the
register will be filled in by the Stationery Clerk. When the articles
indented for are received, the indent will be returned with the acknow-
iedgement memo. on the last page duly signed and at the same time the
fifth and sixth columns of the register will be filled in by the Stationery
Clerk and submitted to the Superintendent and Assistant Accounts Officer,
Record. for initials.

Indent of Skeleton Files,

209. These files are supplied by the Deputy Controller, Stationery,
Forms and Publications and should, therefore, be included in the annual
indent referred to in paragraph 205 ante. The cost of these files is not,
however, debited against the stationery allotment of this office. '

(Vide G. I. Central Stamp and Stationery Office, Sp, 1-3313,
" dated 30th July, 1825, Dy, Re¢, I-352.)

3
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end of each date. The Superintendent, Record, will check the balance jin
stock at the commencement of each day and initial the entries in this
account in token of its correctness.*

215. The stock should be verified by actual counting by the Superin-
tendent, Record D%pa.rtment, every quarter and a report submitted to
Assistant Accounts Officer on the 20th of the month following a gquarter.

Office Library and duties of the Librarian.

216. Librery and duties of the Librarian.—A detailed catalogue of
books in the Library is maintained in which the books have been grouped
into categories and sub-divisions according to their subjects.

In November each year the verification of the stock of library books is
done by an accountant of the Outside Audit Department Inspection Party.

217. Receipts—As a rule not more than two copies of cash book are
kept in the Library on the publication of a new edition; only one copy
of the older edition is aiso retained. Generally the books of the following
nature are kept in the Library :—

(a) Acts, Statutes, Statutory rules of the Government of Pakistan
and Government of East Pakistan.

(b) Proceedings of the Public Accounts Committee and Appropria-
tion Accounts and Cognate Volumes. :

(¢) Service Rules of the Central and Provincial Governments.

(d) Financial Codes issued by the Comptroller and Auditor General.
(e} Manuals of Civil Accounts Offices.

) gﬁnuals of the Departments under Government of East Pakis-

(g) History of Services of officers serving under the Government
of Pakistan and the Government of Fast Pakistan.

(h) Civil Lists of Central and Provincial Governments, Gradation
List of this office.

(i). Budget estimates of Central and East Pakistan Governments.

(j) Finance and Revenue Accounts, Journal, Ledger and Technical
Reports, Review of Balances.

(k) Annual Administrative Reports of the Government of East
Pakistan and its Departments, Capital and Revenue Accounts
of Residences in East Pakistan and Register of Buildings under
the Public Works Department.

On receipt of a book in the Library it is stamped with a Library
stamp at least in three places, i.e., inside the front cover, in the title page
and at the beginning of the first page, then entered in the catalogue under
the proper category and sub-division and numbered.

218. Issue—Books are issued from the Library onflﬁv on requisition in
the prescribed form (S-124) signed by a Gazetted Officer or a Superin-
tendent In filling up the form the Catalo%rue number (including book
number and shelf number) of the book should be given in addition to the
name of the book ; the name of the person and the section should also be
legibly written. A separate form should be used for each book. At the
time of issuing the book, the Librarian should fill in the requisite infor-
mation in form S-125 and keep it in the Shelves in place of the book
removed. As soon as the book is received back and replaced on the Shelf
the form S-125, should be removed. The person borrowing the books
should see that the books are not unnecessarily detained.
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219. Duties of the Librarian.—The Librarian should see that the
books and the shelves are properly dusted every-day and that the Library
is generally kept in a clean state. Once every quarter he will have the
pooks removed from the shelves and have them cleaned and the books
replaced after a thorough cleaning. He will see that the books do not get
damage through carelessness either on his own part or on the part of the
borrowers and he will promptly bring to the notice of the Gazetted
Officer-in-Charge through the guperintendent, Record, any damage done
to the Library book and obtain his orders. He will submit to the Superin-
tendent for necessary action a list of volumes which require rebinding or
repair. He will post all correction slips to the relevant books as soon as
he receives them. Each correction should be entered individually in the
Note of posting of correction slips wherever appended at the end of a
book of reference. Every month on the last working day he will furnish
a certificate in a register to the effect that correction slips as entered in
the correction slip distribution register has 'been posted in the hooks
concerned. Every Monday he will examine the requisition slips: and
issue reminders through Superintendent, Record, for the return of the
books which are detained for more than a fortnight.

220. Duties of Assistant Superintendents—On the first Monday of
each month the Assistant Superintendent, Record Section, will examine
the requisitions to see that reminders have been issued in time where
necessary and report through A. A. O.,, Record, the cases. in which the
books have been retained for more than a month for orders in each: case
by the Supervising Gazetted Officer-in-Charge of the Record-Section. He
will also test-check every month to see whether the Library books are
being kept corrected and record a certfficate to that effect!in the register
in which the Librarian submits a report regarding the work of posting
of correction slips. _ '

The Superintendent, Record Section, is responsible for seeing that the Library
is managed in accordance with the above rules. He will also see that the latest
edition of Statutes, Codes, etc., are kept in the Library as soon as they are pub-
lished. He will inspect the Library quarterly and verify the catalogue by suitable

test-check.

221. Destruction of Books and Publications.—The following books and publi-
eations should be destroyed after the periods noted against each —

Periodical Publicativn.

Name of Publication. Period of Preservation.

1. Census Reports ... May be kept till the issue of
the next report.

2. Report on Currency and Finance (Issued by the State

Bank of Pakistan). ... 3 years,
3. Statistical Abstract of Pakistan - .. 1 year.
4. Miscellaneous Reports ..o 2 years.

Appropriation Accounts and Audit Rports (Central 1§ yeays,
and Provincial).

w

6. Finance Accounts (Central and Provincial) ... 10 vears.
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th

Periodical Publication - contd.

Name of Publication.

Period of Preservation.

10.

11.
12.

13.

16.

17.
18.
19

20.
21,

22.

23.

24,
29.
26.
.

28,

30.

31

P.A.C. Reports (Central and Provincial)

Epitome of Pakistan P.A.C. Reports

Classified list of officers in the Finance Departmert

History of Services of officers of the various Department
of the Government of Pakistan.

Classified list of Goverrment of Pakistan Department

Gradation list of Account offices

Quarterly Civil List (of certain Department of Govern-
ment of Pakistan)

Pakistan Army List ...

Finance and Revenue Accounts

Demands for grants

Pakistan Army Orders e

Army Instructions (Pakistan) . ||

Air Force Instruction I>

Air Force Orders

Index to proceedings of the office of the Comptroller
and Auditor General.

Budget Estimates

Statistics compiled from the Finance and Revenue
Accounts of Pakistan.

Journal, Ledger and technical Reports

Review of Balances

History of Service of the Government of East Pakistan
East Pakistan Civil List

Civil List of other Provincial Government...

Civil List of other Department of Government of Pakistan

Annual Administrative Reports of the Department under
the Government of East Pakistan.

Capital and Revenue Accounts of Residences

Till the issue of the relevant
epitome.

Permanently.
5 years.

5 years.

1 year.
2 years.

1 year.

1 ycar.
5 years.

3 years,

Permanently.

3 years,

5 years.

5 years.

5 ycars.

30 years.

3 years.
i year.

3 years..

10 years.

3 years,
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Nou-Periodlcal Publication

Name of Publication. Period of Preservation.
1. Constitution of the Islamic Republic of Pakistan Permoanently.
2. Acts of the Pakistan Legislature Till their inclusion in the
publication—Un-repeuled
Central Acts.
3. Un-repealed Central Acts Till the issue of the next
edition.
4. Provincial Codes (Acts) o Till the issue of the next
edition.
. Comptroller and Auditor General's Publications Permunently.
6. Railway and P. & T. Audit and Account Code Till the issue of the next
edition.
7. Account Office Manuals Till the issue of the next
edition,
8. Financial Codes, Manuals, e¢tc., of tne Provincial Till the issue of the next
Government. edition.
9. Civil Service Regulation Permanently.
11, Army Regulation Till the issue of the next
edition.
11. (@) PW.D. Code ...
(b) Forest Department Code ... Permanently.
(c) State Railway Code
12 Miscellaneous Manuals of other Departments Ti‘:‘l}l the issue of the next
1tion,
13. Income Tax Manual Till the- issue of the next.
edition.
14. Codes and Manuals of Currency Depestment Permanently.
15. Proceedings of Conferences of Provincial Financial Permanently,
Representatives.
16. Miscellaneous Rules (Rules relating to other Departments Till the issue of the next
with which the:Comptroller and Auditor General is not edition.
directly concerned).
17. Qeneral Provident Fund Rules, Family Pension Funds Permanently.
and other Service Funds Rules.
18. Government Servant Conduct Rules Till the issue of the next
edition.
19. Afotment of Residences Rules... Till the issue of the nexi
editiom
20. Reports by Commissioners asd Committees, eic. Permanently (Separate order
should be obtained in the
case of those-gropnud_/ to
be weeded out).
21. Treaties, Engagements and Sanad:

Till the issue of the next
edition
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Non-Pricdical Publication—contd.

Name of Publication. Period of Preservation.

22. English Publications :—

(a) Epitome of the Reports from the Committee on Permanently.
public accounts.

(b) Report from the Committee on Public Accovnts Till the issue of the next
with the proceedings of the Committee, Minutes edition.

of Evidences (Blue DRooks).

(¢} Report from the Selzct Committee on  estimates 3 years.
with the procecdings of the Committee, Minutes of
Evidencce (Blue Boo’).

(d) Other Publications 3 years.
24. Books -on Commercial Accounts and Audit, etc. Permanently.
25. Miscellaneous books (of General Interest) Permanently,
26. Books on Finance. ... Permanently.
27. .Selections from the Despa‘ches of the.Secretary of State. Permanently.
28. Proceedings of the Standing Finance Committee 2 years.

Indent of printed forms and the Dulies of the Ferms and
Contingent Clerk.

222. Rules for Printing and Binding have been issued by the Govern-
ment of Pakistan in 1951, and these Rules should be strictly observed
when giving print orders or indenting for standard and other forms.
Under Rule 3 read with Rule 10(b) and 44 of these rules this office is
precluded from getting any printing work done at the Provincial Govern-
ment Press or obtaining any printed Form from the Press and Forms
Manager, Government of East Pakistan without the specific sanction of
Controller of Printing, Station and Stamps. Shortly stated, all Forms
in use in all Account ofiices have been standardised—some being standardis-
ed for use in all Account effices and called “Standard” Forms and others
standardised for use in particular Offices and called “Special” Forms. A
list of these Forms is given in Appendices IV-B and V of the Rules for
printing and Binding mentioned above. Al printing work of this office,
Whether standard or Special Forms, labels or other Miscellaneous printing
should, therefore, be done at the Government of Pakistan Press, Dacca.

223. Of the printing work mentioned in paragraph 222 above
“Standard” forms and labels only are indented for, stocked and issued by
kecord, “Special” forms are to be indented for by the branches concerned
direct on the Pakistan Press. Miscellaneous printing should also be
requisitioned for by the branches concerned as and when required. As
mentioned in Appendices IV and V of the Rules for Printing, the dates
of indent for “Standard” and “Special” forms are lst December and 1st
January respectively,
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224. The indent for “Standard” forms should be taken up by the
Forms Clerk early in October each year and for this purpose a broadsheet
form should be used containing the following headings : —

Item No.

Number of the form.

Description of the form.

Names of the various sections of the office.
Total.

Forms in office stock.

Balance for which indent is required.
Remarks.

After filling in the first three columns of the broadsheet, it should
be circulated to the branches. The Forms Clerk should watch the circula-
tion and see that no undue delay occurs. The broadsheet must be
completed and returned to Record by the 1st November. On its receipt
the Form Clerk will strike out the total, post the forms in stock, and work
out the balance which are required for the next years’ consumption. The
indent will then be prepared in the prescribed form and laid before the
Superintendznt who will check it very carefully. In this indent direc-
tions for binding work (where required) should be given in consultation
with the branches concerned. The indent should be prepared in the
prescribed printed form and issued by the 15th November to the Govern-
ment of Pakistan, Forms Store, Dacea.

225. After the indent for standard forms has been issued, the Forms
Clerk will take up the indent for “labels” and for this purpose a broadsheet
in the following form will be used :—

Item No.

No. of the label.

Description of the label

Number of labels required for the year.

Number of labels in office stock.

Balance for which an indent is required.

Remarks.

The requirements for the ensuing year will be carefully estimated by

Superintendent, Record, 'in consuliation with other Branch Superinten-

dents, if necessary. The indent for labels should issue by the 30th
November to the Government of Pakistan Press, Dacca.

226. The Record Section should keep a complete file of samples of the
special forms mentioned in A{upendices K and L. Every section ih which
the forms are used should also keep a file of sample of the respective
forms. The procedure to be followed in obtaining supplies of standardised
and special forms is laid down in Art. 101 of the Old Audit Code.
According to this procedure all suggestions for a standardisation or print-
ing as special forms of new forms and for the alteration or cancellation
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of existing standardised or special forms should be submitted to the Comp-
troller and Auditor General in the first place. If the proposal is for the
standardisation or printing as a special form of a new Iorm, the antici-
pated annual consumption should be mentioned.

In order to ensure strict compliance with the procedure prescribed
in Art. 101 of the Old Audit Code all work connected with the supply,
printing, alteration or cancellation of standardised or special forms will
be centralised in the Record Section. No direct indent for forms will be
made by any section. All such indents will in future be sent to the Record
Section which will be responsible to take action on them in accordance

with the prescribed procedure.
(Vide Office Order No. 381, dated 25th February, 1935.)

227. By the 1st December each year Superintendent, Record, will
remind the various branches that the indent for “Special” forms is due
by the 1st January and advise them to send their indents accordingly

direct to the Record Section.

The Forms Clerk is also the Office Contingent Clerk and performs
other duties in addition. His duties may be summarised as follows:—

(i) Work in connection with the regular supply of forms and
registers in the office.

(ii) Work in connection with the regular supply of correction slips
and printed circulars both within the office and outside it

(iii) Work in connection with office contingencies.

228. The Forms Clerk is assisted by a literate Forms Sorter (a duftry)
and will maintain the prescribed stock registers of all kinds of forms, a
register of circulars and correction slips and keep the Store Room in a
neat and clean state.

229. The Stock Register of forms maintained by the Forms Clerk
should be reviewed b{ the Assistant Superintendent quarterly on the 15th
May, August, November and February and any irregularity reported to
Assistant Accounts Officer through Superintendent, Record.

230. Departmental Classified Abstracts and monthly compilation
sheets should, as a special case, be kept in the Forms Room for want of
sufficient accommodation in the respective section. Each section should
bring from Record stock necessary for six months and keep it on the
racks. But this stock should not be used for current requirements which
should be met from the remaining stock in the Record Section. As soon
as the stock in Record is exhausted for a particular section that section
should make an indent using the reserve in the meantime. When the
indent is supplied the reserve should be replenished.

Binding of Registers.

231. The under-mentioned registers are bound by the office Duftries
for use in the different sections of the office on the 1st July every year :—

Attendance Register, Superintendent’s Check Register Half-margin
Number Book, Transfer Entry Number Book, Inward Transit Book, Out-
ward Transit Book, Reminders Transit Book, Bundle Register of Reference
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Clerks, Special Transit Book, Miscellancous Transit Book, D. C. Bills Book,
Town Cover Register, Despatch Register, Register of Registered letters,
Objection Book and Adjustment Register of Civil and P. W., G. A. C. No.

Book, G. A. Docket Book, Book Section Docket Book, Returns of Establish-
ment.

232. A list of the registers which are to be bound by the Government
of Pakistan Press, Dacca is detailed in Appendix I. When any such
register requires binding, the work should be sent direct to the Manager
osf 'th% above Press accompanied by a requisition in the prescribed form

=39 B.

Note.—Gold letlering is not permissible under rule 48 of the Rules for
Printing and Binding 1925-Edition. Black lettering will be done if necessary
instructions are given on the requisition, '

Removal of Voucher Files to Old Record.

233. Voucher files of T. A. D. from April to December of the previous
year are taken over by the Forms Clerk and sent to Old Record on the
15th June, If the files for any disirict or class are not received by that
date he .should Elz.;pare an outstandingHreport and submit the same to
Superintendent, ord, for recovery. He should also take over voucher
files from January to March of the current year as well as all registers
to be preserved for over 5 years and send them to Old Record on 15th
November, submitting an outstanding list as above to Superintendent,
Record, for recovery.

Distribution of Correction Slips to Codes, etc.

234. The Forms Clerk will distribute correction slip to codes, ete,
within the office as soon as they are received and take the initial of the
receivers (with dates) in the register maintamed for the purpose. He
will algso hand over a requisite quantity of these corrections, etc., to the
Despatcher for distribution outside the office and see that these are actualiy
despatched. The receipt of the Despatcher should be taken in the hook
which should be reviewed by the Superintendent every Saturday. Re-
maining copies ef the correction slips, etc., will be entered_ in the Stock
Register and kept in Store for subsequent use.

235. An Accountant General is entitled to get a free supply of any
publication issued by a department of the Federation or of the Province
which he may require for exercising audit functions on behalf of the
Comptroller and guditor General. Thenumber of copies of such publi-
cations should, however, be kept within reasonable -limits.

{Vide Late Auditor General’s endorsement No. T. 216-Admn, 11/112-37,
dated the 31st May, 1937. Dy. India-760/Rec. 2031.)

Office Contingencies.

236. With regard to office contingencies the following registers should
be maintained in the Record Section:—

(a) A Liability Register in which are noted sanctions exceeding
"Rs.-20 and the 'date of their adjustmments. As soon as such
sanictions are received, they are entered in this book and sub-
'mitted to Superintendent for his initial. When these sanctions
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are adjusted either by cash dpaymen-t or by cheque or by book
adjustment, the mode of adjustment is noted in the register
tunder the initial of the Superintendent. This register is sub-
mittfhd to the Assistant Accounts Officer on the 5th of every
month.

(b} A Stock Register of office furniture in which are noted new
purchases. It is submitted fo the Assistant Accounts Officer
through the Superintendent each time the bill is passed for

payment,

(c) A Contingent Register to note all payments made out of the
Contingent grant. The Contingent Clerk purchases office contin-
gencies every Saturday and submits office contingent bills to
Asgistant Accounts Officer through Superintendent of the 6th
and 20th of every month (except in the case of emergency).
Cut list of the contingency establishment is prepared and sub-
mitted by the Assistant Superintendent, to the Assistant
Accounts Officer on the 26th of every month, their pay bills are
laid before the Accountant General on the 28th, so that the
payment of these menials might be made on the first working
day of the following month. Besides these the Contingent
Clerk prepares a bill for payment to the Farashes on account
of supplying drinking water to the sections and submits it to
the Assistant Accounts Officer on the 3rd of each month. On
the 23rd of the month following each quarter a bill for washing
charges of liveries payable to Orderlies and the Durwan is made
out and submitted to the Assistant Accounts Officer for payment
to these men.

Watching of valuables.

237. The Contingent Clerk also watches the prompt disposal of valua-
bles lodged with the Assistant Accounts Officer and prepares an outstand-
Ing list of them every Monday for submission to the Accountant General.

Supervision of Unofficial Cases, etc.

238. The Assistant Superintendent sees that Un-official cases, registered
covers and D. C. bills are promptly received and made over to the parties
concerned with dated initials. He should also see that the replies to
Un-official cases are -made over to the Despatchers as soon as they are
received from the sections and their receipts taken in the book. Any
delay should be reported at once to the Superintendent.

Control of Class IV employees.

239. All establishment matters of the Sectional Peons including
disciplinary cases, regular leave, posting and transfer etc. will be dealt
with by the Administration Section.

240. The consolidated Attendance Register of class IV employees
maintained in Record II will be diseontinued and hence forward will be
maintained by the Admin. I Section, vide para. 335 of the Office Procedure
Manual. Record II Section will, however, continue to deal with Daftries,
Darwans, Farashes and Sweepers as at present.

241. It will be the duty of the Sectional Superintendents to mark the
attendance of their Sectional Peons in their own Attendance Register, and
include their names in the sectional cut-lists like other members of their
staff and send the same to. Administration Section: direct.
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242. Casual leave applications of the Sectional Peons will also be
dealt with by the Section concerned under the existing orders who will
also maintain their C. L. account.

The above order shall effect from 29-5-58.

(Vide A. G. E. P, O. O, No. Admn/Class IV/592 dated 28-5-58 and
No. Admn. 1/Class IV/1503 dated 10-12-59.)

243. The orderlies of the Gazetted officers will report to their respec-
tive officers.

(Vide A. G. E. P, O. O. No. T. M./I dated 20-8-57.)

244. The class IV employees of the office e.g., Daftries, Darwans,
Farashes and Sweepers excepting the Peons and Orderlies who are now
controlled by the Administration Section (vide Paras. 334—335 of this
Manual) are controlled by the Record Section. A list is maintained in
the Administration Section of all temporary appointments made in the
place of absentees. As soon as an absentee returns to duty, a report
should at once be made to Administration Section by the Section concerned
so that the services of the substitute may be immediately dispensed with.
As regards the grant of leave, uniform and increment to these employees,
a reference is invited to paras. 336—340 of the O. P. Manual and Paras.
239—242 of this Manual. The duties of the Record Department with
regard to class IV employees are summarised below :—

Every Monday morning.—Inspection of the class IV emg]oyee’s uni-
form by Superintendent, Record. Any one absenting himself from this
inspection or appearing in dirty or ragged clothes should be reported to
Assistant Accounts Officer by the Superintendent for orders.

28th of each month-—A Pay bill of contingency establishment to be
submitted to A. A. O. (Admn.).

15th May.—Issue of summer uniforms to peons.

30th May.—Issue of umbrellas and reparing charges to orderlies and
out-door peons.

5th November (once in two yeors)—Issue of winter uniform to Office
Peons.

Head Duftry.

245. The Head Duftry is responsible for seeing that his Assistants come
to office in time and serve the entire office with ink, ete., which work
should be completed by 8 A. M. If this is not done, the Head Duftry
should at once report the fact to the Superintendent for disciplinary action.
He should bimself serve the Accountant General and Deputy Accountants
General with ink, ete, and in his absence the work will be done by the
next senior man. As a rule, the Head Duftry does all the ruling work of
the office and attends to Gazetted Officers and the general requirements
of the office. Four Duftries help the Assistant Superintendent and the
Examiner, Reference Branch, in opening the Dak.

(Vide also Office Procedure Manual.)

Telephone Directory,

246. All alterations that are required to be made in the Telephone
Directory should be communicated to the Divisional Engineer, Telegraphs,
Dacca by the Record I Department by 28th February and 31st August
each year.

(Rec.-472 dated 1st November, 1924.)
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CHAPTER VIL

CLASS IV EMPLOYEES

247. The appointment and discharge of the entire body of class IV
employees rests with Dy. Accountant General (Senior). .

2;8. M{a) Peons, Dufiries and Orderlies are required to attend office
at 7 A. M.

(b) Sweepers will work from 6 A. M. in the morning and again from
2-30 P. M. in the evening,.

(c) Farashes will attend office daily at 6 A. M. in the morning and
again at 2-30 P. M. in the evening.

Note—Farashes will remain in office till 7 A. M. at which hour the Sectional
peons are required to attend.

249. Sweepers on their arrival will immediately report themselves to
the Durwan and commence their work. They will thoroughly sweep the
floors or rooms, complelely sweep and wash the verandahs, lava-
tories, drains, latrines and spittoons and keep them perfectly clean and
free from any bad odour.

250. Farashes on their arrival will immediately see the Durwan and
assist him in opening the doors and windows and then take up the work
of thoroughly dusting and cleaning the doors, windows, locked almirahs,
chairs, stools, tables, whatnots, racks, and all other furniture maintained
in the rooms and in the verandahs. After dusting and cleaning they will
fill the goblets of the various sections and officers’ rooms allotted to them
with fresh drinking water. The goblets must invariably be well washed
before being refilled.

251. One Farash as well as one Sweeper will be in attendance daily
by rotation from 8 A. M. to 1-30 P. M. for emergent work during office
hours. Sweetmeat leaves, efc., should be cleaned during these hours by
the sweeper on duty.

252. On Sunday the Sweepers should attend office at 7 A. M. The
whole office will be washed every Sunday under the direct supervision of
the Durwan. So long as the Farashes are on duty, ie, till 7 A. M. in
the morning and till doors are closed in the evening they will be directly
responsible for keeping a watch on office property and fixtures in the
respective portion allotted to them.

253. The Durwan will be responsible for seeing that the dusting and
sweeping done by the Farashes and Sweepers has been thorough and
report any neglect of duty on the part of the Farashes, Sweepers and the
Bhisty to the morning clerk in the Record Department who is required
to go round the office before 8 A. M., look to the sanitary condition of
the officers’ rooms and office rooms, the security of the rooms, supply of
good drinking water, the tidiness of the office and supervises the work
of the class TV servants attached to Record Section and submit to the
Gazetted Officer-in-Charge of Record every Monday a report dealing with
these matters.
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254. The consolidated Attendance Register of class IV employees
reviously maintained by Record Section was discontinued with effect
rom 29-5-58, vide this Office Order No. Admn/Class IV/592, dated 28-5-58.

Since then it has been noticed that the Class IV employees do not attend
office in time and put on uniforms. It has now been ordered that a
consolidated Attendance Register of Peons and Orderlies should be main-
tained by admn. I Section. It has also been ordered that all the Peons
etc. who attend office without uniforms or in dirty uniforms or otherwise
in an untidy manner will be liable to be removed from service.

The Peons and Qrderlies should attend office at 7 A. M. on all working
days. Immediately on arrival, they will fall in line in front of Room
No. 33 (1st floor). The establishment Clerk No. 2 will then examine the
uniform and call the rolls. Thereafter they will proceed to their respective
places of duties. The Sectional and orderly Peons will see that the rooms
have been properly dusted and the furniture properly cleaned by the
Farash. In case of any defect found in the dusting and cleaning done by
the Farash or Sweeper, they shall forthwith bring the matter to the notice
of the Durwan, who shall have the defect remedied by the Farash and
Sweeper on duty during the office hours and report the matter in writing
to Record I Section through the Sectional Superintendents/G. Os. The
Peons attached to Sections will also have their attendance recorded in the

Sectional Attendance Registers.

At the time of taking attendance the establishment clerk No. II of
Admn. I Section should see that the Peons and Orderlies are in uniforms
and present a neat turn-out. Peons appearing otherwise may be reported
by him the same day to the Officer-in-Charge of Admn. I Section for taking
disciplinary action against the Peons concerned.

As regards Duftries, Durwans, Sweepers and Farashes, Record I Sec.,
may take similar action.
(Vide A. G. E. P, O. O. No. Admn I/Class IV/1503 dated 10-12-59.)

255. The Duftries will see to the cleanliness of the inkpots. Farashes
will clean the inkpot stands with a piece of dry linen while dusting the
furniture. Each assistant should see that this is properly done and keep
perfectly clean his own penholders and nibs in use.

Duties of Class IV Employees.

256. In supersession of all previous orders on the subject, the duties
of the following categories of Class IV employees will, with immediate
effectbe as specified below :—

1. (a) Peons and Orderlies.

(i) To take papers, books and Registers to section and Gazetted
Officers, and carrying dak to other offices as messengers.

(ii) To label and arrange files as required.
(iii) To supply drinking water to clerks, Superintendent and

(iv) To clean and dust files and other records, tables, chairs,
racks, almirahs, windows and doors of sectional and Officers

(v) To remove office furniture, light as well as heavy, from one
place to another as may be required.
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(vi) To remove files from and to old Record Room as may be
required.

(vii)) To handle record—current and old, as required from time
to time.

(b) Duftries.
(i) To supply ink to sections and officers;
(ii) To open dak;
(ifi) To do pasting and ruling ; and
(iv) To do binding, both Kacha and Pucca.
(v) To clean and dust office records—old or new and racks ete.

Note.—The term ‘Duftry’ includes Head Dufiry.
(Vide A. G E, P. O. O. No. Rec. I/Class IV/904 dated 17-3-59.)

(¢). Duties of Durwan.—The Durwan is responsible for keeping a
watch on office property and fixtures during closed hours.

At 6 A. M. daily he will open the doors and windows of the various
rooms with the help of Farashes to allow the Sweepers in and to clean
the rooms He will do this himself and not entrust the keys to the
Sweepers or any one else. The sweeping, dusting and washing must be
supervised by the Durwan and he will be responsible for seeing that the
work of the sweepers and Farashes, etc., is done satisfactorily. Any
neglect of duty on the part of the Sweepers, Farashes and the Bhisty
should be reported by him to the morning clerk of the Record Department.
In the evening the doors and windows of the office will be closed by
the Durwan with the help of Farashes, as soon as the work of the Sweepers
and Farashes, etc., is finished. He will also see that the electric lamps
and fans are switched-off as soon as they are not required. Any irre-
gularity, loss and theft should be reported by him to the Superintendent,
Record, without delay. He will see that waste-paper collected during the
process of sweeping of the office or discarded by sections are carried to
the mansard on the terrace by the respective Sweepers and stored there
as soon as the morning and evening Sweeping is finished. He will open
the door of the mansard and close it after the collections from office
sweepings and the records discarded by the sections have been put inside
the mansard. He will on no account allow any paper being left on the
verandahs. If on account of want of space in the Old Record Room, the
removal of a portion of the records to some other room or to the mansard
on the terrace is necessary, the Durwan will see that the records removed
are safely stored and locked inside the room selected by the Gazetted
Officer or in the mansard as the case may be. He will on no account allow
any such records or the collections in the mansard to be removed or
handled except by persons who have been duly authorised for this purpose.
The Superintendent of the Record Section should explain to the Burwan,
whenever a new Durwan is appointed what his duties are and obtain a
written statement from him that his duties have been explained to him.

257. Posting as orderlies—No class IV employee should ordinarily be
appointed as an officer’s orderly without his (the class IV servant'’s)
consent or the officer’s apgroval. If any difficulties arise in working this
rule the matter should be brought to the notice of the Accountant General.

When a class IV empioyee is appointed as an orderly he must conform
to the requirements of his officer,
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258. Discipline.— All class IV employees are required to observe
strictly the following rukes : - '

(1) They should be neat and clean.

(ii) They should be respectful to their superiors, i.e.,, Gazetted Offi-
cers, Superintendents, and clerks.

259. Supply of Uniforms.~—Uniforms are supplied to peons biennially.

All peons, whether permanent or temporary, are expected to wear
the uniform while they are in office. When a peon is engaged in work
which may soil his uniform he may be permitted by his Superintendent
to remain without the uniform.

260. Broken umbrellas will be repaired by the office. No allowance
will be paid to peons for washing winter uniforms. New winter uniforms
suppliec%J during a year will be returned to the Record Section by the 15th
March following and that section will arrange to get them washed and
properly stored for issue during the next season.

261. Promotion of peons as duftries.—50 percent of the vacancies will
be reserved for applicants able to do book binding. The remaining may
be filled from peons in this office subject to their qualifying in bindin
“lrurllz. Class IV employees are not ordinarily eligible for post of Recor
clerks.
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LIST OF APPENDICES.

A.—Detailed instructions for the marking and distribution of Inward
Letters.

B.—Classes of accounts and correspondence not to be diarised.
C.—Detailed instructions for the preservation of correspondence.
D.—Rules for destruction of records.

E.—Distribution of Codes, Manuals, ete., to be issued from this office.
F.—Distribution of T. M.—T, A, D. Circulars.

G.—Distribution of T. M.—T. A. D. Circular Addressed to Disbursing
Officers.

H.—Calendar of Returns and works, etc., of the Record Department.

I.—List of this office register to be bound by the Government of
Pakistan Press.

J—Rules governing the issue of priced publications.
K.—List of Forms specially sanctioned.

L - List of Forms authorised to be printed as special forms.
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APPENDIX A.

Detailed instructions for the marking and distribution of Inward Letters.

1. Letters received from the Government of Pakistan, the Comptroller
and Auditor General, the State Bank of Pakistan and the East Pakistan
Government are indexed in a Diary Register separalely for each class:
other letters are not diarised but are marked for the section immediately
or primarily concerned and entered in the Inward Transit Book of that
section.

2. The diarised letters are marked as follows in red ink on the top
right-hand corner by the Examiner, Reference Group :—

Letters from the Departments of the Government of Mark.
Pakistan, G P
Letters from the Comptroller and Auditor General
and the State Bank of Pakistan .. . . Adg.
Letters from the Government of East Pakistan .. G.E.P.

The section to which the letter is to be sent is also noted by the
Examiner, Reference Group, on its lef{ hand margin. The consecutive
number assigned to each letter in the Diary Register is affixed after the
above mark by the Reference Clerk.

3. The undiarised letters are also marked on the top right hand corner
by the examiner, Reference Group, for the section concerned, letters, say
for T. M., being marked as “T. M. I.” and so on.

4. When letters are accompanied by spare copies, the original with
a spare copy will be marked for the section to which it relates and the
remaining spare copies distributed amongst the other Department.

5. The following statement, though not exhaustive, shows the Depart-
ments and Sections into which the office is divided and the nature of
work done in each. In marking letters for the section, this statement
should be borne in mind. Letters which are replies to, or which refer
to, any communication from this office should be sent first to the Depart-
ment in which the correspondence originated.
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Division of the Office into Departments and Sections
and the nature of work done in each.

Names of the Abbreviation Nature of work done in the
Department or uscd for the section.
Section. section.

Audit and Accounts of :—
: ) . | Section
Treasury Audit L. 11 v VI1/7—Land Revenue (P)
Department. 63-B—Development (P).

H. S. E. " V/5-—8alt (P)
IX/9 - Stamp (P)
VII/8—Provincial Excise (P).
XX VI 39— Public Health (I?)
XXXVi/47—Miscellaneous Deptt. (P).
63-B—Development Public Health ().

M.E.D. B 70 C.0Q. on improvement ol Public Health (P)
XXVII/38- Mcdical (P).
63-B-Development-Medical (P).

XXIX/40 Agriculture (P).
N 63-B-Development-Agriculture (P).
T L73-Capital Outlay etc. (P).
XII/Receipts under Motor Vehicles Acts (P).
13— Other taxes and duties (P).

—
—

G.AM.I. " 25-General Administration (*}.
82-R.Capital Accounts of other Provincial Scherme
outside Revenuc Accounts,
Audit of T.A. and Establishment Balls,

GAM. 1l 25-General Administration (F}.
82-R-Capital Accounts of other Provincial Scheme
outside the Revenue Accounis.
(1) Accounts.
(b) Audit of contingent & Grants Bills.

C.W.1 »  XXXIX/50 Civil Works (P).

F.P.F. " X/10-Forest (P).
63-B-Development Forest (P).
AX/22-Interest on debit & other obligations
54-Famine (P).
XX1V/{30--Ports and Pilotage (P).
73—Capital Qutlay on Poris (P).

LV.E. " XXX/H-Veterinary (P).
63-B-Development Veterinary (P).
XXX11/43—1ndustries (P).
63-B-Development-Industrics.
72-Capital Outlay on Industrial Development (P).
63-B-Dev. (Centralised compilation),
XLI-Receipts rom Electrnicity Scheme.
52-A—Other Revenue A C.O. on Ulectricity
Scheme.

61-A. C.0O. on FEleciricty Scheme .

C.J.5. . XXI1/28— Jails and convict settlciment ().
63-B-Development (Jails) (P}.
XXX1/42-Co operation (P).
63-B-Development-Co-operation (P).
36-Scientific Deptts. (P).
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Division of the Office into Departments and Sections
and the nature of work done in each.

Names of the Abbreviations

Department used for the Nature of work done in the section.
or Section. Section.
Audit and Accounts of :—
Treasury Audit M. G. Section XKLVI/57-Miscellancous (P).
Department— Contd. 63-B-Development Miscellaneous (P).
IV—Taxes on Income (P) XLIX/61 —Grant-in- Aid

from Central Govt.
Li/63—FExtra ordinary receipts/Payments (P) .

A. J.  Section XXI/27— Administration of Justice (P).

Pol. I  Section  XXIII/29—Police (P}.
Audit of the Establishment Bills.

Pol. 1T Section XXIII/29—Police (P)
{a) Accounts.
(b) Audit of Contingent Bills.

Pol II1 Section  Audit of T.A. bills & Pay fixation,

ED.N.1 Scction XXVI/37—Education (P).
Audit of Establishment & T.A. Bills.

E.D.N. 1l Scction XXVI{/37-Education (P) Closing only.
63-B- Development (P).
(a) Accounts.
(b) Audit of Contingent and Grant-in-Aid Biils.

R.S.P. Section IV/A/4A-Sales Tax (P).
X1/11-Registration (V).
XLV/56-Stationery & Printing (P).
85—Capital Outlay on Printing Presscs (P).

Food I Section 85-A—Capitai Qutlay on Provl, Scheme of State
Trading (P).
Audit of the Establishment T.A. Bills,

Food Il Section 85-A—Capital Outlay on Provl, Scheme of Trading

(P).
(a) Accounts,
(b) Audit of Contingent Bills.

P.R.I. Section XXIV/30—Porls and Pilotage (C).
73—Capital Qutlay on Ports (C).
XXXIV/45—Broadcasting (C).
63/L1 Extraordinary receipts (C).
XLVI/57-Miscellaneous (C).
87—Capital Outlay on State Trading Scheme.
62—Miscellaneous.
Adjustment between Central & Provincial
ovls.
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Division of the Office into Departments and Sections
and the nature of work done in each.

Names of the Abbreviations : ;
Department used for the Nature of work done in the Section.
or Section. Section.

Audit and Accounts of i—
Treasury Audit P.R.. Section Q—Loans and Advances by Central Govt. (C).
Department-—Contd. R-Loans and Advances by Provl. Govt.

Payment on behalf of other Audit Offices.

P.R.II. Section XXXV/d46-Deptt. of Supply & Development.
(C) including supply wing and Iron & Steel
Controlles’s Price Tqualisation Funds.
XI11—Other Taxes & Duties (C)
I1/3-Corporation Tax (C).
72-A-Capital Outlay on Civil Aviation (C).
XXXI11;44-Aviation (C).
44.A-Capital Outlay (C).
1V/4-Taxes on Income (C)
XIIA-—Taxes on duty (C).
IVA/4A--Sales Tax (C).

P.R. III Section 85-CO. on Pnnting (C).
XXXV/56-Sty. & Printing {C).
XXXIX/50-C.W. (C).

25-GA. (O).

X/10-Forest (C).
65-A-Capital Outlay on Forest (C).
64-B-Civil Defence (C).
XXX/41-Veterinery (C).
61-Grants-in-Aid to Provl. Govt. (C).

P.R. IV Section 72-Capital Outlay on Industriai Development{ C).
V/5-Salt (C).
XX1/27-Admnistration of Justice (C).
XXV1/37-Education (C).
35-Foreign affairs & States (C).
1/1-Customs (C).
1/1-Customs (P).
Deposits of Tea, Cotton, Jute, Cofice, cte.
Cess Funds,
XX1X,40-Agriculture (C).
11/2-Central Excise (C).

P.R. V Section XXV/31-Light House and L.5. (C).
XXXT11/43-Tndustrics (C).
KXVIil/39-Public Health (C).
XXT11/29-Police (O).
XXXVI1/47-Miscellancous Deptt. (C).

26-Audit (C).

36-Scientific Deptts. (4 grants) {C).
XX[22-Interest (C).
XXVITf38-Medical (C).
1X/9-Stamp (C).
XXXVIll/48-Currency (C).

TF. 1 1. Try. Accounts (Central & Provl)
2. Maintenance of obiection book of advance and
suspense, check.
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Division of the office into Departments and Sections
and the nature of work done in each.

Names of the Abbreviations
Department used for the Nature of work done in the Section.

or Section. Section.

Audit and Accounts of :-

Treasury Audit T.F. L.—Contu Check objection book, and Broad sheet of advance
Department—Conted. and Suspense.

3. Maintenance of Remittance check Register of
local Cash Remittance & preparation and
verification of Cash Bulance report (Try.)

4. Preparation of small coip depot Accounts and
maintenance of Remittance check Register of
small coin Depot Remittance.,

5. Inter-Govt. Adjustment-Compilation of figures
and issue of advices to the S.B.P. etc.

Remittance factlities-Preparation and issue of
daily advice to the Central Accounts Scction
of the S.B.P.

7. Maintenance of Broad Shect under the head
“Siate Bank Remittances” and reconciliation
of figures and clearance of outslandings.

8. Certified list of P.L.1, Schedules for debit head.

=
v

9. Preparation of disbursers statement. Work in
comnection with the Govt. of Indiz Securities
and Prize Bonds discharged in Pakistan.

10. Preparation and despatch of payment statement
to the P.D.0. of the Reserve Bank of [ndia.
Maintenance of Broad Shects, Wulching of
recoveries from India and Reconciliation of
Diffetence etc.

11.-Broad Sheet: relating to the head “Misc
Remittance” under “Cash Remittance®™ eec.

12. Land Acquisition, pre-audit of bills, Post audit.
of land acquisition vrs. Transmission of Award
Statement to the proper authoritics after
completion of payment.

13. Distribution of Vrs. R/Schedufes, P.L.I. Schedu-
,» Cheque roceived with the Account of the
treasuries to the respective sections.

T.F. il. i. Compilation of Presidency (Central & Pro-
vincial) Ledger and Receipt Accounts.

2. Preparation of statements of fund. Income
Tax deduction & recoveries of house rent, ete.

3. Compiiation of debt and Remittance Account
(Central & Provincial),
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Division of the Office into Departments and Sections
and the nature of work done in each.

Names of the
Department
or Section.

Abbreviations
used for the
Section.

Nature of work done in the Section.

Treasury Audit
Department-- Contd.

Cash Department

Gazetted Audit
Department.

T.F. 11.-~Contd.

T.M.

GAD. 1

Audit and Accounts of :—
- 4, Disposal of prepartition claims including
Payment after preaudit.

5. Receiving and counting etc. Vrs. received from
the preaudit Cash Section & Preparalion of
Schedules & memos for the daily preaudit.

Cash balance reporis ; revision of Accountant
General, East Pakistan’s forms; issue of
correction silps to East Pakistan Treasury and
Treasury Account Department  Manuals;
Reports on the Inspection of Treasuries ;
letters concerning more than one section of
Treasury Account Department ; embezzicment
cases ; All lctters of General character re-
quiring a decision are also dealt with in this
section ; consolidation of monthly reports and
control of post Audit : Review of the Gazetted
are also done here.

All Payments by Cheques.

Audit of -—

(1) All Central Departments.

(2) Other Govt. Paymcnots,

(3) Co-ordination work of all the Gazetted
Audit Sections.

Audit of—
(i) Passport Organisation.
(ii) Claims organisation.
(iii) Intelligence Bureau.
(iv) Commercial Intelligence.
{v) Regional Election Commission.

{vi) Ministry of Foreign Affairs &
Commonweazlth Relations.

(vii) Civil Aviation.

(viii) Pak. P.W.D.

(ix) Stationery & Printing,
(x) Salt.

(xi) Publicity.

(xii) Civil Defence.

(xiii) Income Tax,

(xiv) Audit.

(xv) Employmcnt Exchange.
(xvi) Scamen’s welfare.
(xvii) Stamps.

(xviii) Trade Marks .
(xix) Joint Stock Company.

(w) Port Hajj
(xxi) Jute Board.

(xxii) Fisheries.
(xxiii) Malaria Institute.
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Names of the
Department
or Section.

Abbreviations
used for the Nature of work done in the Section.
Section.

Gazetted Audit
Department—Conid.

G.AD. . (xxiv) Geological survey.
(xxv) Chittagong Porl.
(xxvi) Port Health
{xxvii) Plant Protection,
(xxviii) Survey of Pakistan.
(xxix) Meteoro-Jogical Deptt.
(xxx) Chalna Port.
(xxxi) Explosives.
(xxxii) Labour welfare
(xxxiii} Pak. Sp\. Police.
(xxxiv) Archaology.
(xxxv) Central Excisc and Customs.
(xxxvi) Import & Export
{xxxvii) Supplies and Development,
{xxxviii) Radio Pakistan.
(xxxix) Pak. Animal Husbandry.
x1) Central Engineering authority.
(xli) Central Labour Commissioner,
(xlii) Other Central Govt. Deptt. if any.

Audit of :—

G.A.D. I1. (i) C.5.P. Officers.
(ii) Listed Post holders.
(i) P.S.P. Officers.
(iv) E.P.C.5. (Judicial) Officers.
) chretariat Officers.

Audit of :—

G.A.D. III. (i) E.P.C.S. Officers.
(ii) Gazetted Officcrs, in the Food and
Agriculture Department.

Audit of :—

G.A.D. IV. (i) Directorate of Statistics.
(ii) Agricultural Income Tax Deptt.
(iii) Directorate of Fire Services.
(iv) Directorate of Small Savings Scheme.
(v) Commercial Tax Department.

(vi) Relief Department.

(vii) Land Acquisition

(viii) Public Health Engineering.
(ix) Registration Department.
(x) Co-operation Department.
(xi) Civil Defence.
(xii} Labour Depariment.

(xiii} Printing Department.

(xiv) Boilers Department.
(xv) Ports and Pilotage Department.
(xvi) Survey Deptt.

{xvii) Vagrancy Department,

{xviii) Excise Department.

(xix) Forest Department.
(xx) Jails Department.
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Names of the

Abbreviations

Department used for the Nature of work done in the Section.
or Section, Section.
] Audit of :—
Gazetted Audit G.A.D. IV.—Contd. (xxi) Fisheries Department.

Department.—Coneld.

Works Audit
Department.

(xxii) Public Works Department (C &B)
(xxiii) Jute Prices.
(xxiv) Other Misc. Depit.

Audit of :---

GAD. V. {i) Education Department.
(i) Medical Department.
(iii) Temporary Magistrate.

Audit of :-—

G.AD. VI (i) Inspectors of Police & other ]
Members of the East Pakistan Police
scrvice.

(ii) Ansar Organisation.
(1ii) E.P. Junior Civil Service.

Audit of :
W.M. L 1 (a) Compilation of the ajes. of Civil Work
(Provl.) under thc major heads ‘50 Civil

Wt‘)‘l;ks." “81 C.0.," “80 TDS8" and “XXXIX

C- .’i

(b) Sub-vention from the Central Rd. Fond.

{c) Report of annaal expendilure incuired on
Police Buildings.

(d) Report of annual expenditure incurred on
Jail Buildings to Inspector General of
Prisons.

(e) Submissions of monthly expenditure of all
major heads of Civil Works.

(f) Submission of monthly appendices of major
heads of Civil Works.

(g) Reconciliation of Receipts and expendi-
ture of the above heads.

2 (a) Compilation of Central ajes. under XXX1X
C.W., 50 C.W. and 81 C.O.

(b) Submission of monthly statement of expen-
diture under the above heads.

(c) Submission of monthly appendices of the
above heads.

(d) Reconciliation of Receipts and expenditure
of the above heads

(e) Annexure ‘A’ under Civil Works (Central}.

(f) Preparation of Budget under ‘26-Audit’
Deduct-Recoveries.

(g) Preparation of Draft para on important
Capital Projects wunder construction for
incorporation in the Finance Ajcs.  and
Audit report thereon in respect of Civil
Works (Central)
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Names of the

Abbreviations

Department used for the Nature of work done in the Section.
or Section. Section.
Audit of :—
Works Auodit W.M. I.—Contd. 3. (a) Compilotion of Capital and- Revenue Alcs

Department— Conrd.

of residential buildings (Central & Pro-
vincial).
4. (a) Disposal of U.O. and Misc.Cases.

(b) Scrutiny of sanctions and order of Govt.

(gj Issue of Correction Slips to WAD Manual.

(d) Scrutiny of correction Slips to P.W. Codes.

(e) Disposa! of intricate cases & letters.

() C‘-_c:’-ordination of Works in WAD & WM
sides. .

5. (a) Post-review of P.W. AJes.

(b) Training o’ U.D.Cs. in Pak. P.W.D.

(c) Schedule of rates.

(d) Placing the Fxecutive Engineers in afcs.
with banks/Treasurics.

(e) Andit & adjustment of Land Acquisition
cases in respect of Central P.W. Dvns.

(f) Annexure “A’ under Civil Works (Provl.)

6. (a) Charitable endowment funds & services

Post War Reconstruction Funds.

(b) Finance Schedules of Civil Works (Central
& Provincial).

© l;.cvi;:w under Civil Works (Central &
rovl.

(dy Statcnlenl of Commitments showing details
of works under capital & Revenue Ajcs.

and its paras for Finance Accounis in
respect of Civil Works (Central & Provl.)

—

7. {(a) Scrutiny of exchange afcs. between A.G.
E.P. & P.W.D. Items adjustable by P.wW.D
(Central).

{b) Issuc ol adjustment memos.

(c) galilntenanoe of Adjustment Regr. (Part !
(d) Mait}nenance of objection Book.

(e) Maintenance of Broad Sheets.

(f) Broad Sheets of Public Works Cheques

(Central).

{g). Broad sheet of Remittance into Treasuries
{Central.)

(h) Broad shect of Transfer between P.W.Os.
(Central).

(i) Broad sheet of P.W. Deposits (Central.)

(j) Broad sheet of Cash Balance (Central).

(k) Suspense Broad sheets (Central.)

() S.A.O. A/cs. of M.E.S., P.A.F. and Navy.

(m) Preparation of the Progress Regr.

(n) Submission of annual Consolidated Abs-
tracts on Exchange A/cs.

(0) Prepuration & Despatch of Exchange Ajcs.
Items adjustable by Civil (Central).

(p) Para for Appropriation Afcs. in respect of
Stock Accounts (Central.)

(q) Review paras on balances (Central),
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Names of the
Department
or Section.

Abbreviations
used for the
Section.

Nature of work done in the Section.

Works Audit
Department. — Contd.

W.M.l.—Concid

W.M. 1L

W.M. It

Audit of :

8. la) Compilation of afecs. of Public Health

)

@

(e)
9.
10.

1. @
(if)
(iii)
(iv)

2.3)
(ii)

(i)
@iv)

v)
(vi)
(vii)

3.
4.
1.

2. (a)

o
)
@
(c)
(1))

%t}c)igr the major heads XXVIiI, 39 and 80

Submission of Statements of monthly
expenditure under the above major heads.
Submission of monthly appendices.
Reconciliation of receipts and expeaditure
of the above heads.

Suspense Broad sheets of the above heads.

Establishment of D.A.S. & S.A.C.5.

Compilation of Provincial (C&B) accounts
and establishment cases of D.A.'s and
S.A.C’s. etc.

Disposal of Inspection

ispo: of
Divisions.

Reports

‘Preparation of Draft paras for incorporation

in the Appropriation Accounts on the basis
of individual paras of the I1/R. revealing
serious financial irregularities and losses.
Preparation of Draft Para (summary) on
local Audit and Inspection (Provincial &
Central).

Submission of Half-yearly progress report
-to the Comptroiler and Auditor General.

;;ﬂeppration of Tour Programme of P.W.I.

ies.

Checking of tour Diaries, T.A. Bills and
contingency bills with reference to tour
Diaries and Programme.

Preparation of Budget for P.W.l. Parties
amd Proposal for new staff requirements if

@hction of M.B. Nos. from W.A.D. and
issue of themotice of Inspection 10 P.W.
Divisions.

Maintenance of Progress Register of Inspec-

tion.

Maintcnance of the Register of Serious
financial irregularities and losses,
Maintenance on the Register of Inspection
Reports.

Typing of Inspection Report.
Comparison of Typed 1/Rs.

(a) Audit and adjustment of land charges and

crop compensalion in connection with acqui-
sition of lands for the P.W. Deptt.

Scrutiny of Exchange Acs. between A.G.
E.P. & P.W.D.(Civil). Ttems adjustable.
by P.W.D. (Provl.)

Tssue of adjustment memos.

Correspondences rel.ting to the ubove.
Maintenance of adjustment Regr. (Part I &

ih.

aintenance of Objection Book.
Maintenance of Broad sheets for the head
“Items adjustable by P.W.D. (Provi.)”

I —
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Names of the Abbreviations
Department used for the Nature of work done in the Section.
or Section. Section.

Works Audit )
Department. Audit of -—

w M. [[[—Contd. 3.(a) Broad sheet of P.W. Deposit (Provl.)
(i) Cer.ificate of Balances.
(if) Review paras.
(iii) Miscellancous cascs.
(b) Broad sheet of Cash balances (Provl.)
(i) Certificate of balances.
(i1) Review paras.
(c) (i) Preparation and despatch of Exchange
afes. for items adjustable by Civil (Provl.)
(d) Suspense Broad Sheets, under the heads
50-C.W. and 81 C.O.
(e) Preparation of Annexurc “B” & “C" for
the Appropriation Accounts —Provl.
(f) Disposal of UJO. cases.
(g) Compilation of Electricity Afcs.
(g) Appropriation Accounts.
(i) Appendices.
(j) Suspense Broad Sheets.

4. (a) Broad Shect of Remittances into Treasuries
(Provl.)
(b) Review of Balance paragraphs in connection
with the above. BJS.

5. (2) Broad sheet of P.W. cheques (Provl)

(b) Review of balance paragraphs in connection
' above B/S.
Broad sheet of Transfer between P.W.
officers (Provl.)

Rajshahi (C&B) Division No. I.
Rayshahi (C&B) . 1.
Sylhet (C&B) .

Pubna (C&B) .

Estate Office (C&B) Divn.

Dacca City (C&RB) Divn.

Dinajpur (C&B) Divn.

Chittagong Hill Tracts (C&B) Divn.
Bogra (C&B) Divn.

Kusthia (C&B) Divn.

Building Survey (C&B) Divn.

Building Design (C&B) Divn. No. Iil.

Development Divn. No. 1.
Development Divn. No. II1.
Development Diva. No. 1.
Development Divn. No. IV.
Resources (C&B) Divn. No. L
Resources (C&B) Divn. No. 1L

Central Divn. No. I, Dacca.
Central Divn. No. 11, Dacca.
Central Divn. No. ITI, Dacca.
Central Divn. No. I, Cig.
Central Diva. No. 1, Ctg.
Central Electrical Divn. Dacca.

Comilia (C&B) Divn.
Khuina (C&B) Divn.
Electrical (C&LE) Divn. No. II.
I.

o
=
b

W.A. 1

W.A. II

.

.

W.A. III

PUALNE NAUALNS MALN~

W.A IV

WAV

P B Ao Bl S L

LR 33
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Names of the

Abbreviations

Department used for the Nature of work done in the Section.
or Section, Section.
Works Audit Audit o,

Department.

Works Inspection.

Administration.

W. A, V—Contd.
W.A, VI

W.A. Vil

W.A, VI

W.A, IX

W.A. X

W. L. L to
Wi 1v.

Administration.

of -

5. Faridpur (C&E) Divn.

1. Dacca City P.H. Divn.

2. Rajshahi P.H. Divn.

3. Dacca P.H. Divn.

4. P.H. Stores Divn. Chittagong.
5. Comiila P.H, Divn.

6. P.H. Planning Divn. No. I.

7. Chittagong P.F1. Divn.

8. Bakerganj P.H. Divn.

9. Rangpur P.H. Divn.
10. P.H. Planning Divn. No. 11.
11. P.H. Swerage Divan.
12. P.H. Mcchanical Diva,
. Chittagong (C&B) Divn. N(}”I
. Dacea Construction Divn, No. 1.
”» E1] lI

Tl

: Bakcrganj (C&B) Div.
Mymensingh /C&B) Divn. No. 1.
Mymensingh tC&B) Divn. No. II.
Rangpur (C&B) Divn.
. Jessore (C&B) Divn.
. Roud Survey (E&B) Divn. No. 1.

(Cé&B) It
Rly Diversion (C&n) Divn.
. Noakhali (C&B) Divn.
Mechanical {C&B) Divn. Nu

&B
S Bulldmg Deugn RC& B) Dwn Nonl.

CNEAN AW~

.

. Eden ‘Bu;ldlng

. Rajshahi (C&B) Divn, No. III,
Rajshahi (H&S) Divn.

. Dacca (H&S) Divn.

. Kbulna (H&S) Divn.

. Chittagong (H&S) Divn.

. Kusthia (H&8) Di-n.

. Project £ Survey (H&S)

. Dinajpur (H&5) Divn.

. Mirpur (H&S) Diva.

Inspection of Public Works Divisions.

KT ARNNS AT MALUN =GR

Deals with cases relating to the Office establishment.

Proposes promotions and reversions and makes
office arrangements. Sends all reports regarding
the taking over charge and making over charge
by Gazctted Officers of the office. Prepares
salary and honoraria bills of Gazetted officers,
office establishment pay bills, contingent bils
and T.A. bills of Gazetited officers. Checks
T.A. bills and appointments, transfers, depart-
mental examinations, Training of $.A.8. men in
treasuries and P.W. divigions and applications
for pensions, commutation of pensions and
compassionate gratuity. Maintains a register
of applications for appointments and arrange
for seleciion of candidates. Maintains leave
accounts, subsidiary leave accounts and service
books in respect of the non-gazetted members of
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Names of the
Department
or Section,

Abbreviations
used for the
Section.

Nature of work done in the Section.

Administration.

Record Department.

Qutside Audit
Department.

Administration.

— Conid.

Record.

the office and the class IV cmployees. Certifiss
to the Admissibility of leave and increments of
the above men and also deals with the proposals
of their insurance policies. Keeps cash and
makes disbursemnents to the office staff. Main-
tains the register of valuables, deals with court
attachment orders and prepares office budget,
statements of expenditure under 26-Audit, Review
of Expenditure statements, annual re-appropria-
tion statements and office gradation list.

Distributes all inward correspondences, returns
accounts, and valuables, does the typing work
of the whole office as well as copying work of
some sections, issues all onward correspondence,
accounts, etc. deals with the casval and compen-
sation leave, posting, transfer and attendance of
all class IV Govt. servants, supplies books,
maintains office library therefor, and supplics
correction slips to manuals and codes to ‘this
office branches and other offices, issues
Public Works Cheque and receipt book forms,
issues stationery and standard forms, (except
those locally printed). keeps old Records and
service booi of non-gazetted officers promoted
to the gazetted rank, looks after the buildings
through the caietaker, maintains an =zccount
of all furnitures and other register kept in the
office, supplies dusters and towels, and cakes
of soaps to the officers, and deals with other
requisitions in connection with similar supplies.

Local audit of the internal account of the follow-
ing :—

Chittagong Port Trust and Hospital Port Dues
Fund, Lighthouse Administration, Government
Dockyard, Narayanganj.

Inspection of :—

Central Jails, District Jails and Sub-Jails with
large manufacturing operations.

East Pakistan Secretariate.
Government of Pakistan Press.

Chittagong Port Trust, Central Forms Stores
Accounts. Central Stationery office.

Radio Pakistan, Dacca, Rajshahi & Chittagong.

Fire Brigade Funds, Museum, Jail Department,
Mathematical Instrument office.  Collectorates,
District Judge’s office, Munsiffs’ Courts, Settle-
ment Offices, Forest Divisions, Registrar Offices,
Small causes court, Police Court, Dacca, High
Court Orginal and Appellate Sides, Jail
Depot, Detention Camps, Police  Hospital
Allowance Funds, D.P.1., Fast Pakistan, Ahsan-
uliah Engineering College, Medical College
and State Hospitals, Medical Schools, Arts
Colleges etc.
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Names of the
Department
or Section.

Abbreviations
used for the
Section.

Nature of work done in the Section.

Qutside Audit
Department.

C.R.A.

I. Current Bills of Entry and Shipping Bills.—
3 per cent.'of bills-of-entry (original) and
1 per cent. of dutiable shipping bills {original)
will be daily audited concurrently from
among the bundles of these documents
received from the Accounts Audit Depari-
ment. The selection will be made by the
Superintendent in charge. The Superintendent
will occasionally audit a few documents.

IL. Provisional Duty.—The procedure will be

audited in the course of the audit of ship's
files. -

Ill. Postal Transactions—These will be audited

concurrently including postal refunds. 5 per
cent. of the items in the post parcel bills will
be checked on receipt from the Accounts
Audit Department for value and duty with
sender’s declarations (both from United
Kingdom and Continental parcels). The
auditor will call for invoices in all doubtful
cases and not less than 2 per cent. of the
cases on the whole. All statements of
duty received and vefunds paid during the
month must be checked with relevant parcei
bills and Accounts Departmental registers
and the adjustment of duty by book transfer
between the Custom House and the Post
Office also checked.

IV. Warchouse Accounfs. (General).—(i) Into-

bond-bills-nf-entry (original and duplicate)
will be audited concurrently. 2 per cent
will be checked daily along with the Bond
Register.

(ii) Ex-bond-bills-of-entry (original) will be
audited with the relative into-bond-bills-
of-entry. 2 per cent. of the documents will be
checked. All (cent. per cent.) duplicate
ex-bond-bills-of-entry will be scrutinized
whenever there is a change in Tariff valua-
tion or rate of duty.

(iii) Cancelled bonds (bond files). 2 per cent
will be checked monthly after selection
from the statutory Bond Register with ail
documents such as into-bond-bills-of-entry,
ex-bond-bills-of-entry, etc.

V. Warebouse Account (Salt).-(i} One ship's

file will be checked every quarter complesa.y
with the Bond Register, Gola Stools Register
Gola Day Book, Boat Notes, into-bond.
bills-of-entry, ex-bond-hills-ct-entry, etc.
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Names of the Abbreviations
Department used for the Nature of work done in the Section.
or Section, Section.
Outside Audit C.R.A.—contd. upto the completion of clearance from

Department. the respective golas wherein stored.

(ii) One month's gola rent will be checked
quarterly with the respective stock register,
gola demand register, and paid up rent
biuls.

(iii) One month’s miscellaneous salt fees (other
than over time fees) will be checked quarterly.

VL. Unclaimed and  Confiscated  Goods.—

(i) All rcgisters of the different sheds will be
checked monthly. 5 per cent. of the en-
tries will be checked with clearance papers,
any Wharf rent recovered on clearance
being also checked.  If any sale of unclaimed,
confiscated and abandoned goods and
samples has taken place the relative sale
account should be checked.

(ii) Pending Register in the Exccutive Audit
Department will be checked with the bills-
of-entry for goods sold by the Port Com-
missioners in auction. The rale bills-
of-entry will be checked to see that the
duty leviable has been recovercd.

VII. Ships® files (Import and Export).—2% per cent.
of import ships’ files and 1% per cent. of
export ships® files will be audited every
month. Those will be selected frem among
the files audited and closed by the Executive
Audit Department in the preceding month.

VIIL. Scrutiny of Local Audit Objections.—
The objection Registers of the two audit
departments will be scrutinised monthly.
The quarterly Reports will be scrutinized
and selected cases will be checked with
connectad documents, if necessary.

IX. Writes-off of Irrecoverable  Revenue,
Losses by Fraud, etc. —The register majn=
tained in the Accounts Audit Department
will be checked ard the papers of the selected
cascs will be called for and scrutinized.

X. Review of Local Sanctions. —All tariff rulings,
Departmental  orders, standing orders,
etc.,, issued by the Collector or Assistant
Collectors will be scrutinized in audit.

XI. Audit of Sanctions.-—Of the Central Board
of Revenue and of the Government of
Pakistan, Ministry of Finance (Central
Revenues) will be audited.
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Names of the Abbreviations .
Department used for the Nature of work done in the Section.

or Section. Section.

Qutside Audit C.R.A.—concld. XII. Cash accounts.—Of one month in a quarter
Department—Concid. will be checked. The credits of import
and export duties realised will be traced
in the Registers .of those dutics in a small
_Ilioe_mage of bills-of-entrv and shipping

ills.

XHI. Baggage Declarations.—5 per cent. of the
dcclataations will be audited in detail every
month.

XIV. Penalty Registers.—The Penalty Registers
of Appraising, Preventive, Import
and Export Departments will be reviewed
once a quarter and one week’s transactions
audited. In cases of smuggling or of
illicit importation or exportation of goods,

procedure connected with the waich
and ward duties of the Preventive Depart-
ment will be looked into.

XN. Drawback.~5 per cent. of the cases reccived
daily from the Local Accounts Audit
Department as selected by the auditors of
the Superintendent after the ecxercise of
a general review of all cases will be audited.

XVI. Refunds.—5 per cent, of the cases received
daily fromthe Local Accounts Audite
Department as sclected by the auditors or
the Superintendent after the exercise of a
eeneral review of all cases will be audited.

XVII. Overtime payment bills.

Local Audit L.A. Audit of accounts of District Boards, Munici-
Department. palities, Court of Wards, Trust Funds, Chauki-
dari Reward and Equipment Funds, Dacca
and Rajshahi Universities, Dacca
Improvement Trust, Administrator General
and Official Trustee, Firc Brigade, Fstate
Partition. Funds, District School Boards,
Official Receiver, High Court and Wakf
Fund, Dispensary J.N. College, Dacca etc.

Appropriation. App. 1 & 1. Disposal of reappropriation  statements, appli-
cations for cxtra grants and transfer of grants,
Appropriation  audit against primary units of
grants and the compilation of the Appropriation
and finance Reports.

Pension. Pen. 1. Pension Department has now been divided into
two sections—Pension I and Pension 1I.

Pension¥ I,

This section deals with the contributions of officers
lent to foreign service, applications for pension
and gratuity of officers whose records of services
are in the History of Services Part I and

Part II, East Pakistan, History of Services,




84

Nature of work done in the Section.

Names of the Abbreviations
Department used for the
or Section. Section.
Persion - Contd. Pension 1. - Contd.
Pen. II.
Budget. Bt.

pension Reports of inferior servants, Constable
and A.S.1. of Police, Commutation reports
of the officers of the Central and Provincial
Governments, Receiving and  distributing
Pensions Reports and verification cases,
U{O cases, Preparation of weekly and
monthly outstanding reports of peasion
reporls and verification cases. Preparation
of six-monthly report of anticipatory Pension
report cases. This section also deals with the
verification of services, Pension Report cascs
of superior Non-gazetted Officers, Compassionate
Gratuity Register, Mofussil Pension.

Audit in respect of the following districts :—

Bogra, Jessore, Dinajpur, Pabna, Rajshahi,
Rangpur, Exchange account vouchers, Misceil-
aneous returns and statements relating to audit
and objection Book, Six monthly Objection
Book, Maintenance of specimen signature.
Audit in respect of the following districts : —
Bakergonj, Dacca, Faridpur, Mymensingh,
Chittagong, Noakhali, Comilla, Khulna.
Compilation of accounts, Appropiiation audit,
I. C. S. Family Pension Fund Statement,
Broadsheet Departmental Suspense, Prepara-
tion of Budget estimates, Receiving and
distributing  letters, Preparation of weekly
and monthly reports of letters, Half wmargins
and U/O. casesandissueof all P. P. Os.

(i) Preparation of budget estimates of the
Central Government offices in  East
Pakistan and the Provincial budget estimates
of the Government of FEast Pakistan
as well as the Debt and Deposit cstimates
relating to Central and Provincial transac-
tions also the connected budget notes.

(ii) Compilation of the figures of prelimine ry
actuals for communication to the G. P., M. F.
(by wire) and to the G.E.P..F.D.

(iii) Preparation of the statement of payments i1 to
local treasuries by Civil Officers on account of
railways for communication to the Chief Audi-
tors of the Railways concerned.

(iv) Maintenance of the (i) Register for watching
actuals under receipt major heads, both Central
and provincial.
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Nature of work done in the Section.

Names of the Abbreviations
Department used for the
or Section. Section.
Budget - Contd. Bt. —Contd.
Book and Compila- BK.L &1I
tion.
Account Current. A. C.
Deposit Section. Dep.
Fund Section. Fund.

(v) Maintenance of the (i) Registers relating
to modification of grants for the Civil Works,
East Pakistan and (ii) Rescrve Registers for noting
allotments against budget grants in Provincial
estimates.

(vi) Preparation of Three-monthly and Six-monthly
Estimates in regard to Central Transactions.

(vii) Preparation of the estimates of Lands and
Advances of the Provincial Government.

(viii) Maintenance of the Register of actuals for
recording the monthly progress of actuals year by
year under “Revenue and Receipt heads™ only.

Compile monthly and final accounts, adjustment
of London Accounts and prepare schedules. Kcep
register of Loans to District Boards, Municipalities
or other Corporation and to private individuals
and notabilities. lssue monthly demand slips
and prepare Annual statements of loans and re-
coveries, maintain Broadsheet connected there-
with. Keep Anoual Adjustment Register and
make inter-provincial  adjustments. Prepare
Ledger, Journal, Trial balance, Abstract of Journal
entries, Annual Review of Balanccs and Civil
Accounts and Finance Accounts, Prepare account
of outstanding cheques.

Account current with other provinces or depart-
ments, verification of annual balances of Local
Funds, Maintenances of Municipal Broadsheets
and other such Broad sheets, Interdominion
Settlement Account.

Deals with the audit of deposit receipts and
other payments, Refund of Lapsed Deposiis
Supply of Local Remittance Transfer Receipts
forms and their audit, Deposit account of wages
of discharged Scamen detained in hospital and
jail and the opening of personal ledger accounts.

Deals with the accounts of the General Provi-
dent Fund, the 1.C.5. and 1.C.S. (Non- European
Members) Provident  Funds, C.P. Fund
(Pakistan) C.P. Fund (East Pakistan), Forest
and Revenue Officers’ Provident Fund, Special,
Provident Fund and the B. and M.S.F., Pension
Fund ; also deals with thework in connection
withtheé H.F.A. Fund, G.F.P. Fund; U. 5. F. P.
Fund and the B.C.F.P. "Fund- where nccessary.
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APPENDIX B.

Classes of Accounts and Correspondence not to be diarised.

Letters, accounts and other papers mentioned below are not diarised. They are separated
and made over to the sections concerned through special transit books prescribed for each class @
these transit books will hauve pages set apurl for the diflerent classes of Ictters and papers separately

for each section or group.

Item Description of decument. Section to
No which sent.

Part I.—Accounts and other papers.

1. London Accounts

2. London Invoice

,
|
K
|
|

3. Statements of valuc of stationery and forms supplied to Local
Funds, etc., by the Deputy Controller of Stationery, Forms
and Publication, Book.
4 Statements of payments made in England on account of stores
and freights.
5 Tonnage Accounts, London e
6. Opium Sale Reporis. H.S.E.
7 Abesntee Statements
8 Cash Accounts (Treasury)
9 Deposit Registers
10. Health Certificates of non-gazetted officers {(mofussil) . ]
TH 5 Letters forwarding vouchers or sub-vouchers appertaining to >
List of Payments or other monthly accounts. | T.AD.
12 List of Payments . J
13. Rent roll of non-gazetted offficers from Executive Engineers
{mofussil) Upper and Lower Subordinates, Accountants and
Zilladars. . I
14, Rcquisition of correction of accounts -
15.  Exchange Treasury Statement T.F.
16. Change statement of survey department e L.%.
[ 4
i7. Monthly expense statement of survey department j H.S.E.
18 Consolidated absentee Stalement of Police officers - L
; Pol.
19, Rent roll for non-gazetted officers, and all Sub-Inspectors of |L
Police from Superinicndents of Police (Mofussil). J
20. Advice of payments into the National Bank of Pakistan, Dacca. T.F.
21. Distribution statement and intimation of sanctions by the )
: Conservator of Forests F.P.F.
C.1.5.

22 Jail eredit notes
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Classes of Accounts and Correspondence not to be diarised. - Contd.

I;:CI:I Description of document. icl;::iiilt:n se:f;.
Part I.-—Accoumts and other papers—Contd.

23. Leave and change statement of the Forest Department -
24. Ledger Abstract (Forest) ... l F.P.F.
25. Register of Forest cheques drawn on treasuries . I
26. Store account of opium ... H.S.E.
i Acceptance of transfers ... Appn. Report.
28. Advice of trunsfer credits b
29.  Advice of transfer dcbiis ... i
30. Audit Notes L WA,
31.  Cash balance statements of P.W. disbursing officers I
32, Central Trust Interest payment orders Il
33. Minor works returns JI
34. Rent roll of gazetted officers from Executive Engineers & Estate)

Officer. . G.A.
35, Service registers of gazetted officers without forwarding f

letters.
36. Health certificates of non-gazetted officers in the Presidency )

town. _ }. T.A.D.
37. Rent roll for non-gazetted officers from Executive Engineers. !
38.  Pension paymept orders for rencwal. Pension.
39, Advance schedules (Exchange Account) ']
40. Exchange Accounts and papers relating thereto...
41, Foreign remittance transfer receipts ‘- AL,
42.  Miscellancous Local Fund return . J
43, Acknowledgement of remittance tramsfer receipt forms Dep.
44.  Local audit report LA,
45. Advice of despatch of stationery ... 2
46.  Award statements .
47. Detailed list of permanent establishment . !} General
43, Objection statements
49.  Miscellaneous papers .
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Classes of Accounts and Correspondence not to be diarised - Conold.

l]l\:ﬁ:l Description of document. ‘ngctlilogcg.
Part Il.—Half margins and other papers.
1.  Budget estimates from local officers ... Bt.
2. Application for re-appropriation of grants Ap.
3.  Charge certificates of Treasury balance RS M
4. Treasury Inspection reports and connected routine letters . f o
- Proposition statement for verification and sanction
Government. T.A.D. & G.AD.
6. Acknowledgement of permanent advance
7.  Charge reports of non-gazetted officers T.AD.
8.  Last pay certificates of non-gazetted officers
9. Arrival reports of gazetted officers
10.  Charge reports of gazetted officers
11. Claim for payment of overseas pay in England
12. Last pay certificates of gazetted officers G.A.
13.  Leave applications of gazetted officer for report ...
14. Personal matters of gazeited officer
15.  Sailing report of gazetted officers
16. Application for pensions received for report Pension L.
17.  Applications for refund of lapsed deposit Deo.
18.  Letters addressed through this office ...
19.  Post copies of telegrams General.
20.  Replies to half margins - ...




Correspondence to and from Governmsnt and other high authorities of the
class given in ths sub-joined table should be preserved for the pzriods mentioned
against each. The list follows generally the rules laid down in the late Auditor
General’s-letter No. 1410, dated 4th October 1901. "It excludes, however, the
correspondence specifically meitioned in Annexure-1 below para. 344 of the
Auditor General’s Manual of Standing orders which are to be preserved for
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APPENDIX C.

Detailed instructions for preservation of correspondence.

the periods shown therein.

Item Subject of the correspondence. To whom sent or
No. from whom
received.
To be preserved for 25 years.
1: Pension reports (other than those for non-service and political Local Govt.
pensions) C.G. 350-T A & A. dated 11th August.
10 be przserved for 3 years.
£ Letters forwarding statement of outstanding objections (T.M.) )
2. Letters regarding supplocmentary report in the review of »Comptroller &
balances. . Auditor General.
3. Letters regarding the annual ex-o fficio Banking Account (T.F.) J
4. Letters recommending increase to contract grants and orders )
sanctioning their revision.
L% Letters forwarding statements of Famine expenditure.
6. Letters forwarding statement of excess over budget grants.
7. Resolutions on departmantal budgets. S
8. Letters requesting to confirm remissions of special advances
sanctioned by Commissioners (T.M.) Local Govt.
9. Orders sanctioning special temporary advances. r
10. Orders sanctioning special allowances. .-
11. Orders sanctioning rewards and honoraria.
12.  Orders sanctioning deputation of officers on special duty.
13. Orders sanctioning write-off of irrecoverable sums (T.M.) ...
14. Orders sanctioning re-appropriation of grants. ...
15. Letters regarding loans to private persons or Municipalities
which have been paid off.
16. Letters forwarding annual statements of increases and decrease
of political pensions.
17. Letters of Government asking to submit certain returns.
18. Orders granting payment of deputation allowance for periods
of less than three years.
19. Resolutions on pure administrative questions. J
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To whom sent or

Item Subject of the correspondence. from whom
No. - received.
To be preserved for 3 years—Contd.
1
20. References regarding leave due to oiiicers and reply thereto. H
LLocal Govt.
21 Letters forwarding annual statements of Cantonment Fund |
receipts and charges. ) |
22, Letters calling for an expression of opinion (T.M.) J
To be preserved for | year.
1. Letters intimating despatch of establishment returns Govt. of Pakistan,
(Administration). Ministry of
Finance.
2.  Statements of irrecoverable sums written off (T.M.)
3. Letters forwarding list of outstanding bills.
4, Letters certifying to the preparation of the Trial Balance Sheet.
5. Annual Ietterséor statements) forwarding distribution  ate- >Comptroller &
ments of credits under Provincial Rates (T.M.) Auditor General.
6. Letters of the Comptroller and Auditor General calling for
certain returns. ]
7. Advices communicating English advances.
8. Letters ordering the book to be closed (Book Department).
9, Letters forwarding copy of debt and deposit estimates. State Bank of
. i e Pakistan.
10. Letters forwarding periodical statements, e ]
11. Death report of European pensioners.
i2. Letters calling for copies of Goveinment orders ... S“Local Govt.
13. Letters forwarding monument endowment returns. I
14. Reminders to and from Government. I
15. Orders sanctioning extension of joining time. ... o)
16. Orders exempting officers from the operation of rule 55 of the
Fundamental Rules on a single occasion.
17. Orders sanctioning journeys beyond jurisdiction,
18. Orders sanctioning railing of horses and camp equipment.
19.  Orders sanctioning extension of service beyond 60 years.
20.  Orders sanctioning special contingent charges.
21: Orders sanctioning payment of special amounts from Treasuries.
22.  Orders placing sums at the disposal of the Commissioners for }Local Govt.
Plague and Famine Expenditure.
23. Orders sanctioning retirement of service.
24,  Orders forwarding Treasury and survey training certificates of

civilians.
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Item Subject of the correspondence. To whom sent or
No. from whom
received.
To be preserved for 1 year—Contd.

25. Orders approving assumption of the charge of the District )
Jails. r

26 Orders sanctioning transfer of charge being made at a station
other than head quarters.

27 Special orders conveyed under rule 67.of the Fundemental
Rules, }Local Govt.

28. Acknowledgement of certain statements and cstimates.

29. Orders authorizing Press to supply printed copies of depart-
mcntal estimates. ]

30. Letters enquiring the causes of delay in the disposal of pension
cascs. B

So long as held.
1. Old receipts for Government Promissory notes held in safe Comptroller &
custody. Auditor General.
To be kept for the period sanctioned.
1. Orders sanctioning temporary establishments and appointments Local Govt.
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APPENDIX D.

Destruction of Records.

The following Records should be destroyed after the periods .noted against
sach. The list does not include records shown under paragraph 343 of the
Manual of Standing Orders which are to be preserved for the periods mentioned
therein, except when otherwise mentioned, and those for longer periods sent to

0l1d Record.
Item Nature of Records. Period Section
No. after dealing Remarks.
whichtobe  with the
destroyed. Records.
I--Account Compilation.
1. Administrative Accounts Irrigation. WNot to be Bk. 1 Two volumes may
destroyed. be kept in the
2. Annual Finance Account. S Bk. Section for refer-
ence. The rest
3. Capital and Revenue Accounts of ve W.A. { should be sent to
Government Buildings let or the Old Record for
available for rent. J sale custody.
4. Tonnage Accounts. 25 C.W_F.P.
F., LV.E.
& C.J.S.
5. Account Current sent to other 3 A.C.
departments—office copies of.
6. General abstract of Financial 3 Bk.
results of Irrigation Works.
7. Local Budget Estimate. 3 BL.
8. Trial Balance Sheet 3 Bk.
9. Six-monthly estimates—office copies. 1 Bt.
10. Personal passage account. Not to be T.AD. &
destroyed. G.A.D.
11. Exchange Account Abstract. 15 A.C.
1l—Account Received.
1. District Fund Accounts. 10 L.A.
2. Medical Trust Fund Accounts 10 L.A.
3. Final Accounts of the High 5 Bk.
Commissioner for Pakistan in the
United Kingdom.
4. Public Works Remittance Accounts 5 W.A
with Civil Department.
5. Remittance Account from the secre- 5 Bk. Sectional Record.

tary to State and High Commi-
ssioner (through Comptroller and
Auditor General).
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Item

Period Section
No. Nature of Records. after which dealing Remarks.
to be with the
destroyed.  Records.
H—Account Received—Contd.
6. Monthly Accounts of  Forest 10 ]
Disbursing Officers. I
Schedules of Forest Revenue Remi- 5 P.R. I1I
ttances (Forest Schedules) (Cci}:.ral)
F.P.F.
8. Schedules of Forest Revenue Remi- 5 | (Provl)
ttances (Treasury Schedules) 1
9. Schedules of Forest Cheques paid 5
by Treasury Officers. ]
10. Schedules of Forest cheques paid 5|
(submitted by Forest Officers). J
11. Stamp Store Account. 5 H.S.E.
12. Abstracts of contractors’ and Dis- 3 F.P.F.
bursers’ Ledger of the Forest
Department.
III-—Returns Received.
1. Stamp Schedules. 5 H.S.E.
2. Annual statement of Expenditure on 3 Bk. & Rec.
Stores (as well as copies of the)
Statement for this office).
IV—. Audit Registers.
1. Travelling Audit Registers. 5 Genl.
2. Audit Register for Grants-in-Aid 7 Genl.
and Scholarship.
V.—Miscellaneous Registers.
1. Bundle Registers of letters. ... Not to be Rec.
destroyed.
2. Case Registers. . Rec. Sectional Record.
3. Diary Register if inward letters . Rec.
received from G.P.,G.E.P.,S.B.
and CA.G.
4. Establishment Cash Book in Form 5 Estt.
C.A.C. 18.
5. Diary Register of outward letters. 10 Rec.
6. Loan Register. ... Not to be Bk. Sectiopal
destroyed. Record.
7. Memorandum book of calculation 20 G.A. —do—

of leave.
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Item Period Section
No. Nature of Records. after which dealing Remarks.

to be with the

destroyed. Records.

S s |
V—Miscellaneous Registers—Contd.

7.A. Register of all Buildings borne on 20 W.A.D. After two  sub-
the books of the P.W.D. sequent Tregisters

have been prin-

ted the previous

ones may be
destroyed.
8. Register of Receipts and Charges, sy WA, Do.
State Railway Construction (since
abolished).
9. Register of Services. 35 G.A.
10. Diary Register of inward letters 15 Rec.
other than those received from
G.P.,G.E.P..S.B. and C.A.G.
11. Register (Plus Minus memos.) of 12 Dep.
receipts and payments of personal
deposits.
12. Register of Pensions by Departments. 10 Pen. Sectional Record.
13. Register of last pay certificate. 5 G.A, Do.
14. Accountant General’s check Register. 3 Bk. Kept i by AG.
himself.
15. Attendance Register of all kinds. 3 Genl.
16. Budget Register—Buildings and 3 Bt.
Roads and Irrigation (Parts I
and IID).
17. Cash Balance Book. 3 Cash.
18. Despatcher’s Register and Peon Book. 3 Rec.
19. Despatcher’s Code Correction Slip 3 Rec.
and Circular Distribution Book.
20. Despatcher’s Stamp Account Book. 3 Rec.
21. Number Book of Half margins and 3 Genl.
the like.
22. Old Record Issue Register. 3 Rec.
23. Opium Check Register. 3 T.AD.
24. Register of items of Revenue and 3 W.A.
expenditure not exceeding Rs. 10
written off as irrecoverable.
25. Register of Leave Salary Certificate. 6 G.A.
26. Register of Remittances in Account 3 A.C.
Code Form 7. -
27. Scale Register. 3 G.A&T.
A.D.
28. Stamp and other Broad Sheet and 3 T.A.D

Check Registers.
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Item Period Section
No. Nature of Records. after which  dealing
to be with the Remarks.
destroyed.  Record.
V—Miscellaneous Registers—Concld.
29. Token Registers. 3 Cash.
30. Register of Divisional transfers 2 W.A,
debited and credited.
31, Register of Cash Remittances 2 CWI, F
P.F.,LV.E.
&C.J.S.
32. Register of transfers to and from 2 AL
other Provinces and Departments.
33. Transit Books of Record Department. 2
34. Progress Report Book of all kinds. 1 Genl.
35. Register of Pre-audit Cheques 1 Bk.
outstanding.
36. Transit Book of all sections other 1 Genl.
than Record.
37. Registers of grants placed at the 5 Bt.
disposal of controlling officers.
318. Memo. of particulars for lcave salary 6 T.AD.&
certificates. G.A.D.
39. Register of sanctions and payment Not to be Do.
of passages. destroyed.
40. House Building Advance Register. 6 GT%,% Sectional Record.
41. Motor Car Advance Register. 6 I "
42, Fund Availability Register. - 3 . »
43. Register of deposit for work done 5 W.AD. 5
for public bodies and individuals.
44, Register of receipts and payments of 5 T.M. »s
miscellaneous cash remittances.
45. Review Register for sclection of 3 . v
audit units.
46. Register of Nominal Test Check of 3 » "
rates of pay.
47. Loss Register v 5 i "
48. Specimen Signature Register. 3 » ”»
49. Register of Inspection Reports. - 3 » "o
50. Register of verification of balances of 5 " »
Municipal Funds, :
51. Municipal Broad sheets. 5 " »
52. Diary Register for records of memos 2 » »»
issued by the Inspection Accountant. .
53. Register for selection of rent rolls 2 C.W.IL »

or test check.
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Item Period Section
No. Nature of Records. after which dealing Remarks.
to be with the

destroyed. Records.

VI—Objections.

1. Adjustment Registers. 3 Genl.

2. Abstract of objectionable items in 3 W.A, A.G.,P.W.D Cir.
the Accounts of the Executive XXI of 1897.
Engineers.

3. Extract from objectionable items in 3 WA, Do.
the accounts of the Executive
Engineer.

4. Objection statement showing the result 3 W.A. Do.
of examination of the Remittance
Account received from the
Accountant General.

5. Objection Book. 3 Genl.

VII.—Vouchers.

1. General Provident Fund vouchers 6 Fund.
except those on which find
payment of G.P.F. money is made
to persons other than the subs+
cribers.

2. Grant-in-Aid vouchers. 5 T.A.D.

2-A. Vouchers relating to Discretionery 3 G.A M.
grants by Heads -of Provinces etc.
3. Lapsed Deposits. 5 Dep. These vouchers are
. filed in T.A.D.
4. Malikana vouchers (Permanent and 5 T.A.D.
Temporary).

5. Scholarships and Stipends (including 5 T.A.D.
those payable from the Mohsin
Fund.)

6. Vouchers not otherwise specially 5 Genl.
provided for.

7. Cash orders in Sub-treasuries. 3 [.A.D.

8. Cheques (Forest, Local Fund, Pre- 3 AD.&
audit and Public Works). k.

9. Contingent Bills (Abstract and 3 AD. &
detailed.) +C.

10. Contingent Bills and T.A. Bills of 3 I.AD.

Mohsin Fund.
11. Discount on Stamps and other 3 [LAD.
Commission Bills.
12. Personal Deposit vouchers. .. 3 Dep. These vouchers -are
filed in T.A.D.
13. Ruceipts of the Postal Department. ... 3 [A.D.
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Item Period Section
No. Nature of Records. after which dealing Remarks
to be with the

destroyed. Records.

VII— Vouchers—Contd.

14, Refund vouchers (including fines). 3 Genl.
15. Rewards in Opium, Salt, Stamp and 3 T.A.D.
Customs cases.
16. Supply Bills and R.T.Rs. (Local 3 T.AD. &
and Foreign). A.C.
17. T.A. Bills. 3 Genl.
18. D.C. Bills sub-voucher and Account 3 T.A.D.
current voucher Bills.
VIII - Miscellaneous.
1. Municipal Loan Sinking Fund. 37 Bk. \\l’;l‘ls_fbggdeslroyed in
2. Office Order Books (P.W.D.) Yegrei TS W.A. “1’19]!.-' 2b,1;3’dcslr0yed in
3. Manuscript copy of History of 3 G.A. )
Services.
4, Broad Sheet of Revenue Advances. 10 G.A.M. Sectional Record.
5. Broad Sheet of Objection Book: 10 Genl. Do.
Advances.
6. Budget and Budget Notes (Proof and 10 Bt Do.
and office copies of.)
7. Debt and Deposit Estimates, office 10 Bt. Do.
copy of.
8. Files of Journal Entries. 10 Bk. Do.
9. Annual Report on the Efficiency of 5 W.A. A.G,,P.W.D. Cir,
Accountants. XXI of 1897,
Sectional Record.
10. Agreement Shect and Broad Sheet 5 A.C &. Do.
of Bills. Dept.
11. Gazette—Dacca and Pakistan. 5 Rec, Do.
12. General Diary of Returns. 5 Rec. Do.
13. Invoices of Stores purchased by the 5 Bk.
High Commissioner for Pakistan
for Provincial Services.
14. Proof Shect of postings of Deposits. 5 Dep. Sectional Record.
15. Advice Slips of all kinds—office 3 Gent.
copies of.
16. Broad Sheet of suspense transactions. 3 W.A.
17. Counterfoils of udit cheques, 3 P.A.D.
pre= T (Cash).
18. Classified List and Distribution 3 W.A,

Returns.
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Item Period Section
No. Nature of Records, after which dealing Remarks.
to be with the

destroyed. Records.

VIII—Miscellaneous—Contd.
19. Files of Half margins. 3 Genl.
20. Half-yearly abstracts of reports of 3 W.I.

Inspection of Executive Engineers
cffices.

21. Office Stationery Account Dooks 3 Rec,
with requisitions.

22. Return of Major, Minor works, 3 W.A.
repairs, Tools and Plant,

23. Statement Files. 3 Genl.

24. Statemcnts showing the Provincial 3 Bk.

and Local Fund receipts and expen-
diture for the year (P.W.D.)

25, Statement showing the amount of 3 Bk.
interest payable by Local Govt.
on Capital Expenditure on Irriga-
tion work not charged against

Revenue,

26. Transfer Report of Accountanis ... 3 W.A.

27. Advice by transfer debit and credit. 2 WA,

28, Monthly list of transfers debited 2 W.A.
and credited.

29. Files of charge certificate and last 1 G.A.
pay certificates,

30. Credit notcs— Railway warrant. 9 monthsAT.A.D. &

31. Treasury schedules of Forcign Bills 5 A.C.
issued,

32. Treasury schedules of Foreign Bills 5 A.C.
paid.

33. Certificates of acceptance of balances 3 Dep.
of P.L. accounts.

34. Provident Fund Schedules. 3 Fund.

35. Applications for admission to G.P. 3 Fund.
Fund.

36. Calendars of Returns. 5 General.  Sectional Record.

37. Monthly arrear reports to A.G, 3 Record.
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Item Period Section
No. Nature of Records. after which dealing
to be with the Remarks.
destroyed. Records.
IX—Correspondence.
1. Correspondence filed in cases. Not to be Rec. Kept in Record
destroyed. Branch,
2. Inward and Outward Letter and Do. Rec.
Bundle of letters marked *A”.
3. Inward and QOutward Letter and 20 Rec.
Bundle of letters marked “33X".
4. Inward and Outward Letter and 10 Rec.
Bundle of letters marked “XX.
5. Inward and Outward Letter and 5 Rec
Bundle of letters marked **C™.
6. Report of date of sailing of an officer 2 G.A
proceeding on leave.
7. Inward and Outward Letters marked 1 Rec.
(.D"-
8. Sanctions and other correspondence 3 years after Book.

in respect of Loans to Municipa-
lities, Pakistan States, etc.

the loa. s have

been fully
paid off.
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APPENDIX F

Distribution List of T. M/T. A. D. Circulars.

Serial
No.

Circulars are distributed as follows,

Total number of
copies required.

One copy to each Gazetted Officer of this office
One copy to each section of this office

One copy to each office in Dacca under the Audit Control
of this office.

Copies distributed amongst Head of Offices in the muffasil
through District Officers.

Copies distributed amongst judicial offices in the muffasil
through District Judges.

Copies distributed through the Conservator of Forests,
gme copy for the Conservator and 11 copies for Forest
fficer in East Pakistan).

As will be determined from time to time.

Total
Add Reserve Stock

GRAND TOTAL




APPENDIX ‘G’
Distribution list of T.M./T.A.D. Circulars Addressed to Disbursing Officers Amongst district Officers.

No. of copies issued for
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Collector,

To whom issued.
j,

ON [elleg

Baker,
Bogra.
Chittagong.

1,
2,
3.

Deputy Commissioner.
Chittagong Hill Tracts,

4,

.y

3 .
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5.
6.
7
8
9
10.
1.
12,
13
14.
15,
16.
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APPENDIX-H.
Calendar of Returns, Work, etc., of the Record Department.
Serial Name of Return, work, etc. To whom When due. Authority.

No. due

Weekly.
1. Submission of diary of returns, A.G. Monday. Para 1:16, Record
Manual.
2. Weekly report of valuables. AG. Do. Paras 13 and 237
Record Manual.
3. Weekly report of QOutstanding A.G.d& other Do. Para 69, Record
letters. G.Os. Manual.
4, Weekly report of U.O. Cases. A.G. Wednesday.  Paras. 14 and 69,
Record Manual
5. Gazette of Pakistan and Dacca A.G. Tuesday and Para. 194, Record
Gazette Saturday. Manual,
6. Review by Superintendent of A.A.O. Saturday. Para 121, Record
Distribution Register of the Manual,
Copying Section.
7. Report of examination by A.A.Q. Thursday.
Superintendent of Despatch
Registers.
8. Report of examination by AA.Q, Friday.
Superintendent of Peon Books.
9, Report after examination by A.A.O. Do.
Examiner, Reference Branch
of clearance of papers sent
through Inward Transit Book.

10. Tssue by Despatcher of printed A.A.O, Saturday. Parus 134, 197 and
circulars and correction slips 234, Record
outside the office. Manual,

11.  Issue by Forms Clerk of printed A.A.O, Do. Paras 197, and 234,
circulars and correclion slips Record Manual.
within office.

12. Turchase of office contingerncies Superintendent. Do. Para 236 (c), Record
by Contingent Clerk. Manual,

Fortnightly.

13. Report after examination by A.A.O, 2nd and Para 188, Record
Asstt. Supdt. of clearance of 16th. Manual.
undiarised papers sent through
Miscellaneous Transit Books.

14. Preparation of office Contin- A.A.O. 6th and 20th Para 236 (c), Record
gent bill. {In Jusee, Manual.

the last date
is 15th).
Monthly.

15. Monthly report-on the state A.G. st working

of work; day of the
. month.
16. Bill for payments to Farashes A.A.O. Ird Para 236 (c), Record

for the supply of drinking
water.

Manual.
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APPENDIX ‘H'—Contd.

Calendar of Returns, Work, etc., of the Record Department.

S;Iriall Name of Return, work, ete. | To whom due)] When dug. Authority.
0.
Monthly-—contd.
17. Supply of Stationery to-officc.  Office. 4th to 28th.
18. Review of Liability Register. AAO. 5th Para 236 (a), Record,
Manual, -
19. Sending Office Duftries to sec- 5th to 24th. Para. 349;. O.P.
tions for filing vouchers, Manual
20, Cut list of Establishment in T.ML.E. 18th
Record.
21, Indent of Stamps. A.G. 20th Para 213, Record
Manual.
22. Review of Contingency Stock A.A.O. 21st
Register.
23. Writing of reminders and their All sections. 22nd
transmission to sections. ‘
24, Cut list of orderlies, peons and T.M.E. 24th Para 241, Record
duftries attached to Record ) Manual.
Section. _
25, Pasting of voucher files in 25th to 30th Para 170, O.P.
Record. Manual.
26, Cut list of contingency A.A.O. 26th Para 236 (¢), Record
establishment. Manual.
27.  Monthly Closing of Stationery A.A.Q. 28th Para 204, Record
Account. Manual.
28. Preparation of pay bills of A.G. 28th Para 236 (c), Record
contingent estt. Maapal.
29. Verification of sectional letter 28th to 30th Para 69, Record
reports, Manual.
30. Repert as to whether the .A.A.D. 29th - Para 219, Record
Library books have been Marmal.
corrected up-to-date.
31. Report asto whether all lctters A, A.O. 29t
'\t;‘:inﬁﬁﬁ for cases have been
filed.

32. Distribution of printed forms All sections. 29th
of certificate as to the state :
of work.

33, Preparation of ouistanding A.G. and Last.3 days Paras.- 68 & 69,
st of letters, un-official G.Os. of the month Record Manual,
cases received in other office
upto i5th and 24th respectively.
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APPENDIX ‘H'—Contd.
Calendar of Returns, Work, etc., of the Record Department.

Serial | Name of Return, work, etc. | To whom due. | When due. Authoritty.
Quarterly.

34. Review by Supdt. of stock of sth April, Para 200, Record
Code Manual, etc. iluty. , Manual

an. )

35. Voucher files of Deposit Section Old Record. 5th April,
to be sent down to Old July, Oct.,
Record. Jan.

36. Report of verification by A.A.O. 19th April, Para 204, Record
Superintendent of stock of July, Oct., Manual.
stationery. Jan. ‘

37. Report of wverification by A.A. 0O, 20th  April, Para 215, Record
Superintendent of Stamps. July, Oct., Manual.

Jan.
38. Washing charges to orderlies A.A.O, 23rd April, Para 236(c), Record
etc. July, Oct., Manual.
Jan.
39. Review of Inward Diary A A QO 10th May,
Register upto last quarter and Aug., Nov.
report of completion by & Feb.
Examiner, Reference Branch.
40, Corrections to O. P, Manual. A.G. Do.
41, Correction to Record Manual. A.G. 15th May,
Aug. Nov.,
. & Feb.

42, Review by Asstt. Superin- A, A.O, Deo. Para 229, Record
tendent of Stock Register of Manual.
Forms.

Half Yearly.
43,  Alteration in Telephone 28th Feb. &
Directory. 31st Aug.
44, Report on the state of work Comptroller 15th  April  Article 99,
in the office. & Auditor and October.  Audit Code.
General.
45. Call for new Telephone EastPakistan Do.
Directory. Telephone
Directory.

46. Voucher files of T.AD. from Old Record. 15th June Paras 139 and 233,
April to December of last and Novem- Record Manual,
year to be taken over by ber.

Forms Clerk and sent to Old
Record and preparation of
an outstanding list for sub-
mission to Superintendent,
Record.
47. Voucher files of T A.D. from Do.

January to March of the
Current year as well as all
Registers to be preserved for
over 5 years to be taken over
by Forms Clerk and sent to
Old Record and preparation
of an outstanding list for sub-
mission to Superintendent,
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APPENDIX *HP——Contd.
Calendar of Returns, Work, etc., of the Record Department.

Serial
No.

Name of Return, work, etc. li

To whoni due.

When due. Authority.

48.

49,

50.

51.

52.

53.

54,

55.

56.

57.

58.

Annually.

Arrangemenis for disposal of A.A. O.
waste paper.

Destruction of “D" file bundles Old Record.

of previous year and trans-

mission of other bundies to Old

Record with bundle register

for receipt and acknowledge-

ment.

All sections
of office.

Settlement of discrepancies of
file orders between Outward
and Inward letters by Superin-
tendent, Record. Those
bearing no file orders to be
sent to Superiniendent of
issuing section and revised file
orders posted in respective
Outward and Inward diary
registers by Reference Clerks.

Issue of summer uniform to
peons.

Weeding of time expired
records and report of their
check by Superintendent,
Record.

Destruction by Reference clerk
of “D” file Outward letters of
previous year with corres-
ponding inwards and trans-
mission of other to Old Record
with diary registers for receipt
and acknowledgement.

Issue of umbrellas and repai-
ring charges to office peons.

ion by Recorder of
“pD*” files single Inward
letters of previous year and
transmission of other letters to
0Old Record with diary registers
for receipt and acknowledge-
ment.

A.A.0.

Old Record.

Bundles of previous yecar to be All Sections.

sent to Sectional Superinten-
dents for file order and revision
of titles, if necessary, and the
file order to be posted in the
bundle registers by Rcference
Clerks.

Proposal for civil works expen- Ex.
diture concerning this office

with request to furnish rough & & Elect.

estimate and plan.

Review of Outward diary A.A.O.
registers of previous year and

report of completion by
Examiner, Reference Branch.

Office peons.

Old Record.

Office pcons.

1st May.

10th May.

10th May. Para 109, Record

Manual.

Para 259, Record

Manual.

Para 164, Record.
Manual.

15th May.

15th May.

20th May.

20th May. Para 260, Record

Manual.
Do, cin

Para 108, Record

Manual.

31st May.

Do. Bundie A.C/89 of

1916-17.

1052,
Jan.

D"a Aﬂ&
dated | 23rd
1922,
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APPENDIX ‘H'—Contd.
Calendar of Returns, Work, etc., of the Record Department.

l

Sgiﬂ Name of Return, etc. To whom due. ; When due. I Authority.
0. | 1 |
Annually—Contd.

59. Indent of stationery including A. A.O. 31st May, Dy. Controller,‘

Skeleton Files. Stationery & Stamp
No. S. PI-3413,
dated 25th July
1925  and Para
209, Record Manu
al. (Sec. 340).

60. Stock-taking by Superintendent Do. 20th June Para 220, Record
of books in the office Library. Manual.

61. Proposal for Civil Works Comptroller 15th July.
ex ture oonoermng this & Auditor

requiring the sanction General.
of Government of Pakistan.

62. Voucher files of W.A. with Old Record. 15th Aug.
clagsified Abstracts and Audit
Registers to be taken over by
Old Record.

63. Proposal for Civil Works Comptroller Do. Dy. AD.G. 1052
expenditure concerning  this and Auditor dated 23rd Jan.,
office requiring the sanction General. 1922,
of the Comptroller and Auditor
General.

64. Old boards gathered from time- Central Press. 20th August. Para 210, Record
expired records sent to Manual.

Pakistan Press for cutting

them into given sizes.

65. [Eid arrangements. A.A O As will be

fixed from
time to time

66. Issue of winter uniforms to Office Peons. 5th Nov. Para 259, Reeord
Office Peons (once in iwo Manual.
years).

67. Circular letter to Treasury Treasury 15th Nov.

Officers concerned to submit  Officers.

annual indent for P.W.

Cheque and Receipt Book.

68. Consolidated indent for stan- Dy. Collec- Do. Appendix 1V, Prin-
dard and other forms. tor Forms ting Rules, 1925 &

Store. Para 224, Record
Manual.

69. Consolidated indent for prin- Govt. of 30th Nov. Para 225, Record

ted labels. Pakistan Manual.
Press.

70. Reminders -to other sections of All Sections. Ist Dec. .Appendix V,  Pak-
the office for issue of indents istan ting
direct to the Pakistan Press Rules, .1925 and

Para 223,

for “Special” forms.

Manual.
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APPENDIX ‘H — Concld.
Calendar of Returns, Work, etc., of the Record Department.

Setial | Name of Retarn, ec. | Towhom due. | When due. Authority.
[+3 [ |

Apnually - Concld.

71. Letters to Pakistan and Fast Pakistan & 10th Dec.
Pakistan Press for next year’s E.P.G.

calendar. Presses.
72.  Stock-taking of P.W. Cheque Pakistan 5th January.
and Receipt Books and issue  Press.
of indent.
73. Indent of dusters from the A.A.O. 15th January. Para 212, Record
Jail Depot, Manual.
74. General diary of returns of Superin- 5th May. Para 136, Record
the current year circulated tendents, Manual.
among Superintendents for
revision.
75. Forms for Annual Registers Various 7th March.

to be supplied to sections for  sections.
arranging and making ready
for binding with prescribed

labels.
76. Office duftry to start binding Do. Para 231, Record
the Registers for the next year. Manual.

77. Purchase of Gobletts, ctc. A A O, 7th March.




List of this office registers to be bound by the Government of Pakistan Press,
Dacea.

Serial Description of work. Style in which to | Periodicity of No. of copies
No. bound. binding. required to be
bound.
1. Establishment Audit Leather, back, Every 4 years. 149 Vols.
Register. cloth sides,
board.
2.  Contract Contingent Audit Cloth back and Every 2 years. 78 Vols.
Register. corners, paper
sides, boards.
3. Regular Contingent Audit Do. Do. 28 -
Register.
4. Special and Periodical Con- Do. Do. 8,
tingent Audit Register.
5. District Classified Abstracts. Do. Yearly. 132 -
6. Register of sums written off. Do. Do. 28,
7. Cash Payment Book. . Do. Do. 3 o
8. Disburser’s Account. Do. Do. 1 Vol.
9. Dictionary of References. Do. Do. 63 Vols.
10. Pending Register. Do. Do. 23,
11. Review Register. Do. Do. 52 »
12. Permanent Advance Audit Do. Every 2 years. 4 s
Register.
13. Broadsheet of Advance re- Do. Do. 5 "
coverable.
14,  Analysis of balance. Do. 21,
15. Check Objection Book. Do. Do. 20 .,
16. Progress Report Register. Do. Do. 20
17. Broadsheet of Stamps. Do. Do. 5 ve
18. Broadsheet of Opium. Do. Do. 4 v
19. Rl:rm of Treasury Irregu- Do. Do. 4 »
ities.
20. Revenue Advance Broadsheet. Leather back, Every 4 years. 1 Vol
cloth sides,
board.
21. Remittance Register. Cloth back and  Yearly. 1 Vol
corner, paper
22. Register of Disallowance. Do. Biennial. L
23. Progress Book of Objection Do. Do. 1 e
Statement.
24. Police Audit Register. Do. Yearly. 7 Vols.
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APPENDIX ‘I—Contd.
List of this office registers to be bound by the Government of Pakistan Press,

Dacea.
Serial Description of work. Style in which to || Periodicity of l No. of copics
No. be bound. binding. [ required to oe
bound.
25. Periodical Audit Register, Cloth back and Biennial. 1 Vol.
(for S. A. 8) corner, paper
sides, board.
26. East Pakistan  Survey Leather back, Triennial. 1 Vol.
Contingent Audit Register.  cloth sides,
board.
27, Register of Survey charges. Cloth back and  Biennial. 1 Vol.
cormners, paper
sides, board.
28. Register of settlement receipts Do. Do. | .
and charges.
29. Broadsheet of Advances Leather back, Triennial. 1,
rccoverable of survey and cloth sides,
Settlement Operation. board.
30. Survey Suspense Register Do. Do. | I
31. Provincial Audit Register. Cloth back and  Annually. 7 Vols.
corners, paper
sides, board.
32. Circle Audit Register. Do. Do. 3 copies.
33. Temporary Audit Register. Do, Do. 1 Vol
34, Divisional Audit Register. Lecather  back, Every 4 ycars. 3 Vols.
cloth sides,
board.
35. Audit Register of Sanskrit Cloth back and Do. 1 Vol.
Stipends. corners,  paper
sides, board.
36. Forest Classified Abstract. Do. Yearly. 2 Vols.
37. Jailors’ Audit Register. Do. Do. 1 Vol.
38. Agricultural Officers Audit Do. Da. 1 Vol.
Register.
39. Special Recovery Register and Do. Do. 2 Vols.
Broadsheet.
40. Motor Car Advance Register Do. Da, 1 Vol.
and Broadsheet.
41. House Building Advance Do. Do. 1 ,,
Register and Broadsheet.
42, Contribution Register. Leather back, cloth Every 3 years. 5 Vols.
sides, board.
43, Establishment Returns, Cloth back and Once a year. 12,
corners, paper
sides, b i
44, Presidency Abstracts. Do. Twice in a year. 40 Vols.
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APPENDIX ‘I’—Contd.
List of this office registers to be bound by the Government of Pakistan Press,

Daceca.

Serial

Description of work.
No.

be bound.

l Style in which to |

Periodicity of i No. of copies

45. Treasury Inspection Register.

46. Register of Defalcation.,

47. Register of collection of
Reviews of the District
Accounts.

48. Memo. sending members of
office assistants for health
examinations, etc.

49, Memo. for health examination

in connection with propo-
sals for P. 1. Fund.

50. Increment Register (S.Y.-113)

51. Leave  Account
(F.R.-9A).

Register

52. Salary Audit Register of
G. Os.

53. Travelling Allowance Audit
Register.

54, Scale Register.

55. Manuscript copy of H. or
G., East Pakistan.

56. Leave  Salary
Register.

Certificate

Cloth back and

corners, pa

sides, board.
Do.
Do.
Limp binding,
Do.

Cloth back and

corners, paper
sides, Board.

Do.

Leather back,
cloth sides,
board.

Full cloth, board.

57. Furlough Calculation Register. Leather back,

58. Check Register of leave
application and leave salary
ificate.

59. Register of Local Funds.
60. Grant-in-Aid Audit Register.
61. Scholarship Audit Register.

62. Register of cheques issued.
63. Cash Balance Baok.

cloth sides,
board.
Do.

Do.
Do.

Cloth back and

COTners,
sides, board.

Dao.

Cloth back and
paper

corners,

sides, board.

papers

binding. ‘ required to be
bound.
As occasion 1 Vol
arise.
Do, 1 Vol.
Do. 1
Annually, 2 Books.
Do. 1 Book.
Biennial. 20 Vols.
Quinquenniai 23 Vols.
20 Vols.
Occasionally
3 Vols.
Every 6 years. 5t ,,
Every year. s,
Every 3 years. 0
Every year. 25
Do. 1 Vol.
Occasionally. 2 Vols.
Every Year 1 Vol
Every 4 years. ) R
Every 3 years. 3 Vols.
Do. 6 ”
Annually. 1z ,,
Annually. 2




115

APPENDIX ‘I’--Contd.
List of this office registers to be bound by the Government of Pakistan Press,

Dacea.
Serial Description of work. Style in which to Periodicity of No. of copiese
No. be bound. binding. required to b
bound.
64. Cash Payment Register. Cloth back and Annually. 12 Vols
corners . paper
sides, board.

65. Register of cheques written. Do. Do. g
66. London Invoice Register. Leather back, Every 3 ycars. 1 Vol.
cloth sides,

board.
67. Register of Indents for Stores Do. (1vol.)
from England. Annual (I Vol.) 2 Vols.
68. Loan Demand Slips. Cloth back, Yearly. 4
stiff paper
covers, cut
flush (wire
stitched).
69. Subsidiary Loan Register. Leather back, Every 5 years. 1 Vol.
cloth sides,
board.
70. Broadsheet of advances of Leather back, Do. 1,
loans. cloth sides,
board.
71. Broadsheet of loans repay- Do. Do. 1 .,
ment.
72. Register of Outstanding Pre- Cloth back and  Yearly. 2 Vols,
audit Cheques. corners, paper
sides, board.
73. Detail Book. Leather back, Fifteen years. 15,
cloth sides,
board.
74. Consolidated Abstracts. Leather back and Permanent, 6
and corners,
cloth sides,
board.
75. Disburser’s Statement. Leather back, Five years. 1 Vol.
cloth sides,
board.
76. Register of Grants and Do. Do. 9
modifications of the P.W.D.
77. Register of Grants and Appro- Do. Do. 3 Yols.
priations.
78. Register of Reserves. Do. Do. 16 ,,
79. Register of Alterations in Cloth back and Do. 3 .,
Appropriation (5.Y.-3) corners, paper
sides, board.
80. Appropriation Audit Register Do. Do. 4
(A.C.-29).
81. Register of watching lump Cloth back and Annually. 1 Vol.

appropriation. (5.Y.-323).

corners,
sides, board.

paper
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List of this office registers to be bound by the Government of Pakishtan Press,

Dacca
Serial Description of work. Style in which Periodicity No. of copies
No. to be.bound. of binding. required to be
| bound.
82. Works Audit Register. Cloth back and Annually. 34 Vols.
corners,  paper
sides, board.

83, Works Classified Abstracts. Do. Do. 32005

84. Register of Divisional Do. Do. 1 Vol
Transfers (A.T.C. 67).

85. Broadsheet of  Suspense Do. Do, 1 Vol.
Account (A.T.C. 64).

86. Broadsheet of Cemetery Do. Do. j S
Endowment Receipt

87. Register of land charges Do. Do. 1 sae
(A.T.C. 62.)

88. Sectional Progress Register Do, Do. |
of reccipts and disposal of
accounts of P. W, Divisions
(8.Y. 576).

89. Register showing progress Cloth back and Do, bkl
of disposal of completion corners, paper
reports (S.Y. 576). sides, board.

90. Broadsheet of P.W. Cheques Dao. Do, | e
(A.T.C. 68.)

91. Register of securities held Do. Do. 4 G5
under Act VI of 1890 (A.C.
45).

92. Register of properties other Do, Do. Loy

than securities held under
Act VI of 1890 (A.C. 47).

93. Balancesheet of securities Do. Do. Lo
received under Act V1 of
1890 (A.C. 46, Pt. I).

94. Ledger Accounts of securities Do, Do, s
held under Act VI of 1890
(A.C. 47).

95. Ledger Accounts of Cash Do. Do. |
Account (A.C. 46, Pt. 11).

Contribution Broadsheet Do, Do. 2 Vols.

(A.T.C. 29).

97. Register of commutated value Do. Do. 1 Vol

of pension paid to/by
other local Governments,
Part Iand II (.Y, 552).

98. Exchange Account Abstract, Do, Quarterly 14 Vol. in a
year.

99, Foreign Bill Cheque Book. De. Aannually. i 1. Vol.

100. Oid bills list, Do Do. 2 Vols.
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List of this office registers to be bound by the Government of Pakishtan Press,

Dacca
Serial] Description of work. Style'in which Periodicity No. of copies
No. to be bound. of binding. required to be
bound.
101. Statement of lapsed deposits. Cloth btack, and Annually. 16 Vols.
corners, paper
sides, d.
102. Clearance Register. Do. Do. 05,
103. Register of applications for Do. Every 5 years. 1 Vol
refund of lapsed deposits
received.
104. Number Book of orders for  Leather back, Do. i .,
refund of lapsed deposit. cloth sides,
board.
105. Broadsheet of local bills. Do. Do. 1,
106. A t Sheet of local Do. Every 4 years. 1 .,
ills.
107. Register of Renewal and Leather back and ,, 10 ,, 7 A
enforcement fees. corners, cloth
sides, board.
108. Index Register (G.P.F.) Cloth back and Once a year. 4 Yols.
comers, paper
sides, board.
109. G.P. Fund Ledger (G.P.F. 4). Cloth back, paper Do. 50 ,,
sides, cut flush
board.
110. Stock Register of Insurance Cloth back and Do. 2 .,
Policies (G.P.F. 6). corners, paper
sides, board.
111. Register of temporary with- Da. Da. 17 ,,
drawals and their recoveries
(G.P.E.7).
112, Letter forwarding form of Do. Do. 2 ,,
application to the G.P.F.
(G.PF. 16).
113. Provident Fund Broadsheet Do. Do. 2
(A.T.C. 49)
114. Register of valuables (5.Y. Do. Every 2 years. 1 Yol.
216).
115. Contingent Register (C.A.C.  Leather back, Every 5 years. 1,
14). cloth sides,
board.
116. Diary Register. Cloth back and Every year. 15 Vols,
corners, per
sides, boarga .
117. Inward Transit Book. Cloth back and Do. 40
corners,
sides, board.
118. Outward Transit Book. Do. Do. 0=,
119. Bundle Register. Do. Do. 30 ,
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List of this office registers to be bound by the Government of Pakishtan Press,

Dacea
Sariull Description of work. Style in which | Periodicity No. of copies
No. to be bound. | of binding. required to be
bound.
120. Register of issues and receipts Cloth back and Every 3 years. 1 Vol.
of P.W. Cheque, R.T.R. corners, paper
etc. (5.Y. 407). sides, board.
121. Register of unofficial cases. Do. Annually, 4 VYols.
122  Stock and distribution register Do. Do. 4
of forms (S.Y. 149).
123.  Register of delivery of Book, Do. Every 2 ycars. 4
Manual Codes, Correction
Slips, etc. (S.Y. 148).
124. Authority for payment. Limp binding. Annually. 60
(S.Y. 108.)
125. Return of bills after pre-audit Do. Do. 30 ,,
S.Y. 109).
126. Withdrawal of Retrenchment Da. Do. 25,
(Slip (S.Y. 68).
127. Bank Credit slip (S.Y. 60) Do, Do. 15 ,,
128. Retrenchment slip book Do. Do. 80
(R.T.C. 77).
129. Register of forgeries and other  Leather back, Once a year. 1 Vol
defects (5.Y. 620). cloth sides. of 200
forms.
130. Receipt Register of the V.D. Leather back, Do. 2 Vols.
cloth sides, board. of 500
forms.
131. Verification Register of can- Do. Do. 2 Vols.
celled Currency Notes. of 300

forms.
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Rules governing the issue of priced publications.

1. (a) Ali departments of the Government of Pakistan, keads of departments
and minor administrations under the control of the Government of Pakistan, whose
printing charges are borne by the Stationery and Printing Department, will have
separate monetary allotments within which they will be at liberty to order from the
Central Publication Branch the supply of thcir cwn publications or the publications
of other non-paying departments whether for their own use or for free distribution,
without reference to those departments. Subordinate offices which have their
own publications and are independently responsible for the preparation of their
distribution lists will similarly be provided with separate’ monetary allotments.
Provision for the requirements of other subordinate offices will be made by their
administrative offices or departments in their respective allotments.  All indents
for publications from these offices should be forwarded through their adminis-
trative departments.

(b) Monetary allotments will ordinarily be fixed in the first instance on the
basis of the average expenditure for the 3 years the period during which the Central
Publication Branch was working as a commercial concern. In calculating the
average, extraordinary expenditure, if any, on the cost of publications of paying
departmentsand also the cost of packing and freight of postage paid to the Central
Publication Branch should not be taken into account. The figure thus arrived at
by each office or department should be communicated to the Manager of Publications
and that figure, subject to his acceptance, will constitutc its annual monetary
allotment. Where there is a difference of opinion, the Manager will obtain the
orders of the Controller of Printing and Stationery.

(c) Monetary alloiments will be fixed on a nve-year basis, the savings or excesse’
in one year being carried forward to the next year until the end of the period of
S years.

(d) Supplementary allotments necessitated by exceptional circumstances will
be sanctioned by the Department of Industries and Labour and will lapse on the
termination of the year for which they arc intended. Exceptional circumstances
might be considered to have arisen when large expenditure of a non-recurring nature
has to be incurred on publications not normally required by a department either
for its own use or for free distribution.

(e) Supplies of publications will be regulated through the medium of (1) dis-
tribution lists and (2) indents which should be submitted in the Government of
Pakistan standard form No. S. 147 (New), which is appended. This form should
be used for casual supplies as well as for giving standing orders for the regular supply
of gazettes, journals and other periodical publications.

(f) The monetary allotment fixed for each office or department will be giver
an account mumber which should always be quoted in the case of supply by dis-
tribution lists on the duplicate printing requisition Form No. S. 99A and in other
cases on the form of indent. The value of supply in each case will be debited again-
st appropriate account at full published price less 25 per cent. discount. Transit
and other incidental charges will not form a charge against the indenting department.

(2) A quarterly return of progressive expenditure against the monctary allot-
ment will be furnished by the Manager of Publications, to each office or department
so as to enable it to maintain control over its allotment.
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2. In the case of departments, etc., which pay for their own printing, free issues
of their respective publications will be made either for their own use or for
any general distribution sanctioned by them or by the department in administrative
charge of the paying department. In respect of such issues, the Central Publicatior
Branch will charge the paying department concerned a share of the cost of the storag:
and distribution in addition to cost of packing, freight or postage. Publication
of paying departments indented for by non-paying departments or by other payin;
departments will be supplied on payment of the full published price less 25 per cent
discount, by cash, cheque, ctc., only. Credits for such sales will be made to the
paying department concerned subject to a deduction of 8% per cent. of the
published price to cover advertising, cataloguing, storage and distribution.

N.B.—Paying Departments are (I) the Army, Air Force and Pakistan Marinc
(but excluding the Army department of the Government of Pakistan) (2), the Railway
Department and attached offices, (3) the Posts and Telegraphs Department,
(4) Medicul Store Depots, (5) the Tariff Board, (6) Committees and Commissions
(}‘{ thg General Lighthouses and Lightships Department and (8) the East Pakistan
Pilot Service.

3. Publications of non-paying departments indented for by paying departments
will be supplied to paying departments on payment of the full published price less
25 per cent discount by cash, cheque etc.

4. All sums received by the sale of publications of departments other than
paying departments will be creditedin full to the Head *“*XLV-—Stationery and
Printing—Central”. In the case of the sale procceds of publications of paying depart-
ments other than those referred to in Rule 2, 334 per cent. only will be credited
to that head the balance being credited to the paying department concerned.

5. Publications required for supply to the High Commissioner for Pakistan in
the U K. for official use will be charged against the monetary allotment of the depart-
ment responsible for the issue of the publications. Copies sent to the High Commi-
ssioners for sale will not be debited against the dcpartment concerned, but will be
finally adjusted on the sale account of the Central Publication Branch. The High
Comissioner for Pakistan will continue to exercisc discretion in regard to the supply
of copies of central publications free of charge to deserving institutions, societies,
etc., but the cost of such supplied will be debited against the monetary allotment
of the department issuing the publication. For this purpose the High Commissioner
will supply the Manager of Publications, at the end of every quarter, with a list
of publications issued by him free of charge to cnable the latter to debit the cost
against the monetary allotments of the department concerned.
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N.B.- This space is reserved for the Central
Publication Branch.

Department against whose allotment
the cost is debitable.......................

sesscssasassan sssnnn e

ACCOUBtIMEES il Lo iodasn
Stabtion s nnn k...
Indent No.......ocovivvennnnneen.

L T e O e L
To
The Manager of Publications, Karachi.
lronphs. . Ot TR TR OO |

Please arrange for the supply of the following priced publications to............

T e SEEc il isssssdsbbierassraaTEerassaannE I T T N L L T T T P P T T PP TP TR

Signature and designation of
indenting officer.

Signature and designation of counter-
signing officer.

. | Net amount
N‘l.lmb:r Name of Pub ished Total Less 25 deblﬁable
i At price per per cent against Remarks.
required. | Publication. 2opy. value. discount. 5 e
allotment.

I

Note.—Supplies of the form are obtainable from the Manager of the Stationery, Forms and
Publications, Dacca, direct.
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(Vide Paragraph 222 of the Manual)
List of forms specially sanctioned.

Form No. Description of Form. ?l;:;:‘:i(;r:ein which
SY/Spl. 4 Compilation sheet of Classified Abstract ... ... T.A D.
s 6  Statement of Treasury irregularities ... T.A.D.
i 7  Abstract Statcment of the working of treasuries .. T.A.D.
% 14 Forest Classified Abstract ... FPF,
e 19 Objection memo. for kstt. bills ... .. T.A D.
. 20 Objection memo. for T, A. bills ... . T.A.D.
i 21 Objection memo. for Contingent. bills .. TOALD.
o 32 Statement of Forest Irrcgularitics . EFRF
sy” 33 Abstract Statement ... Do.
]—;-— 51  First stage of compilation. .. T.A.D.
- 52 Monthly statement of Bills of Entry for Customs duty ... P.R. 1V

iy 54  Progress register of recoveries for Survey and Settlement LR,
charges.

v 55 Register of reccipts and charges on account of Survey/Settle-  L.R.
ment operations.

¥ 56  Register of Scttlement receipts and charges ... ... L.R.

i3 57  List of war bonds discharged al the Statc Bank of Pakistan, T.A.D.

Annual.
DR
— 19 Stateni:nt showing the reccipts and charges of Chiltagong/ T.P.F
B Chaina Ports and Pilotage.
i 24  Statement of Police charges on account of River Police. Pal,

o 26 Annual statement of reven:.: and expenditure of the Forest F.P.F.
Department.

v, 27 Monthly Summary of Revenue and Expenditure of the Do.
Forest Department.

SY/Spl. 1 Permancnt Pay slip ... .. GAD.
. 2 No Dcmand Circular ... G.AD.
s 5 Salary and T.A. audit memo. ... ... GAD.
- 25  Report of arrears in Accounts Offices ... Ree,
o7 25A. Progress report of work done in different scctions .

B 84  Scale register of the Police Force in East Pakistan ... Pol,




123
APPENDIX ‘K.—Contd.

Section in which

Form No. Description of Form they are used.
SY/Spl. 10 Exchange Account Abstract A. C
SY. 8 Quarterly account current with Foreign States Book.
o 9 Monthly account current with Foreign States .
. 15 Proof of posting in Detail Books ' .
»» 18 Exchange Treasury Account .
» 22 Subsidiary Register to monthly Provincial Account &
. 23 Half-yearly statement showing the transactions on yearly 5
DR account of loans and advances by Provincial Governments.
— 8 Statement of receipis and charges of the Warder’s Bepefit o
B Fund.
,+ 10 Statement (half-yearly) of Litigation Fund -
» 25A Index .
»»  25B Ledger of Estates transferred to Government s
,» 25C Forms for recording particulars of Estates transferred to '
Government by the Official Truslee, Administrator
General and the Official Assignee, East Pakistan.
SY/Spl. 16 Appendices to the Audit notes on the monthly Divisional W. A.D
Accounts,
s 17  Works Audit Summaries’ W. A D
,, 24 Notice of P. W. Divisional inspection together with list, »
accounts, documents, etc., to be test-audited.
» 26 Register of grants and modifications of the P.W.D. »
Building and Roads.
Irrigation.
»« 27 Register of realisation of Irrigation accounts »s
,» 28 Register of charges for collection of water rates »
»e. 29 Statement of items placed under objection in the accounts s
of Executive Engineers remaining unremedied to the end
Oof19.......
»s 30 Abstractsofitems placed under objection in the accounts of .
Executive Engineers remaining unrcmedied to the end
of 19......
s 31 Reference table containing grounds of abjection on the 's
sY P. W, Divisional accounts.
— 83 Register of receipts and charges—Provincial Railways ... »
B
DR
s 5 Statement showing the receipts and charges against Central 's
B and Provincial budget grants (Buildings and Roads).
,» 5(a) Statementshowing the Provincial Receipts and Expenditure i

(Irrigation). .
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| Section in which

Form No. Description of Form. |-thes anevsed,
8Y/Spl. 3 Report of disposal of cases received in the Pension Section Pen,
. 11 Superannualion Pension Bilis (Provincial Head guarters). By
.+ 12 Superannuation Pension Bills (Treasuries) .. . ,,
» 13 Superannuation Pension Bills (Miscellaneous) i
w34 VPension Audit objection memo. ... ; o
+w 35 Pension Report objection memo., ... e e
fy.., 60 Monthly schedule of Presidency Civil Pension Payments i
’E.P.F 19 Objection Book of G.P. Fund .., ... Fund
st 20 Register of adjustrments of objections relating to General 4
Provident Fund.
5Y
—— 62 B.M.S. Fund Form A—Precliminary form for decluralion >
R i a3 e o .» B~—Personal description of the applicants. 2
i 64 e .. C—Application forms -
R o 2] ad o w ,» D—Medical repoert forms ... %
» 66 - i .. E—Friends report forms ... s
»w 67 w w w» G—Entrance certificate forms b
., 68 .. v ,» H-—Certificate for increased provision .
.. 69 . ,» I=—Certificate for additional provision ve
o 70 v . . L—Half-yearly certificate for widows .
,, M . o . M—Half-yearly certificate for children .
o 72 . e ,,» N—Form of receipt for widaws <
T3 ws s» s O—Form of receipt for widows and o
orphans.
i 74 55 . ,» P~-Form of receipt for orphans by their o
guardians.
" 75 - . ,» Q—Fourm of receipt for orphans them- .
sclves
o 76 i s ,» Pension audit register ... .
e 77 - " .» Ledger form . i
. 18 - ¥ ,» Broadsheet form .
. 79 . - ,» Family register form "
e 80 . . ,» Book of income and expenditure form "
* Not used.

Note.—Samples of the forms will be reproduced in the next reprint of the Manual. ( Vide O. O.
No. 381, dated 25th February, 1935, Auditor General's No. 472-Admn-11/57-35,
dated 24th July, 1935, Dy. India-835/TM-1847, and Controller of Printingand Stationery
No. 7/5/35-P., dated 15th February, 1936, Dy. Ms. 7459/Rec.-911, No. 7/5-35/P., dated.
26th March, 1936, Dy. Ms.-8426/TM-4474 and Dy. India-721/TG-/1722, dated 5th
June, 1936, and Dy, Ms,-4721/Rec.-329, dated 13th July 1936, filed in Mdle.
TM/A2 of 1934-35).
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( Vide paragraph 222 of the Manual.)

List of forms authorised to be Printed as Special forms,

Form No. I Section.
Audit Code Form No. 1 G.A.D.
32 Deposit and A.C.
48 A, C.
S1A T.AD.
55A Cash,
56 CWIL, Fr¥. «ILVE
57 CW.I. & CJI.S.
59 T.M.
60 B k.
C.A.C. Form No. 27 Deposit,
41 Pension.
Account Code Form No. 35 A.C.
13 AC.
14 AC,
25A T.AD.
26 T.AD.
27 T.A.D.
32 T.A.D,
38 Bk.
41 Bk.
44 BK.
Book of P.W. Account. Form No. 75 W.M.
CS.R. Form No. 27-1 Pension.
Forest Account Code. 17* -
18* do

*These have been standardised for printing purposes and supplies of them may be obtained,
subject to the observance of the procedure prescribed by the Controller of Printing and Stationery,
from the Manager of the Forms Press, Tejgaon, Dacca.

GPPD—S§-1--733 (Civil) 59--(C-404)—21-5-62—200 Bks.



