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* The 3rd May, 1939. en

PREFACE TO THE FIRST EDITION (PAKISTAN)

This edition is an adaptation of the 1940 Edition of the Audit
Manual published in undivided India. It includes all corrections

issued up to the 14th August, 1947. Opportunity has been taken to
carry out certain verbal changes due to the establishment of Pakistan

‘f5m the 15th August, 1947.

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

Auditor-General of Pakistan.

GHULAM ABBAS

KARACHI,
Auditor-General.

The 31st March, 1951.

PREFACE TO THE FIRST EDITION (INDIA)

As stated in the Preface to the Audit Code this Manual contains
the more detailed and less important instructions and regulations which
“hould govern audit procedure and which, for the most part, are based

a the procedure rules contained in the Audit Code Volume I and IIs
First Edition (Second Reprint) 1935. The instructions embodied in
this Manual are intended primarily for the guidance of Civil Audit
“fiices. They should. however, be taken as a guide in other Audit
offices though in matters of detail the rules contained in the respective

Codes or Manuals of those offices will apply.

2. Besides the instructions prescribing audit procedure it has been
found necessary in some cases to set out as well the connected account-
ing procedure in this Manual. This course has been adopted not only
for facility of reference but also for the reason that in a Civil Audit
office where both accounting and audit duties are performed by the
same staff it is soimetimes difficult to make a clear distinction between
accounting and audit functions. There has, therefore, been some
unavoidable overlapping between the Account Code and this Manual.

SIMLA; . BURDON
Auditor-General of India.
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AUDIT MANUAL

PART I
General

CHAPTER 1.—GENERAL INSTRUCTIONS REGARDING PROCEDURE
AND EXTENT OF AUDIT.

1 Extent of Audit - A -
Review of Audit - = 16

Audit of transactions included in 17
the Remittance Accounts.

Introductory

Commencement and Completion of Audit 5

Examination of Accounts Audit of 6 Filing of Youcher s o 19

Vouchers.

INTRODUCTORY

1. The general principles and rules of audit applicable to different classes
of transactions pertaining to the accounts of the Government are laid down in
the Audit Code. The instructions contained in this Manual prescribe the
procedure and extent of audit to be applied to those transactions and primarily
intended for application in the offices of Civil Accountants General. They
should, however, be taken as a guide in other Audit offices though in matters
of detail the rules contained in the respective codes or manuals of these offices
will apply.

2. Subject to the relevant provisions of the Constitution of the People’s
Republic of Bangladesh and the C & AG's (Additional Function) Act, 1974
and save where otherwise provided in the instructions contained in this Manual,
the Accountants General are responsible to the Comptroller and Auditor General
for the audit of all transactions which are brought to account in the accounts
kept by him.

If the Accountants General are requested by Government or any other
authorty to undertake audit which does not pertain to his office or regarding
which the Comptroller and Auditor General has issue no orders be should
refer the matter to the Comptroller and Auditor General for orders.

1. As regards the arrangements for the audit of expenditure of Audit offices see
paragraph 30 of the Manual of Standing Orders.

3, As a rule, heads of offices and other Government servants who are
called upon to make disbursements on behalf of Government, draw money for
the purpose from Treasuries/District Accounts Offices in accordance with the
provisions of the Treasury Rules and the audit conducted in respect of these
transactions in post-audit in character. Pre-audit or audit before payment is
exericised only in respect of such transactions which take place at the station
where the Audit office is located and an arrangement has been made between
the Government and the Comptroller and Auditor General that claims against
Government at such stations shall be submitted to the Audit office. The
necessary instructions for the audit and payment of such claims will be found
in Chapler 16 (See also Article 213 of the Audit Code).

4. Central audit conducted in an Accountant General's office may be
supplemented by local audit and inspections to such an extent as may be
prescribed by the Comptroller and Auditor General. The system of local audit
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4-7 GENERAL INSTRUCTIONS OF AUDIT [Chapter I

should mot, however, take the place of central audit, as the main accounts are
submitted periodically to the Audit office and only the initial accounts and
some subsidiary account records are required to be examined locally.

4-A. Notwithstanding various provisions in the Audit Manual regarding

the duties to be performed by the Gezetted and non-Gezeted staff of the-
Bangladesh Audit Department, they may be required to perform any dutics
which may be considered necessary at any time in the interest of pudlic service
as the Accountant General may deem necessary. The Accountant General will
send a report to the Comptroller and Auditor General giving his reasons for the
departure from the normal rules whenever he issues any such general or

partculair order under this para.
COMMENCEMENT AND COMPLETION OF AUDIT

5. The audit conducted by an Accountant General will be concurrent and
the check of accounts and vouchers pertaining to a month sl_:ou!d. as a general
rule, precede their entry in the relevant Classified Abstract or in the Detail Book.
In order to obviate delay in the closing of the Monthly Accounts on the dates
prescribed, the compilation of account may commence before audit in the case
of second schedule of treasury payments, and of Public Works, Forest, Exchange
and Setitlement Accounts, With this exception, the general instruction indicated
above may be departed from only in special circumstances and with the express
sanction of the Accountant Genperal.

The several dates on which the audit of each of the accounts, for which an
auditor is responsible, may be completed by all concerned, should be fixed, and as
far as possible the programme of work, which should be clearly set out in the
offce Manual, should be followed. No Audit Office can be considered free
from arrears, unless the establishment is able to complete both posting and

audit within the allotted time.
EXAMINATION OF ACCOUNTS

6. On receipt, the Monthly Account and the Lists of Payments should
“be examined to see that the account and the supporting schedules and other
documenis, as detailed in the List of Accounts, which should invariably accom-
pany the account, have been received in a complete state. If any document
are missing they should at once be the Monthly Account should be examined
for verification that they are in all respects properly prepared in accordance
with rules applicable, to each case, and that the totals of the schedule agree
with the entries js the Cash Account and Lists of Payments.

7. A list of vouchers which should have accompanied the Monihly Account
but are not received up to the time of completing the audit of the Account
should be prepared for inclusion in the Objection Book and the Objection

Memorandum.

Note—1f it is found that the Monthly Accounts or a substantial percentage of the vouchers
are habitually received late, as spacial enquiry should be made to ascertain the reasong
for the delay, and the co-operation of the Collector or the Divisional Officeras the
case may be sought in applying the remidies which the Audit Office may consider
advisable. It should particularly be seen in the case of a Public Works Division that
the delay is not indicative of dilatory habitsof Work, on the part of the Divisional
Accouniant, in applying the necessary check to the vouchers of Subdivisional

P

—
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Chap. 1] GENERAL INSTRUCTIONS OF AUDIT (8
AUDIT OF YOUCHERS
8. The following instructions should be followed in the detailed audit of
vouchers in support of payments :
ibed form and that they are

. (a) See that the vouchers are in the e ;
duly receipted by the payees an in original; that a brief abstract
is given in English/Bengali signed by the drawing officer on alt
vouchers prepared in English/Bengali that signatures if not in English/
Bengali are transliterated: and that sub-vouchers contain notes of dates

& of payment.

(b) See that they are num
of Payments, Schedule,
may be.

(c) See that the details work up to the totals and ‘hat the
totals are in words as well as in figures.

(d) See that they bear a Pay Otder, signed by the Treasury Ofticer/District

Accounts Officer in the case of vouchers cashed at Treasuries|District
Banks or by the responsible disbursing

Account Office or at the
officer in the case of other vouchers.

(e) See that they are stamped ‘“Paid”.
(f) See that there are no erasures, and that alterations in the totals are
attested by the officer concerned as many times as they are made.

(g) See that unless otherwise provided in the rules of Government stamps
are affixed to all vouchers for sums in excess of Tk. 20, and that they
are punched, but see also Rule I under paragraph 330 of this Manual.

(h) See that no payment is m
subodrinate instead of head of
order signed with a stamp, and
by the sanctioning officer or by

servant,

bered with reference to the number in the List
Schedule Docket or other account, as the case

ade on a voucher or order signed by a
the office himself or on a veucher or
that copies of sanctions are certified
an authorised gazeited Gevernment

C Note— In the case of charges for which special sanction is necessary under rule {se¢ paragraph
135(a)], no separate sanction need be insisted on if the bill or voucher on which the
money is drawn is signed, or countersigned (whether before or after the mozey i
drawn by the authority competent to sanction the expenditure, burcharges of the kind

& ingiestion may not be include in the same biil with other non-speciai items, This
does not apply to the case of temporary establishments, the sanction for which should
always be called for and noted in the Audit Register and the audit conducted against
such sanction in accordance with paragraph 124.

(i) Tn all cases in which it is prescribed that agreement should be effected
between two different docoments, the fact of the agreement should be
noted on both the documents and the note initialled by the anditor who

makes the agreement.

(j) See that if a D.A.Os Office/treasury voucher be id by transfi
it is stagpped as having been so paid; that the heapglto j:vhia:h 1?12
amount is credited is noted on it; and that the credit is traced in the

Cash Account when possible.
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(k) See that Fund and Income Tax deductions have been correctly made.

Note—In respect of the pay bills of his own_ establishment and of pay bills of gazetted
Government servants and ion bills paid by him after pre-audit, the Audit Officer
acts as the officer responsible for paying income chargeable under the head “Salaries™
and is, therefore, mnder a statutlory obligation to deduct, at the time of payment,
income-tax on the amount payable at the rate applicable tc the estimate income of the
agsessee under the head * ies"—vide Income tax Act XI of 1922. In respect of
other establishment, pay and pension bills, the Audit officer is not responsible for
checking the correctness of the income-tax deductions but whenever such bills come
under his scrunity in the course of audit, he should always see that deductions of
income-tax are not omitted in cases where such deductions should clearly be made,

(1} See that no bills for any pay or allowance not claimed within six months
of its becoming due have been paid without the sanction of the
Accountant General.

(m) See that stores are purchased through the agency of the Supply
Department when this is required by the orders of Government and
that payment for such stores is made by the Audit Officer, Supply

Department, except when the amount is less than one Taka,

l. Note 3 undes Atticle 64 of the Audit Code apply also to vouchers declared to be
secret or confidential.
Note 1—The term “Voucher™ shou'd be taken to include **Sub-voucher” for all purposes of
audst
Note 2—Cash memoranda issued by tradesmen for sales against cash payment should not be

regarded as sub-vouchers unless they contain &n acknowledgement of the receipt of
monzy from the purchaser as named therein for the price of the article sold.

9. Vouchers and other documents which were not received with the
Monthly Account should, on receipt subsequently, be examined in detail in the
same way as they should have been examined if received at the proper time;
and a member of the Superintending staff should see that the necessary scrutiny
has been exercised before reference to such documents is removed from the
Objection Book or the Objection Momorandum, as the case may be.

Note—Here and elsewhere the term “Superintending staff”’ should be held o mean members
of the Subordinate Accounts Service or Auditor-in- 4

10. After check every voucher or account should be enfaced in red ink
with the word “Audited” over the initials of the auditor, and, in the case of
vouchers if the calculations have also been tested arithmetically, the auditor
who checked them should certify the fact by writing the word “Computed”
over his initials.

Note—The Accountant General may authorise the use of perforating or endorsing stam 9
impressing distinguishing marks or numbers which would indicate the perfons w‘!ﬁa
are responsible for the audit or arithmethical check, as the case may be. Where this
system is in force, a register should be kept showing the distribution of these stamps
(with the acknowledgements of the anditors and clerks concerned), and the latter
should take care that the stamps are kept with care and are so used as mot to
obliterate or destroy any important writing on vouchers.

11. If any objection is take in andit to a voucher, of to any item in a
sebcdulg or.otber account, a note of the objection should be recorded thereon
in red ink in sufficient fulness to make it readily understood. 3

C

@
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GENERAL INSTRUCTIONS OF AUDIT [12-13

Chap. 1]

EXTENT OF AUDIT

12. ‘Whilst it is desirable that auditors and others employed on audit duties
should not be -at liberty to make any relaxation in audit, of their own motion,
it is of considerable importance that the prescribed checks should be observed
in spirit and not in the letter as opposed to the spirit.

audit is unnecessary and

13. In the following cases cent. per cent, S
relaxation of post-audit is autrorised to the extent indicated (See Atticle 90 of

the Audit Code):—
Serial Class of Vouchers. Percentage Remarks.
No. of vouchers
to be
andited.
A. Universal
1 Pay bills of gezetted Goverament ser- 50 This tage may be increased
vants and of non-gazetted Government at the Accountant General’s dis-
servants who similarly draw their pay cretion when it is felt necessary
on seperate bills. for particular classes of Govern-
ment Servants whosgfay condi-
tions are complicated or where

other conditions suggest the
desirability of an Increase.

Travelling allowances bills of gazetted
Government servants.

*3 Pay bills of those establishments the
normal monthly cost of which is less
than Tk. 500.

4 Travelling allowance bills of non-gazetted
Government servants of the.

[B¥]

(a) Second grade . 50
(b) Third and forth grades

5 Bills amounting to not more than Tk. 25
500 on account of contingencies of
Heads of Departments and other offi-
cers, not requiring countersignature.

6 Bills amounting to not more than Tk. 124
500 on account of countersigaed con-
tingencies.

7 Bills amounting to not more than Tk. 50
1,000 on account of contingencics,
other than those covered by Serial
Nos. 5 and above.

(=]
n

Note—Pay bills of these establishments, or sections of establishments on time scale
pay the aumercial strength of which is ten or less and the mormal monthly cost
than Tk 500 should be andited S0 per cent. provided that the audit i conducted b
%ﬂmmwmmofmm in thoﬂy-lufofthemm_

agf
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Serial Class of Vouchers. Percentage Remarks.
No. of vouchers :
to be
audited.
8 Pensions, bills (other than those relati I The sclection of wvouchers to
to anticipatory pansions, sratuig:s.‘ % be audited should be so0 €
or lump sum payment of any kind) made that all the vouchers
including those which are not sent in received from a treasury/
S}ﬁ-:fpon of the SR.emitmme Account D.A.O. ‘Oﬁ-‘:cetcigng a month
paragraph 8. are audited a same time,
¢ e and that the vouchers of each L
treasury are audited at intervalg
of not more than six months.

9 Al treasury/D.A.O. vouchers(as regards a5
arithmeticali alculau‘t:m). .

10 Arithmetical calculations in vouchers 10
received with the Monthly Account
of Divisional OFicers of the Public
Works Dezpartment, excluding final
running account bills which should be

cent. per cent.
il Deposit Repayment Vouchers & 25
12 Inferest payment wouchers = 5

13 Refunds Vouchers (other than those 10
which are required to be poted in the
Audit office against originai credit
shown in the detailed statements).

14 Discount Vouchers - - 10
15 Grants-in-aid bills under Tk.1,000 .. 25
16 Scholarship bills under Tk.1,000 I .. 163
17 Cheques including Personal Deposit About 5
chilans and estate cheques.
18 Posts and Telegraphs Department "
Vouchers. . '®)
19 Cashorders .. & = v These classes of vouchers need
) not be examined in detail by
20 Vouchers for salt and customs Remittance auditors but about 5 ﬁ“m
(simples receipts) should be examined the
Superintending Staff. 9

31 Vouchers in suport of payments relating
to (1) Revenue Survey Advances,
(2) Cost of Survey marks (3) Akbari
Advances (4) Loans under the Land
ImproAm vements and Agriculturists Loans

|
|

B. At the discretion of the Accountarnt
General.

1 Miscellancous payments of the Forest 50
Department not covered by the classes
mentioned above,
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GENERAL INSTRUCTIONS OF AUDIT ) [13-14

Chsp. 1]

Note ]—In the case of serial Nos(l) to (10) in the group A—Universal, the vouchers to
be audited should be selected by a branch Officerss In all other cases the selection
should be done by the superintendent.

Note 2—In the case of item No. 18 the following points should receive special attention:
(a) that the mcherhasbeons‘gnodbyarapomibhdepamcmaloﬁwr_;
(b) that the amount of the wvoucher as shown in words agree with that shown in

res;
(c)tah:s the amount of the voucher agress with that shown in the covering schedules

(d) that the voucher bears a Pay Order Officer/D.A.O. or the Bank Aientm case of
direct payments and the ‘paid’ stamp of treasury/D.A.O. or the Ban according as
it is paid at the treasury/D.A.O. office or at the Bank.

Note 3—The percentage of railway Deleted warrants subjected to scrunity in the adjusting
office is determiped by the Accountant General.

cneral regarding relaxarion of audit which

Note 4 —Orders of the Comptroller and Auditir G i
ded in the Manuals of the Audit

are not of universal application may be inciu
offices concerned.

14. In cases where relaxation of post audit is authorised the following
instructions relating to vouchers not selected for audit should be observed:

(a) The classificaion recorded on all vouchers should be checked in full
and completed where necessary, and the attention of drawing officers
should be drawn to instances of incorrect or incomplete classification.

(b) The receipt of monthly detailed countersigned bills in support of
abstract bills should be watched. The receipt of sub-vouchers
required to be submitted to Audit along with contingent bills should
also be watched; this check need not be exercised in every case but
should be applied frequently at the discretion of the Branch Officer in

charge of the Section.

(c) If increment certificates are attached to the biils, the date on which
the increment is actually drawn should be noted under the due date
of increment of the person concerned in the column provided for this
purpose in the fly-leaf of the Audit Reegister (See paragraph 119).

(d) The entries in the Establishment bills and Absentee Statements received
with them should be scrutinised in respect of permanent changes, e.g.,
;enremeqt, transfer, céeaths z:nl:lf consequent mew appointments and

or any increases or decrease of scales and requisite entries m i
the fly-leaf of the Audit Regiser. gt

(e) Transactions relating to “Objection Book Advances” should be noted
l;m tl:!ehreitevantf objection boolllc;m s&nd those relating to any of the
roadsheets of advances s be incorporated i respective
broadsheet. ik

(f) A general examination of these bills should be credited out whed the
cllassification is checked [see clause (a) above]inordatoms:ethﬂﬂgz
is nothing irregular or peculiar on the face of them.
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(g) The vouchers should be posted in the Audit Register where one is
maintained unless it is other wise provided elsewhere in this Manual,

(h) Subject to the provisions of Paragraph 141, charges on account of
special contingencies and periodical charges should be recorded in the
register maineained for the purpose.

15. A record of the vouchers selected for percentage audit should be

mantained in a register in suitable form, the order of selection being written
as prescribed in Note 1 to

by tne Branch Officer or the Superintendent
paragraph 13. The auditor concerned should certify and report to the selecting
officer that he has audited all the vouchers selected. The selection must be

made personally by the Branch Officer in charge or the Superintendent and
this duty of selection may not be delegated. In all cases the selection should
be made in such a way that the bills and vouchers of every drawing (or account
rendering) vufficer should come under audit during the year according to the
proportions as the prescribed persentage may admit. But, whenever it is
apparent from their state, or otherwise, that certain accounts require more
detailed audit than the percentage prescribed, the orders of the Accountant
General should be taken to increase, so for the time being, the percentage of the

bills or vouchers to be audited.

.28

15-A. Proposals may sometimes be made by Government for waiving of
audit due to loss of relevant documents. etc. The points to be looked into by
Audit when proposals for waiving of audit for any reason are refferred to it by
Government for concurence, are detailed in Article 90A of the Audit Code, In
all cases of doubt and of importance, from any point of view, the local Accoun-
tants-General, Comptrollers, etc., should freely consult Comptroller nd Auditor

General for guidance,
REVIEW OF AUDIT

16. After the Accounts and vouchers have been audited by the Auditors
in accordance with the prescribed principles and rules they should be subjected
to the concurrent and the post-review according to the rule prscribed in this

Manual.

AUDIT OF TRANSACTIONS INCLUDED IN THE REMITTANCE
- ACCOUNTS

17. In regard to vouchers relating to Remittance Accounts (Exchange and
Settlement Accounts) the Audit Officer of the Adjusting Department is responsible
for auditing the charge to ensure (1) that it is a proper charge against a work,
office, or other expenditure unit under his audit, and (2) that it has been duly
sanctioned. It is not necessary for him to check the arithmetical calculations
of the vouchers. See also Article 70 of the Account Code, Volume IV.

Note—If, as in the case of supplies received from another department, the admissiblity of
the item devends upon the authority posssssed by the officer at whose instance the
supplies have been received to order the sepplics, the charge may be adjusted against
its proner service head as one which has lly occurred but it should -be examined
with reference to the authority or sanctioned requested, and it necessary. . Placed under

-~ ojection_in.the same. way as if the charge had been met by an actual payment by
the officer concerned. % o fzs 2 b
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Chap. 1] GENERAL INSTRUCTIONS OF AUDIT (18
18.. As an exception to the general instructions contained in the preceding

paragraph, the audit of charges in the following cases is conducted by an Audit

Officer other than the one responsible for the adjustment of charge:—

s -

Audit Officer. Adjusting Office

Serial  Particulars of trans2ctions.

No.

{ Charges incurred in the Navy,
Public Works, Railway, Posts, Tele-  pective Departments.
graph & Telephones and other
Departments on account of a Field
Service Force.

Revenue and expenditure transactions Accountant General who Account Officers of
connected with works of the follow- audits the accounts of the respective de-
ing Denartments of the Government  the Public Works De- partments.
the cxecution of which is entrusted partment concerned (as
to the Public Works Department as  sub-Audit Officer of the
a standing arrangement :— Departmental  Audit

Officers).

Civil, Audit Officer of the res- Defence Account
Officer.

2

Military Engineer Services; Bangladesh
Air Force;
Railway Department :

Posts, Telegraphs and Telephones
Department and  Archzological

Department.

tad

Deleted

4 Deleted
5

Transit Pay of a Governmentservant Accountant General of Aecountant General
thelending Government,  of the borrowing

lent to another De»artment on
Government.

reversion tothelzading Depirtment.

6 Cost of printing work (including the
cost of stationery used in printing
done by the following presses of the
Government, Commercial Depart-
ments and other paying Depart-
ments of the Governments :—

(2) Government Printing Press, Dacca  Accountant General
(Civil), Bangladesh.

(b) Bangladesh Govt. Press. Dacca. Accountant General Account Officer of
(Civil), Bangladesh. the Department
concerned.

7 The chargeson account of pay,travel- Accountant General in Account officer of
ling allowances, efc., 10 Cases IO whose jurisdiction the the requisitioning
which a Department requisitions Government  Servant Government.
from another Department the ser-  Serves.
vices of a Government servant ofa
commercial department asa witness
or of any other Governments ser-
vant as a technical or expert wit-
ness provided the arrangement
exists under a mutual agreement
between the two Departments.
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i i e T
sgm particulars of transactions. Audit Officer. Adjusting Officer.
0,
8 Deleted.
9 Deleted.
10 Deleted.

es Paying Civil or Posts, Account Officer of
& Tele- the Defence Depart-

|1 Charges on account of leave salari
ment.

and pensions paid by the Civil or Telegraphs
the Posts, Telegraph and the Tele- phones Accountant
phones Department in respect of General.

leave and pension earned by service

in the Defence Department (witha

certificate prescribed in Article 170

of the AccountCode, Volume IV).

12 Dpeleted.

debits in respect of which are passed through the

NOTE ]—As regards audit of cheques,
Exchange Account, see Article 71 of the Account Code, Volume IV.

NOTE 2—In the case of leave salaries, debit on account of which are raised against the
departments under the rules of Section II in Appendix 3 to the Account Code, Volume
I, the audit is carried but by the Audit Officer of the department and not by the
Audit Officer of the adjusting department.

FILING OF VOUCHERS

19. After the classified Abstracts and Detail Books have been posted and the
the voucher should be filed, a

audit of vouchers and post-review completed,
e file being maintained for all classes of vouchers which have the same
agraph 343 of the Manual of

separat
ulty in destroying them after

riod prescribed for their retention (see par
Standing Orders), so that there may be no diffic

the vouchers appertaining to each District,
relating to a

the prescribed time. Within each file,
(or other) schedule should be kept together, and the vouchers
b-heads and units of appropriation.

schedule should be arranged by minor and su

20. Deleted.

o

ok i
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Chap. 2] APPROPRIATION AUDIT [21—24
CHAPTER 2.—APPROPRIATION AUDIE.
Genezal oasnaiees s smen s s 21 Audit of Expenditure against Grants of

Audit of Allotments ............ 22 ApPPripriations  .........ccceeaiaanes

. GENERAL

Grant and Appropriatons  specified in  the
f Authorised Expenditure will be conducted
laid

21. The Audit against
(=) Authenticated Schedule or Schedules o
by the Accountant General according to the general principles and rules

down in the Audit Code.

The procedure relating to the preparation of Demands for Grants and
Appropriations, to the allotment of funds and their reappropriations and to
budget matters generally is laid down in the financial rules made by Government.
The powers of the various executive authorities to authorise transfer of funds
from one unit to another within the same Grant or Appropriation are also set

out in these rules.

AUDIT OF ALLOTMENTS

22, As laid down in Aricle 163 of the Audit Code the audit of orders of
allotment of funds and reappropriations consists in seeing—

allotments under a Grant or Appropriation

(a) that an authority making
f those available under the Grant

does not allot amounts in excess o

or Appropriation,
(b) that the amount appropriated is available under the unit from which
it is ailoted, and :

(c) that the order is issued by competent authority.

C (i) Deleted.
(ii) Deleted.

Ly

AUDIT OF EXPENDITURE AGAINST GRANTS OR APPROPRIATIONS

23. For working out month by month, the progressive expenditure against
each Grant or Appropriation and each unit of Appropriation a Register in Form 1
shouldl be maintained. Fach Grant or Appropriation should be assigned a
page or set of pages. Under each grant or Appropriation the several sub-heads
and units of appropriation should be detailed showing each the authorised

diture month by month. The accuracy of the

provision and progressive expen
figures posted in the Register should be tested in a separate abstract, and the
Register submitted to the Gazetted Officer for review.

24. Deleted. <
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Chap. 3]  GENERAL ARRANGEMENT OF TREASURY AUDIT DEPTT. [26-27

PART II
TREASURY/DISTRICT ACCOUNTS OFFICE AUDIT

CHAPTER 3.—GENERAL ARRANGEMENTS OF TREASURY/DISTRICT
ACCOUNTS OFFICE AUDIT DEPARTMENT

26 Inter-Departmental adjustments 35

— Introductory S e
District Auditor 28  Current Review of Audit .. 38
Departmental Auditor .. .. 29  Account Procedure .. .. 42
Audit Procedure .. .. .- 32 Post-Review by Branch Officers 45

INTRODUCTORY

udit Department is divided into small sections each

26. The Treasury A
with a member of the Subordinate Accounts Service in charge. A section or
group which is called the Central Treasury Section or group, receives the district

accounts of all treasury transactions pertaining to the Government. The
remaining  sections which are called the Treasury Departmental Sections are
constituted on a departmental basis so that all transactions relating to a particular
department may, as far as possible, be dealt with in one section.

Note.—The Central Treasury Group may conveniently be attached as a sub-section to
the Book Department or to another Treasury Audit Department Section.

27. To facilitate understanding of the detailed arrangements for work done
in the Treasury Audit Department, the conients of this chapter have been arranged
so as to show exactly how the accounts received from treasury/D.A.O. are dealt
within that Department. First are described the general duties of the District
Auditor who first receives the D.A.O./Treasury Accounts. He retains these
accounts and such of the connected documents as are to be disposed of by him
Igal}y and passes on the schedules, vouchers, etc., relating to departmental
tion IPtS and payments to the Departmental Auditor concerned, a brief descrip-
i J; ‘whose duties is given next. Thereafter, the procedure for the audit of
mEnts 5 schedules and vouchers are for making the inter-departmental adjust-
TS 3 P-~ccribed. This procedure is to be followed both by the District and
Bt Wi dpb sofal Auditors. The work of both the auditors is thea to be
to the rul Y ‘i‘ : dt aiis Officer or by a member of the Superintending staff according
Sni ctioes aid down sar the current review of audit. After audit the treasury
indicated n]; ‘ff_eb_m be posi ~d in the Detail Book and Departmental Classified as
shent c‘&m 1 3‘:1 sequent paragwaphs. The work of the Treasury Audit Depari-
-t indp eted up to this stage s further subjected to a test check by a Branch
Branch O%Jendemly according to che rules laid down for the post-review by
vork dons o For the purpose of this Chapter this is the last stage of the

¢ in the Treasury Audit Dep artment. - -

-
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28- GENERAL ARRANGEMENT OF TREASURY AUDIT DePTT.

DISTRICT AUDITOR

an auditor known as the district auditor, is

responsible for the adjustment of the entire treasury accounts of a district relating
to financial transactions. The Accountant General may, however, arrange at
his discretion that the accounts of the Government transactions are adjusted
by onme or two district auditor. The district auditor is also responsible
for the audit of the accounts entrusted to him with the exception
of departmental receipts and payments which are entered by the treasury
in separate schedules and provisionally adjusted by the district auditor

under the suspense head “Departmental Adjusting Account”, The Audit
of this departmental receipts and payments and their final adjustment
wn as departmental

under the proper heads of accounts are entrusted to clerks kno
auditors attached to Treasury Departmental Sections. Every schedule of depart-
ntal payments which form

mental receipts and every second schedule of departme

part of the month’s accounts working up to the general Cash Accounts should
pass through the hands of the district auditor who, Accounts before passing on
the schedule to the departmental auditor, must test it total against the entry
in the Cash Account or the list of payments and must mark the total of the

schedules, as well as the corresponding entry in the Cash Account or the list
of payments, as “agreed” and initial them.

1. The detil check of deposits may be entrusted to a separate cierk but the district
auditor is responsible for secing that the lists of receipts and payments agree with the Cash
Acoumt aal the lists of payments and also, if the arrangement is that he shall check the
vaisiaars biore making over the list of dezposits paid, that there is a_ voucher complete
ani in due form for every recorded payment, or , it a voucher belacking, that objection
is taken and explanation demanded.

[Chap, 3

28. In the Central Section,

Income tax schedules when they are atrached to the pay and establishment bills
should be checked with the

2.
received from the treasuries/D,A.O. and other disbursing officers
me-tax Officers concerned. This check may be

respective bills and transmitted to the Inco : 1
entrusted to the district auditor or departmental auditor as may be found convenient.

DEPARTMENTAL AUDITOR

29. The departmental auditor is responsible for the audit and adjustment
of all transactions which are entered by treasuries/D.A.O. in the departmental
schedules of receipts and payments as relating to a particular department or tc
a particular major head of account not affecting a particular department. T+
vills of Gezetted Officers will, as an exception to this rule, be audited */ @
Separate group and, in the case of larger departments, specified classes of - & s
the bills relating to certain divisions may similarly be entrusted to separ-© a0 :E“
in the section: but the departmental auditor is still responsible €-f seeking ﬂ::
the bills or vouchers which he transfers to the separate o-vup agree with oy
entries in the tepartmental schedules, that they are reco--ered after audit
that, unless separate objection Books are kept by ne group concerned, a‘?i'
objection taken by the auditors is duly recordex in the objection Book an
notified to the Treasury Officer/D.A.O. or oth~.: officer concerned.

- 1. Personazl advances made to a gazetted officers should be passed on for audit in
he same way as gazetted officers pay bills, 2 5 Tm - 3

. : Gazetted Officers
2. The statement of rents recoverable showing recoveries of rents from 2
in resdect of Government residences bor.ne on the books of the Public Works Depar mm.A.O
received with the monthly accounts fror 3 not less than ten cent of thewimumm -
selected at_randyn by a Gazetted O joer shouldbe checked every month o (o rolons

PO
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GENERAL ARRANGEMENT OF TREASURY AuUDIT DEPTT. [30—32

Chap. 3]
of audit at least once a year. In checking the statements it should specially be scen that
the rates of emdluments as noted therein are correct. These statements, after verification
should be forwarded to the Divisional Officer concerned. The divisional office compares these
statements with the corresponding entries in the Register of Rents of Buildings and Lands
to verify that the Audit office has not omitted to send any statement pertaining to that
treasury/D.A.O. and takes steps to revise the assessment of rent of Government servants
whose rates of emoluments have been altered by the Audit office.

Note.—The test check of statements in respect of non-gazetted Government senants of
selected ofices may similarly be conducted at the discretion of the Acocountant General.

3. Statements received from disbursing officers of other audit circle and submirted tc
the Accountant General along with the divisional accounts should be sent periodically to
the Audit Officers concerned for verification, and the procedure indicated in Rule 2 above
should then be followed in respect of the verified statements,

4. In the case of subscribers to the General Provident Fund, the rate of pay, as entered
in the schedule of General Provident Fund Deductions attached to the pay bills for June
paid in July., should be checked by the Audit Sections coneerneC before the schedules are

made over to the Fund Section.
5. The departmental auditors is responsible for pre-audit of bills payable by the Pre-
audit Pay Department (Chapter 16) apd for such audit against allotments as is conducted

at the special request of the Executive.

6. Deleted.

30. The Departmentai Auditor should be an experienced au
d auditors known as sub-

be assisted. if necessary. by one or more less experience
auditors according to thé heaviness of his charge. The sub-auditors should
work under the direct superivision of the auditor and should be employed chiefly

on work which is more or less of a mechanical nature, such as referencing the
arranging of vouchers, the cheking of totals and of fund deductions the posting
and totalling of the Departmental Abstracts, etc. In order that they may be
trained for more important duties, they should also be entrusted with the audit of
some of the less important bills, such as establishment bills to which neither leave
statement nor increment certificate is attached and travelling allowance bills
of inferior servants. The detailed distribution of work between the auditor and
the sub-auditor is left to the discretion of the Accountant General, and should
be set out clearly in the office Manual. An auditor should not ordinarily be
employed as a departmental auditor until he has worked for some time as a sub-

uditor and should

auditor.
31. On receipt of the schedule of receipts or payments, the departmental
auditor should test the total of everv schedule or list subsidiary to the general
schedule with the entries in the general schedule itself, and should mark the
total of the subsidiary schedule or list as well as the corresponding entry in the
general schedule as “agreed” and initial them. The first duty of the person who
schedule or list is to see that the detailed entries

has to dispose of the subsidiary
recorded on it work up to the total thus agreed. He should therefore add up

the entries in the money column and initial the total as “checked”. Not until
this is done is it permissible to proceed to the audit of the/ detailed entries.

sil AUDIT PROCEDURE

32. Audit should be conducted in accordance - with . (1) the . gemeral -
principles, rules and supplementary regulations laid down in the AuditCode .
and (2) the special procedure, applicable to each class of transactions, as set out
in the relevant chapter of this Manual. i et wion R SR sl

.
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33-34] GENERAL ARRANGEMENT OF TREASURY AUDIT DEPTT. [Chap, 3

33. The auditor examining a voucher or schedule should record the
necessary particulars in the proper audit register, if any, unless there is a rule
to the contrary, and should examine, tick off, or correct
the classification on the voucher or schedule. The classi

i in order that the Compilation Book

audit enfacement he should explain any objection taken to any item in sufficient
fulness to make it readily understood. The following is an example of the
type of note which should constitute the audit enfacement-—

Tk.

Charge—Headquarters Office establishment aa 1,976
Tshsilders and establishments i & . 2,431
Total Amount of Bill .. 4,407

Admitted = . - = o 4,382
Objected to - b= o - 25

as per details following ;—

25

AB, officiating for CD, officiating allowance overdrawn e 25

T< 183, pay of EF newly apoointed. held under objection pend-
ing receipt of Health certificate.

I. Tae object of the instruction is to secure that every voucher or schedule be com-
plete and intelligible in itself, and shall formally recorded its adjustment so that a stranger
at a glance , without dyubt or dzlay, see exactly what detailed entries in the Compilation

Bok or Classified Abstract are covered by any given voucher or schedule,

Thae details of Classification nesd not be noted in the audit enfacement (I} when
th= h2adings of the bill are printing and exactly correspond with those in the Classified
Abstract and (2) when the bill consists of one item oaly, in which case the heading, if in
mz2auscript, should be examined and ticked off, or corrected when necessary.

the work of auditors in classifying correctly the transactions
prominently on each page of the several audit
e for the correctness of the classification

[

3. In order to facilitate
the complete classification should be noted I
rezisters, and the Supsrintendeat who is responsibl
so noted should check and attest each entry.

34. The post-audit of service payments and the examination of receipt
schedules and Debt and Remittance transactions must be carried on simul-
tancously. No Audit office can be considered free from arrears, unless the
establishment is ready to deal with statements as soon as they arrive. When
the first schedule of payments is received, the audit should commence at once
so that any error discovered may be notified to the office immediately concerned,

Treasury Officer/D.A.O. before the

or, through the Objection Statement. to the
this is delayed the same error may again be

next menth’s payments are made, If
commined,tbcobjecﬁonshaveagaigtoberaised,andtheworkthmgreaﬁy
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Chap. 3]  GENERAL ARRANGEMENT OF TREASURY AuDIT DEPTT.

INTER-DEPARTMENTAL ADJUSTMENTS

35. When an item of receipt or expenditure which is properly adjustable
in the Abstract of one department appears in the treasury/D.A.O. schedule
pertaining to another department or head of account, the auditor dealing with
the schedule should classify the amount under the detailed suspense head opened
in the accounts for the provisional adjustment of the D.A.O./treasury transac-
tions of the department which must finally receive the credit or debit. The
auditor should then send an intimation of the transaction on a suspense slip
in Form 3, supporied by the vouchers or extracts from vouchers to the depart-
mental auditor of the adjusting department. On receipt the latter should deal with
the slips and the voucheds in the same way as if thev had come to him with

the departmental schedules of a treasury/D.A.O.

Note—In the case of vouchers transferred by the departmental auditor to the Gazetted
Aydit Department or other audit groups for audit (See paragraph 29), the auditor concerned
in ths Gazerad Audit Department or other audit group should whenever necessary, prepare
and ssnd tae suspenss slip supported by the vouchers or extracis from vouchers ic the de-
partmeatal auditor, wi» should deal with it in the same way as if the suspenseslip was
prenared by hin.

36. The amount and other particulars of each suspense slip should be
entered by the auditor preparing the slip in a Register of suspense Slip (Form 4)
by carbon process in duplicate. Separate registers or separate portions of a
register bearing distinctive letiers must be set apart for the suspense slips
relating to each detailed suspense Ledger head of the Departmental Adjusting
Accounts or for each section as may be found convenient. The entries in each
register should be numbered in a separate consecutive series for the year, and
the number of each entry with the distinctive letter of the register should be
entered in the relevant suspense slip. On completion of the Departmental
Absract of the D.A.O./Treasury portion of the Detailed Book the auditor
concerned will detach the original list of suspense slips, being the top copies
in the register and forward it to the section maintaining the AdSstract relating
in order to secure the certificate prescribed on the form.

to the suspense head . \
When the list is received back with the prescribed certificate, it should be pasted

on to the correspending carbon copy in the register.
37 Daleted,

CURRENT REVIEW OF AUDIT -

38. The audit of the treasury accounts must be reviewed under the
following instructions by a Branch Officer or by a member of the Superintending
staff, who as he passes each voucher should place a distinctive mark (either
his initials or some shorter distinctive mark) under the enfacement of the
voucher and against the entry, if any, in the audit register.

This review should be made immediately after audit and, wherever possible
consistently with paragraph ’, before the bills are posted in the Classified
Abstract or in the Detail Book. B,

A very important part of this review is the cheek of the-Classification.

3
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39] GENERAL ARRANGEMENT OF TREASURY AuDIT DEPTT.

1. In addition to the check of the classification of vouchers reviewed under paragraph

39, tﬁe Superintendent should be held responsible for the correct classification of items of
over Tk. 500 but not exceeding Tk. 5,000 under any detailed head of acccuntand the
gazetted Officer for classification of similar items of over Tk. 5.CC0.

The cent. per cemt. check of classification by the Superintending of bills of gazetted
Government servants may at the Accountant General's discretion be reducted to 25 rper

cenat., wh=n circusmtznces permit.

39. The minimum percentage of bills and wvouchers of each class to be
reviewed concurrenty and the agency by which such review is to be performed
will be governed by the following instructions, the prescribed percentages being
calculated on the number of vouchers subjected to audit, except in the case of
items failing under (10). Unless it is otherwise expressly stated, the review will
be carried out by some member of the Superiniending staff as determined by

local rules.

(1) Pay bills of gazetted Government servants, 15

74 per cemt. by the Branch officers.

er cent. by the Superintending and

Note. 1.—Wiih the permission of the Comptroller and Auditor General, Assistant
: pazetred

Superimtendent may be allowed to help Superintendents in the review of bills o
Goverrrment senvants.

(2) Trawolling allowance bills of gazetted Government servants. Cent. per cent.

are treated in o
Oye PEr Cefti ;o 8

{3y Pay bills of sazelted Government servant, whic?
way as pay bills or 2tied Government servants.—Twe

should be fined Dy 122 Accountant General in the care f compiicated bills,

-3

{#) Establishmwea: pay bills.—Fifty per cent of bills with leave statement cr increment
certificates attached zad !0 per centof cthers.
(5) Establishment travelling allowance bills.—Ten per cent.

{6) Abstract and contract contingent bills.—Ten per cen:.

{7) Fully vouthed and detailed contingent bills.—F:fty per ceat. should bereviewed and
in addition every pil! barween Tk, 1,000 and Tk. 3,973 szould be reviewed by z Superinten
dent.

£8) Szanlarsiins :ad granss-in-aid.—Ten per cent,

rar cent. of

the review of

it par cent. hut 5
CFcer in addition to

12ais and depesit repayments.
bz reviewad by thz Bran:
a Tk. 2,300 uander itan (12).

{9) (2) Pamsioa =
the gramity vous
all such hilis for

(b) Refumds of ravenus refunds of fines discounts on stamps apd interest pirmenis —

Ten per cent.
{10) Miss2llazzous pay

paid to cartain of

the extent to wiich the

with refersnce t3 th2 circumstances of each case.

See Cash itz=s (17; to (21) of the table under paragaph 13.

ements.—To this class belong shize of fees realised by Government
ant and other peciiiar and exc:ptional payments. In these cases
review is nosssary is left 0 tse Accountant General to decide

i.
(11) Cash Accouats, Lists of payments, schedoles, plus and minus memoranda, Deposit
registers, etc.—Thase should beexamined in full.

(12) All bills and vsuchers for more than Tk, 3,000, other than Abstract Contingent
bills, Advance bills, Public Works Department bills, and Deposit vouchers, should b&émewed

by a Oﬂioer,uulmthaymlatetoreaﬂarmmﬂymynmm;@h:um i

€

C

.
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40. The Accountant General should increase the limits prescribed in the
preceding paragraph, in individual cases, when necessary, either on account of the
experience or untrusiworthiness of the auditor or the habitual slackness of the
accounts of any district, or for any other reason. The Accountant General may
delegate tiis power to other reason. The Accountantly General may delegate this
power to the Branch officers in charge of sections subject to the general control
of the Deputy Accountant General.

In arranging for the percentage review it will not ordinarily be necessary to
count the bii's of each kind received with each schedule of payments, ~but
registers may be marked off as cach representing a certain percentage of the
whole, and all the bills in cortain of the registers should be reviewed each month;
case cf bills which are not entered in an audit register would an
The method of selecting the registers or bills for
1 fien of the Accountant General, but care should be
taken to easure. as far as possible, thar the auditor shall not know what bills are
likely to be left unreviewed. A record of the bills and registers actually
reviewed may, at the iscretion of the Accountant General be kept up in  sucn
form as may be considered convenient.

only in ths
actual co
review is

t ben
f £

The result of reviews by the Superintending staff srould be reported fo the
Deputy Accountant Gneral through the Branch Officer concerned, obut only im-
portant errors and serious omissions and irregularities should be brought to
notice.  The report should be recorded in a separate book for each Department,
and shouid be passed finally be the Deputy Accountant General unless he con-
siders it necessary to bring any point to the notice of the Accountant General.

41. The Branch Officer in charge of a section should scrutinise carefully
every objection whether entered in an objection Statement or half margin before
he passes i, cancelling or submitting for orders any to which in his opinjon the
provisions of Articles 248 and 254 of the Audit Code could suitably be applied,
In the case of bills of the Gazetted Audit section, if the objection is not perfectly
clear and Invellizible, or if the Branch Officer has any doubt as to the accuracy
of the ebjzction or the desirability of its issue, he should call for the relevant
bills and audit register, so that he may assure himself of the validity of the
objection before he allows it to issue. In the case of other bills the scrutiny
should in th= main consist in seeing whether the objection is a reasonable one
and whether it is worded in intellgible and unexceptinable language; it is not
intended that Branch Oficer should check the facts by a comparision of the
vouchers, except in those cases in which he has reason to think that the facts
implied by the objection are not correct, or which the objection itself is not
iniclligible without the vouchers. It should be borne in mind that unnecessary,
meticulous or badly expressed objections not only bring djscredit on audit and
give rise to reasonable irritation, but also cause an increase of work both in the
audit and the executive Offices. Objections raised on half margins or andit
memoranda should not be treated as routine correspondence which may be
issued by Superintendents. No such objection should issue over the signature
of a non-gazeited officer unless the case is clearly met by one of the printed and
numbered standard objections; if any manuscript addition of any kind has to
be made in the printed form, it should be signed by the Branch Officer in charge,
The more important objections which are likely to lead eventually to a reference
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to the Head of Department or superior administrative authority should not
ordinarily be issued without the approval of the Deputy Accountant General.

Noge 1.—In scrutinising objections, it should be borne in mind that the discretion wasted
in Audit Officers by Article 248 of the Audit Code should be freely exercised.

Account Procedure

The district auditor, when he has completed the audit of vouchers pf a
list of pavments with which he himself deals, should recover from the sections
concerned all the bills and vouchers which were made over to them other than
those relating to the departmental schedules which are provisjonally adjusted
under the suspense head “Departmental Adjusting Account” (See paragraph 28).
He should see that the vouchers so recovered have been audited, compare them
again with the list and ascertain that mone arc missing. He should then
examine the Cash Account and the list of payments are to correctness of from
method of entry and verification of cash balance. The necessary notes of
classification should be entry in the remarks column of these documents.

Noge |.—This procedure will be suitably modified by the Accountant General in the case
of those vgischers the ausit of which is permissible after incorporation in the Detail Book.

42,

Note 2.—The Accountant General may at his discretion authorise that the bills and vou-
chers, other than these relating to the departmental schedule. mude over to other sectionps

far Audit need not Pe recoverad from them and may be filed in those sections.

43.  On completion of the examination by the district auditor the Cash
Account, list of payments, vouchers and all supporting documents for the Audit
of which hs is responsible should be made over to the Superintendent of the
section, who should check carefully the classification of receipts and expenditure
before submiiting it to the Branch officer in charge. After it is passed by the
latter the Cash Account and list of payments should be made over to the poster

of the Detail Book.

I. For the purpdse of this paragraph, the classification entered on the vouchers and
schedules which the Superintendent and the Branch Officer have checked as part of thei
concurrest review may be treated as checked for the prupose of this review. r

2.(a) Reczipts and payments shown . against a particular department in the Cash
Accoant and list of paymsnt will be taken in the first instance in the Detail Book under
the mindr head *Dadartmental Adjusting Accounting” under the Major head “'Suspense
Aczduat” in Ssction “P-Dzposits and Advances”™. Under this minor head a separate
detailed head for receipts and another for payments will be provided for each Depart-

ment and for each major head not relating to particular Department.
Note—In thz case of small departments or major heads under which the transactions
are few, two or more such departments or major heads may. at the discretion of the
Accountant Ganeral, bz treated as relatingto a single department.
(b) The credits and Debits which are posted under the above suspense heads in the
Detail Baok will be cleared by deduct entries under the same heads in the Departmental
abstracts where the transaction are finally brought to account (see Articles 8 and 10 of the

Account Codes,yVol. IV).

44. The procedure for the mﬂ:ﬂm of the departmental tramsactions,
from the treasury schedules, the ges Accounts, and Inward Settlement
Accounts into the Departmental Abstracts is prescribed in Chapter I of the
Account Code, Vol. IV, 5 i

i

¢

o

e
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POST REVIEW BY GAZETTED OFFICERS

45. The Accountant General, Additional Accountant General ot his Deputy
should keep a register m korm 3, ot the treasury and departmental accounts
wih 24 mon:hly collumns, and should, in very month, as soon as the accounts
arc posted aud audit completed, enter against each selected unit or umts th’c
name or designation of the Gazetted Oilicer by whom the review of the month’s
account is to be made, in sucha way as to ensurc that the Accounts ol every
treasury, D.A.O., or department arc reviewed by a Gazetted Othcer not less than
once 1n two years. Tms review shouid be carried out as far as pos:f;ibic by senior
omncers of the Department, and shonld not be entrusted to very junior officers.
It shouid in no case be entrusted to probationers, unless for purposes of traning
in which case the account reviewed should not be included in the prescribed

number.

Oificer should call for all the documents relating to the
particular unit or units allotted to him and subject them to a careful test audit.
The scale tixed for the check by the Reviewing Officer of each class of bills
should be the same as that fixed for check by the Superintendent, and half of
his review work should be devoted to a recheck of the review which has
already been done by the Superintending staff. The pension vouchers of each
treasury are audited only twice in a year and the post review should be so
arranged that a few audited vouchers come under review. The Raviewing
Officer should take up the vouchers, check them with the entries in the schedules
and re-audit them, should see whether the schedules have been properly dealt
with by the auditors (paragraph 31), should subject the Cash Account to such
audit as may be possible (e.g., the fine statements, discounts on stamps, etc.,),
should look into the Deposit Registers, and -should check the plus and minus
memoranda with the accounts. Having thus generally review the accounts,
he will have the vouchers selected for review put up in the audit registers, see
that they have been properly audited and due objections taken, and initial bills
and registers. The most important part of the Gazetted Officer’s review should
be the audit of the establishment, travelling allowances and contingent bills,
so as to see that no charges have been improperly passed. He should examine
the registers to ascertain -that they are properly kept in accordance with rules
and that a sufficient check exists over both fixed and variable charges. He
should see in particular that sanctions having a limited currency are noted in
such a way as to secure that expenditure incurred against them will not be
admitted in audit beyond the period of currency. Finally he will submit
through the Deputy Accountant General a report of his audit fo the Accountant
General in a form to be prescribed by that officer. The report should be made
in a bound book and should show only important errors and irregularities.

The Reviewing

Nore 1—Any portion of the check which s eacrcised by a Branch Gileer in the course
of his ordinary duties neecl not again be exercised by him or by any other officer in the
course of his review. Detailed orders on this point should beinserted inthe office Manual.

Note 2—If nscessary, the Accountant General may select a Senior S.A.S. Accoentant who
is not in charge of a section of the Treasury Audit Department and may regard him asa
Reviewing Officer for purposes of the Review prescribed in this paragraph.

Note 3—Local arrangements shovld be made for the review of charges of esablishment
drawn against a lump grant.
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Note 4—Detailed contingent bills are of more importance than abstract bills and require
the more attention. The review must be of detailed bills received during the month, the
accounts of which are being ciecked and it is more important to see that no charges are
improperly passed than to see that they are properly recorded when passed. Itis not, as
a rule, i i xcept in the case of im-

portant bills. The Reviewi
charges manner prescribed in chapter 7.

MNote 5—The Reviewing Officer should alo see that the vouchers reviewed have been
correctly posted in the Classified Abstracts. He should also certify that some bundles of
vouchers have bzen examined by him to ensure that the certificate of audit has been
correctly recorded and generally satisfy himself that the vouchers marked for audit have in
fact been audited and bear an enfacement of audit by the Auditor. The bundles of vouchers

the completion of reviews

s0 examined should be specified.
of Audit Register indicating
Reviewing Officers to en-

Nate 6—The entries in the Review
shoukd be verified with the Registers containing the remarks of the

sure the correctness of the former.

[Chsp. 3 -

46. In conducting this review, the Reviewing Officer should bear in mind
the requirements of audit against property as enunciated in Articles 84 and 85

of the Audit Code.
47. A period should be fixed by the Accountant-General for the completion
of a Gezetted Officer’s review and its submission to him, and any failure to
riod will constitute an arrear for the purpose of

compdete a review within this pe
the Monthly Report on arrears submitted to the Accountant-General. !




23
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List of Registers 2 48  Rent Recoveries ) 82
Audit Register— ' Adjustment of objections .. 8

Form and subdivisions of Register 49  Leave Account o B4
Opening of Register .. . 52  Leave procedure 5 e 85

56  Last pay and Leave-salary certificates 86
59 No Demand Certificates for Milita

New Names

Alteration of pay, etc. t
Officers in Civil employ oo 8%
Leave and transfer 5 : 6 64 . .
Scale Audit Register .. i 90
Charges Certificates X oF 67 ¥
History of Services e i 96
Audit of Pay Bills—
Civil List .. o .. 1m3
General .. 2 = 78
Files of correspondence .o 104
Advances to iazetted Government Servant 76 .
Compulsory Retirement .. 105
Auditor’s Duties 106
LIST OF REGISTERS

48. For the audit of pay bills of gazetted Government servants (See Article
169 et seq of the Audit Code) the following records should be maintained in

the Audit Office :—
(i) Audit Registers,
(ii) Leave Account,
(iii) Scale Audit Rigister, and
(iv) History of Sexrvices.

i

9

AUDIT REGISTER
C FORM AND SUB-DIVISIONS OF REGISTER

7¢49. (a) The Audit Register js intended to be recorded for six years. Two

*  ative forms are prescribed—Forms, 6 and 7. The former, which provided
space on each folio for three years entries and thus requires the reservation of
two folios for each gazetted Government servant, suitable for services, eg.,
those not a time-scale of pay, whose emoluments are liable to be changed very
frequently. The latter, which requires a single folio for six years’ entries
relating to one gazetted Government servant and provides space in each folio
for frequent changes of emoluments, is more suitable for services wherein the
charges are not very frequent. The Accountant-General will decide which of
the two forms should be used in respect of any particular service. s

(b) The account of each gazetted Government servai'xt'ihtﬁeRegis't&:shonld ;
be assigned a number and if the Register is maintained in Form 6 of the audit
numberthusasslgnedshouldbeenbm'edonboththefoli_mmm:hin. ,
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50. One or more volumes of the Audit Register :
the Government servants of each department, one Set of volumes being main-
tained for Government servanis of the Medical department, one for those of
the Education department and so on. As an exception to this rule, it will be
convenient to bring together in separate volumes the name of all members of =
service, such as the erstwhile Civil Service, the members of which are liable to
frequent transfers from one department to another.
aining a few z1zetted Government servants
le Register may be maintained to record
tments, a suitable number of blank pages
=l of future entries.

Note—In taz cisz of smill departmeats cont
(siy mat more ta 19 in eiza department) 3 sing
th: nim2s of Goiveranzat ssrvants of all such depar
baing l2ft batween ich initial letter and department for the reco

1. In syn2 chas, as for instance when a Local Fund post paid for fixed allowances is
held as a collateral charge by a gazetted Government servant, it may be convenient for
purposes of audit that the posts, and not the names of the Government servants should be
leads of the Audit Register. The namss of successive incumbents with dates may be entered
in the spacs for orders.

51. The names should be entered alphabetically, that is either each Register
will proceed from A to Z for all names of the class for which it is set apart, or,
if classification is not adopted, each volume will take up a oertain part of the
alphabet. Some blank sheets should be left after each initial for further entries

during the currency of the Register.

OPENING OF REGISTER

52, New Registers should be prepared shortly before the old Registers are
completed; the current Registers should be examined by an intelligent person, the
names to be omitted should be cancelled with a coloured pencil,
and the remaing names re-numbered according to the corrected alphabetical

aining the last name of one initial letter

order. At the foot of the page cont
should be noted the number of leaves to be Ieft blank after it for future entries.

any unexpired Ieave, any transfer ordered but
forward in the mew Register, and should,
s guidance by the person correcting the

53. All orders still in force,
not carried out, must be brought
therefore, he marked for the copyist’

Register:

Note—To ensure and facilitate eficient audit, the procedure prescribed above shoul. @, -
adopted in respect of those orders also wiich sanction Zrazis renewable at_intervals -7 %
ﬁwctlu number of vears, such as periodical grants made to Police Officers for Unifornt uuu
Saddlery. .

54. The audjtor,
outstanding objection and

55. When the new Register has been prepared by the copyist, it should be
laid with the old one” before a Branch Officer who shiould see that the necessary
particulars bave been correctly transferred and set his initials against the “Total
charge” in the first money column as authority for, and a gunide to, the auditing
~ derk, In the column for “monthly emouluments deductions”, blank lines
should be utilised for ahmmdrdednmons for which there is no printed
entry in the fom. ., o' ot c¥po by o0 ;DU

when he passes the last month’s bill, must mark and
see that it is brought forward in the new Register.

should be set apart for =

1y

d
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G L1 g >N DAMRS
3 old ones care must be taken

56. 1In entering new names, or re-introducing [
' pay certificate or a leave

that no pay is passed unless supported by a last ;
salary certificate (See Article 171 of the Audit Code) excent in the case of a

gazetted Government servant who is newly appointed in Government semoe,
when a health certificate is required (Article 167, ibid). . = .. ark Peamsters
0o - W i d LEe I’""G ne /.:- \.;. .,.-)- AR s -

 57. When a-gazetted Government servant takes a last-pay certificate or a

leave-salary certificate out of Bangladesh, a ‘pill’ money column shoqld be

opened and signed, and the fact. and the date of the grant of such a certificate,

should be noted in the blank space on the right hand page) This will
esh money column i¥ opened for

prevent his pay being_ admitted until 2 fr i
en a Government servant takes a leave salary certifi-

him in the Register. )
cate for leave in Bangladesh and draws his leave-salary outside his own audit
circle the same procedure should be followed in the Audit office which audits
the pay of the Government servant. if the leave salary is adjustable finally on
the books of the Accountant General in whose circle the payment is made
If, however, the leave salary paid in Bangladesh has eventually to be passed on
for adjustment to the original audit circle of the Government servan{, a money

e circle of payment entered in red ink

column having at the top the name of th
f the Audit office to whose audit the

shoud be opened in the Audit Register o
of the payments of leave salaries passed

Government servant belongs. for note

on to it for adjustment. When an authority for drawing lcave salary within
his own audit circle is issued to a Gazetted Government servant the name of
the District where payment has been authorised should also be noted in red ink
in the relevant money column in the Audit Register.

‘ail’ money column should also be opened whenever the nature of

58.7A
the posh‘:eld by a gazetted Government servant is known to be such that a
careful watch has to be kept on the salary disbursed; as, for example, when a

fliciate for annther during the period of

Government servant is appointed 10 0
the latter’s leave. If the period is extended, the da‘e in the money column

should be changed. In the case of sanctions to temporary appointments of
gazetred Government servants as an additional precaution, the word “stop”
should be written in pencil in the payment cage of the month in which the
sanction expires. A new column should be opened in pencil for

reduced pay and allowances as well as for ‘nil’ amounts; Yy '
ALTERATION OF PAY, ETC

. 59. On receipt of each issue of the Government Gazette, the Superintendent
will circulate it to the auditors who will pick out the items concerning them.
The auditors will post these items in the Registers and obtain the attestation of
the Branch Officer to these entries. All entries in the column “Gazette page”
under Particulars of leave and transfer posts’ should be seperately attested
by the Branch Officer, and any omissions should be specially brought to notice
and investigated at the time of the periodical reviews of aulit. At the time
of attesting the entries, the Branch Officer will tick off or initial the corresponding
notifications in the Gazefte in token of his having attes'ed the Registers. - The
Superintendent of the Section will review the Gazette carefully to see whether

_,- 4(!_-. 3 N e = 1‘&; Y lq" ,’:
e 8B Ay s . Advardose T+ A money Colunmi—vhe HETUYE &

< sf = L S '
"‘.' - = =i s o SeANLPAEL
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any items have not been entered in the Registers and obtain the orders of the
Branch Officer before filing the Gazette. is work should be regarded as

urgent. SN
When Government orders sanctioning alterations of p?g, leave transfers, etc.,
e they should be handled

are issued in advance of the notifications in the Gazett
in the same manner as the notifications themselves. The entries in the Register
should, however, be compared with the Gazette notifications when the latters are

received and the auditor should certify against the notifications concerned that
he has made the necessary comparison.

After the entries have been attested by the Branch Officer and any new
money column initialled by him a pay slip (Form 9) will be issued to the
Government servant whose emoluments are changed. The pay slip form may
be used for fixed pay posts as well as for those on a time-scale rate of pay, and
it has been so worded that it may remain in force for a considerable time.

1. The number and date of their slip should be entered in the space provided for the
purpose in the Audit Register.

2. In case where th: change in the money column does not necessitate the issue of

Pay Slip, the auditor who prepared and the Superintendent or Assistant Superintendent who
examines the money column should put their initials in the space for *“‘Advice No.” below

the cage of money columns.

3. An order appoints AB to act as Judge during the absence of CD; a single mark
only is wanted, as the order affects only AB. But if the same order grants leave to CD
and appoints AB to act for him, it has to be noted against both, and so two marks are
necessary. In the case of any but a grade promotion, it should not be necessary in the

note against AB to make any mention of CD whom he succeds.

4. When a gazetted Government servant is appointed to a post for limited time the
limitation should be stated in the note of the order; it can never be necessary to note that a
Government sevrvant is to act “till further orders™ as a later order always cancels an earlier
one.

5. After the close of each wear, red-ink lines should be drawn across the spaces provided
for note of orders, objections, transfers and remakrs to distinguish them from those affecting
payment of subsequent years.

6. The pay slip Form with suitable modifications will also be used for the authorisation

g of leave salary in Bangladesh. ; g e e sl o .
Q oy SLP 35 a Shkemant - Poyond b Xed Allocuemesns 155 e 5n Progemiiod
e ey I :3:\:?»?1. Q- gezetted Hovk. Seyvank 1y i 2udit -

- 3 2 el
& )N 60, A fresh Pay slip should be issued— e,
(1) Whenever any increment is stopped,

(2) Whenever an efficiency bar, or any other bar against the grant
of a particular increment, is removed, and—
(3) Whenever there is a change of any kind in emoluments, otherwise
than by accrual of an increment in the ordinary course, t.g.,
_ (a) When a gazetted Government servant passes outside or beyond
__the time-scale, or :
+ % " " (b) Whenever he passes from one overlapping time-scale to another
or from one time-scale to amother, or - '



» IR "
GAZETTED GOVERNMENT Snv.mwé‘ AupIT [60—63

(c) Whenever he proceeds on leave of any kind or retumns

therefrom, ot
(d) When he is appointed to a temporary post or reverts therefrom,

(4) Whenever the stage of the time-scale at which there is a pause is
reached,

(5) Whenever leave salary is to be authorised tQ a gazetted Government
servant proceeding on leave in Bangladesh.) PM

Note 1—In the case of time-scales of pay with efficiency bars at certain stages an Audit
Officer will not authorise any Government servant to draw pay at a rate above the stage
at which an efficiency bar is fixed until he has received a declaration from the authority
empowered to make toe promotion that it has satistied itself that the Government servant
in question is fit to pass the efficiency bar. s

Note 2—When a Government servant is appointed for a limited period to another post,
but the exact dates of making charge and ot revision are not kmow.n, the pay slip should
show two rates of pay, the one commencing from the date of taking charge acd the other
from the date of reversion. If, however, the exact dates arc known, they shouid be entered

in the Pay Slip.

Chap. 4]

61. In the case of gazetted Government servants who are occupying or
residences, the Pay slips should be made out

who generally occupy Government
and one copy should be sent to the officer

in triplicate, preferable by carbon,
responsible for making the recovery of rent to enable him to revise the assess-
ment of rent where necessary.

62. If the rates of deduction change for any reason, or if a gazetted
Government servant reverts without a new order to his former scale of pay, a
new money column should be filled up and initialled but no slip notice need
be issued. The date above the money column should be filled in at once only
if the changed rate necessarily takes effect from the date of the orders, if a
changed rate is consequent upon amy previous transfer of charge, receipt of

certificate of taking charge should first be awaited.

1. If there is a change in one item of deduction without any alteration in emoluments or
other deductions, correction may be made in red ink without transfer of all the particulars
to another money column, the date from which corrected amount is payable being noted
against it.

2. Changes in the rafes of subscription payable by members of the erstwhile Civil
Services and Military Officers under the Family Pension Regulations of their 1esyective services,
and by subscribers to the Superior Services Family Fension Fund, shouid beccmmunicated

to the Treasury, Officer concerned.

63, If a temporary grade promotion for a term already expired is notified
in the Gazette a new money column need not be opened unless it is considered
necessary. If it is not opened, the pay and allowances claimaole should be
named in the Pay Slip, and neatly entered in detail in the space for note of
perculiar Payments, etc., in the middle of the right-hand page of the Register, with
a guide letter, which may be set also: (1) in the money column temporarily
affected by the order, (2) against the note of the order, and (3) in the cages
provided for the months for which pay and allowances may be drawn; on pay-
ment, the date of the voucher will be noted in the cages against the letter.
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LEAVE AND “TRANSFER

64. On receipt of sanction to leave, ecither through a nofification in the
Guzette or Government order issued in advance of the notificauon; a compari-
sion will be made of the leave sanctioned with that shown in the office copy of
the leave report. The aud.or will certify against the notfication in the
Gazette or on the Government order, as the case may be, that he has made
the necessary comparison and this certificate of comparison should invariably
be attested by either the Superiniendent or .he Banch Officer. The particulars
of leave and transfer in the Audit Register will in part be filled :ép f;;im r_.h.e,
unager “Leave

Gazette; the first two columns in every case, then the first two I
ich leave is granted,

or the column under “Post”. In the column “Rule under wh
should be denoted by appro-

and kind of leave” the nature of the leave taken _ 0
priate letters, followed by the quotation of the rule under which the leave is
granted; the periol of absence can only be filled in after return. The date taking
or making over charge can only be entered from the report of transfer, and a
blank in these columns will always give warning that some further information
is required and must be called for. The column ‘Number and date of reference’
is for the record of letters addressed to the gazetted Government servant

regarding joining time, objection, etc.

64—67] [Chap. 4

65. In the case of periods of leave succeeding each other, the day which
reckons as the first day of each will appear in the column headed ‘Begins’ and
that which reckons as the last of each in the column headed ‘Ends’ : the column
“Period of absence” the filled up will show whether or not the period granted has

been overstayed.

sfer the joining time “Admissible” and that “Taken™
should be filled in when the certificate of taking over charge is received in order
to check whether, and by how much, the proper joining time has been exceeded.,

one station to another and the

In cases, however, where the transfer is from
ime taken in joining is less than the minimum admissible, the column “Joining

time admissible” need not be filleg in.

66. In the case of tran

CHARGE CERTIFICATE

67. Certificates of giving over and taking charge or of going on and
returning from leave, should be noted in the Audit Register immediate on
receipt, and after the entries have been checked by the Branch Officer, they
should be given to the poster of the History of Services and when necessary
to the poster of the Register of Permanent Advances.  After this they should

be pasted in a separate file.

hich the transfer of char takes one or more days, a suitable note

1. In cases in w
time taken is treated as duty the authority

hould be madein the column for remarks, and if
or this shonld also be noted. pact
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i~ AUDIT OF PAY BILLS
GENERAL

68. The audit will be recorded under the heading “Date of Payment of
Bills” in the cage of the month for which the pay is due and not of the month
in which it is mssued. The name of the treasury/D.A.0.’s office from which
payment is taken should be entered in red ink above the date of payment, but
the entry need not be repeaied unless the treasury/D.A.O. Office is changed.
When a payment appears in an Exchange Account or a Settlement Account, the
name of the account and the month of adjustment should similarly be nofed in
red ink. If the amount of the bills be the same as was passed for the last
month, it is sufficient to note in the Register the date of payment; if any further
payment be made afterwards under new orders, the mew date would also be
entered, with a letter guiding the eye to an explanatory note in the space provided
for it in the form and to the note of the order. If there be any charge in the
rate of emoluments as compared with the last month, it will be better to enter

The amount noted should be the gross amount

the amount as well as the date.
paid including the amounts deducted for funds and overpayments recovered.

1. Sy that in the first money column the rate of pay is shown as Tk. 400 under

date st Junme, 1972 and the,the second Tk. 450, under date 15th February, 1973, If then,
for later ones Tk. 4%, and for February,

for eaclier months Tk. 400 (gross) only be drawn, !
Tk. 425, no note of amount is needed on the right-hand page inthe cages for July to
January; but in February's cage Tk. 425 would be entered along with the date, and in
March’s Tk. 450. Thus an entry without specification of amount will aiways be understood
to be for the sameamount as that last recorded.

Chap. 4]

69. After the necessary enfacement of the voucher, the auditor should lay
it with the Register before the Superientendent or the Branch Officer in-charge,
who will attest the enfacement and initial the Register. Particulars of any
objection will be posted in the space provided in the Audit Register, and duly
aitested by the Reviewing Officer and the voucher will be ready for surrender
to the poster of the Classified Abstract. But if the ground of objecticn be
only non-receipt of a complete certificate of transfer of charge where the
transfer involved moving to another station, no note of it need be made under,
“Particulars of objection,” as the absence of a certificate in such a case is shown
in the form under the head “Particulars of leave and transfer.”,

1. When the review of bills is divided between the Superintendentand the Branch Officer,
it should be so arranged, that every class of gazetted Government servants passes under the
review of the latter at least ooce In every quarter. If two or more Audit Registers are
used for one class of gazetted Government servants the arrangements for made under this
rule should ensure that each of the registers will pass under the review of the Gazetted
Officer at least in once four and eight months in the past of Government servanis subjects 1o

the Revised/Prescribed Leave Rules respectively.

STERLING OVERSEAS PAY

70. Deleted.
71. Deleted.
Note:—Deleted.
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72- 82

72. Deleted.
Note. 1.—Deleted.
Note 2—Deleted.

73. Deleted.

74, Deleted.
PASSAGE CONCESSIONS

75. Deleted.
ADVANCES TO GAZETTED GOVERNMENT SERVANTS

76. Pay and allowances advanced under proper sanction to gazetted

Government servants come under audit in the same way as payments on account

of pay made on due and <hould be entered accordingly in the Audit Register.

An advance made on transfer to enable a gezeited Government servant to join

his post should be debited to «advances Recoverable” or to the relevant Remit-

tance head, as the circumstance may requires. In the event of the Government

servant being transferred to another circle of audit, the amount of the advance
e to the Accountan’-General

should be reported through the last pay certificat
concerned to effect recovery. On receipt of the last-pay certificate ‘he Accoun-
tant General will noted the advance in the Audit Register so that proper action

may be taken (see also paragraph 282).
ces for purchase of conveyances

77. Advances for house-building and advan
in the event of a Government

should be recorded in the Audit Register and
servant being transferred to another department the unrecovered balance should

be noted in the aslt-pay certificate.

78. Deleted.
79. Deleted.
80. Deleted.

81. Deleted.
‘RENT RECOVERIES

If a Government servant occupies, as a residence, a public building
whether residential or not, or a building hired by Government or a portion of
any such building, the rent as specified by the office of the Director of Govt.
accommodation Public works Divisional office in the Statement of Rents recover-
able from “Pay Bilis” is recoverable from the tenant without prior reference

to him. The amount recovered should be credited to the head of account

indicated in the statements.
1. This rule also apoliesto ad

82.

; liesto additional rent recoverable for furniture or for electric, water
supply beating and sanitary installations in buildings occupied as residence. It also applies to
amounts recoverable from a Government servant on account of the value of furniture or
other Goverament property for the loss of which or damage to which he may be found
responsible nad toany other dues for which Hﬁovemmmt servant may beliable to Govern-

ment in respect of the residence alloted to
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ADJUSTMENT OF THE: OBJECTION

83. The auditor is responsible for watching the adjustment of objections
raised on vouchers passed by him, and the Reviewing Officer when passing a new
bill should see what objections are still outstanding ordinarily, recoveries will
be made by short payment on a new bill, and record of such recovery should
be made uader “Particulars of Objection” before the voucher laid before the

Reviewing Officer.

Chsp. 4] [83—87A

LEAVE ACCOUNT

84. Under Article 186 of the Audit Code, a leave account should be
maintained by the Accountant General for every gazetted Government servant
in the form prescribed therein. A similar account may also be maintained for
any non-gazetted Government whose pay is audited like that of a gazetted

Government servant.
LEAVE PROCEDURE

85. (a) The instructions issued by the Comptroller and Auditor General
in connection with leave procedure are laid down in Appendix 4 of the Audit

Code.

(b) To enable him to comply with provision of para (5) of that Appendix,
the Accountant General concerned will maintain a register in Form 12-A to
record the particulars of Govt. servants on transferred t6 Foreign Service and
Leave salary contribution received, last pay certificates and authorities for

drawal of Jeave salary.

86. (i) The leave salary of a gazetted Government servant who intends to
draw his leave salarv in Bangladesh should be authorised Form A. T. M-9
which may be suitably modified for this purpose. The authority should be
prepared in triplicate preferably on carbon.

86. (2) (i) The leave salary Certificate of a Gazetted Govt. Servant
proceeding on leave out of Bangladesh should be—

(1) In FORM 14 if he intends to draw his leave salary at the Hone Treasury.

Note.—In the case of non-gazetted Govwt. Servants who intend to todraw leave Salarv out of
Banzladesh, leave Salary ecrificate should be in Form 14. and leave salaryis to be

drawn at the Home treasury.

Note 1.—Deleted.
Note 2. —Deleted,

87—Deleted

87-A. In the case of an attachment order issuved by a Court in Bangladesh
against a Government servant on leave out of Bangladesh the appropriate
authority in Bangladesh is responsible for drawing the amounts  recoverable
monthly in compliance with the aftachment order and remitting them to
the court concerned of rule 228(2) of the Treasury Rule. = : Sis
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Note—If an order of attachment is received inm respect of the pay or allowances of a
military officer who is for the time being in civil employ but is not borne on the
Supsrnumerary List a representation should promptly be made to the Court that the
military officer continues eligible for exemption from attachment. The attached portion

allowances should, however, be withheld from the officer until the

of the pay and i id : I
Court’s order on the preparation is received. If the civil Courtstill holds that its
previous order of attachment is correct, a report should be made to the Defence

and allowances of

Department where the oider of attzchment relates to the pay ) ; )
the military officer borne on the Supernumerary List, the procedure laid down in this

paragraph should be followed.

88. In leave salary authority or last-pay certificates granted to Govern-
ment servants proceeding on leave out of Bangladesh or retiring from the service
no entries may be made of Bangladesh pay and allowances due to them.
Unless there is authorisation otherwise by the rules or orders of Government
all pay, allowances leave salary and pension accruing to Government servant
while in Bangladesh are payable in Bangladesh

NO-DEMAND CERTIFICATES FOR MILITARY OFFICERS IN CIVIL
EMPLOY

89. Besides the ordinary last-pay certificate, Military officers in Civil
employ, when about to retire from active service, are required by the Defence
Department to produce a no-demand certificate from the Civil Accountant

General under whose audit they are.

SCALE AUDIT REGISTER

7. 90, {A scale Audit Register in Form 22 will be maintained in Audit offices
for the purpose of verification that appointments are not made in any grade or
class of Government servants in excess of the sanctioned scale and that no post
is abolished or held in abeyance, except to the extent authorised without the

orders of the competent authrity. }

Note.—The maintznance of a Scale Audit Register is not necessiry in respect of isolated or
Iocaliszd pasts which are indeoendent of each other . When the numbers of posts ina
genzral grade or class of Goivernment servants is very small the maintenance of the
scale Regzister miy be dispensed with by the Accountant General at his discretion,
provided that adequate arrangements are made for a periodical scurtiny to ensure that
no post is held in abeyance or abolished except under the orders of the competent

auothority.

a1. (The number of sanctioned posts in a grade, class, or other until of
classification is to be entered at the page or pages assigned to it, and ‘*he column
“Names of incumbents” will be opened by enwry in order of seniority of the
names of the incumbents of permanent posts in the grade on Ist July) Such a

number of Tines as experience may show to be necessary should be‘left blank .

for entrv of permanent promotions during the year to which the Rigister refers;
these promotions should be entered, and the names of Government servants
permanently leaving the grade should be scored out in red ink.

Note.—If-in the case of any service the Accountant General considers that the posting of the
-.;:Scale Audit Registers will be facilitated by entering names i siphabetical meder |
' allow the posting of this Rogister ir, fhat tammcr. s S
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" "Below the space provided for permanent
the mames of officiating incumbents, beginning with those actually on duty on

1st July.,
93. ” After the end of a month entries should be made in the columms for
that month, showing which incumbents were on duty during any portion of the .
the names of those present throughout the month the figure 1

month. Against S
should be written in the first column, while against the names of those present

for a part of the month only,the second| column as shown in the-Form, and in
column 3 should be entered numbers beginning with 1, connecting the periods
which form parts of the same chain, the same number being repeated against
each part of such chain. The highest number in column 3 will thus show the

oken periods. If this number added to

number of posts accounted for by the bri
the sum of the figures entered in column 1 does not exceed the number of

sanctioned posts, it is clear that the scale has not been exceeded as a wholesd To (a1t
ensure that the scale has mot been exceeded during any day of the month, the Guge ¢
auditor should also see while entering the connecting pumbers in column 3, that 55w
the dates indicating the fractions of the same chain do not overlap each other. The wig.ic
dates 1—6, 7—20 and 21—31, indicate that the post was filled for the whole s s
month: 1—6, 5—20 and 21—31, that for the 5th and 6th there were two., . -
individuals drawing pay for the same post and 1—6, 9—20 and 21—31, that ‘u‘
the post was vacant for the 7th and 3th. lache
Note. 1—To facilitate the completion of the account after the end of the month briﬁnotcsah“f'
indicating the changes during the month may be made either at the foot of the columas S€uls

for tas month, or in a separate column to be added under each month., But itis left 4., 3
aatirely to the optionof each Audit Ofice to decids whether notes should be mads or not. e
Votz. 2.—These instructions do not supply in their entirely to sell caontained departments or! N Wtc
sarvizes in wiich ofisiaing appointmaals are not allowed. The Accountant General will fckud 7
nadify the rales to suit the requirements of each case. Naade
Note. 3—In the case of services which are self-contained and provide for leave reserves, itiSpyp 4 ¢
General to close the Scale Audit Register onlyhh hcil

feft to tae discreton of the Accountant : ;
thrice a year, thaf 13, oné in January and twice, again in the course of the year without
The Sanet

prescribing defiaitely the months in which this is to be done. Pestic
i " i i Csdg N sg
94, In the case of services in which the graded system has been abohshed,m;ci\
> v

the Heuds of Departments should be asked to indicate always the vacancy in .
which any appointment or promotion is made and these vacancies should be noted "™ -
in a simplified Scale Register in Form 23 the names of Government SeTvVantschoxg.
Tz_:é:g:m:-inteci or promoted being noted below the entries in the Scale Registers at Fr—i
time of audit, as shown in the illustration below :— 5_““;‘
v id

- Suppose it is desired to check that there is no excess in the Scale Register o?
Superior posts in the Police Department and that the number of sanctioned posts f‘”c"‘:
is 40 and the number of officers actually holding superior posts at the time of —
opening a new Register (say Ist January, 1978) is also 40. One of the Gazetted
Government servants proceeds on leave from 15th February 1978 and another
begins to hold a supericr change from the 17th February 1978 in the same
vacancy. The entries in the Scale Register would be as follows :—

Numbter of Governmet Servents
holding Superior posts. -
Sanctioned strength ot e - - 40 ;
From 1st January 1978 : it N 2 )
From 15th February 1978 (Mr. s s e omsmme s .-proceeds on leave) - 39
From 17th Rebroary 1978, (Mr. ........assumes charge vice Mr. ......om
leave and so on. : _ h 40
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in which scale audit is reduced
reference to the Audit Register.

[Chap. 4

The sanctioned strength of the serviccs
as above should be checked twice a year with

95-—Deleted.

Note 1.—Deleted.
Note 2.—Deleted.
95-A— Deleted.

HISTORY OF SERVICES.

96. The History of services of gazetied Government servants is maintained

by the Accountant General who audits their pay. The History of Services is
issued in print on the 15th September annually or biennially as may be decided
by Government and contains information down to the 1st July preceding.
Copies of this publication will be turnished according to the local orders in force.

Exception.~Deleted.
1. Delated.
2, Dezlered,
3. Deglze2d,
4, Delsted,

Assam—Delered.
Posts and Telegraphs Department.—Delered.

Note. 2=—Deleted.

. 97. The History is primarily intended for the record of all facts in the
official career of a Government servant which have a bearing on pay, promotion,

leave or pension.

Note 1.—Particulars of war services affecting Pay, promotion, leave or nension would be
recorded in this publication.
Note 2,—Deleted.

98. The illustrative entries in the sample form (vide Form 3 of the Audit
Code) explain the method of record. Leave of all kinds, absence without leave
or in excess ofleavearofjoiningtimeshouldhenotedacrossthe pages as in
the specimen; and if any period be allowed to count as service or residence which
would not ordinarily be allowed by the rules, or if any special privilege or disabi-
lity affecting pay, pension, or leave attached to a Government Servant, the fact
should be noted similarly with quotation of the Government order. Service in
a vacation department and vacations not enjoyed during such service may also be
noted similarly. Officiating appointments, hen shown, should be distingushed
from substantive appointments. e
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1. In the case of military officers and Government servants not belonging to the erstwhile
Civil Service the date of birth should be recorded at the heading. The dates of the birth of
members of the Bangladesh Civil Service also be recorded if Government so direct. In the
case of Military officers in Civil employ details of service in the Defence Department
previous to transfer t0 civil employ need not be shown, but only the period of the service
should be stated together with full details of all leave taken in the Defence Department.

3. Entries relating to punitive aclion taken in regard 1o a gazetted Government servant
If an Audit Officer considers

should not be made without special orders of Governmeat.
that such an entry is indispensably necessary for audit purposes, he should refer the question
for the orders of Government who will decide what form the entry should take.

parily need not be recorded except in the following cases :

Note.—Periods of joining time ordi
: to commercial department including such joining

(i) Joining time on transfer from o
time following leave ; an

(ii) Joining time taken by a Government servant on transfer from anp officiating post
qualifying for additional pension to another such post.

well as honours and decorations, with

99. Particular of literary works as
should be printed in italics at the foot

the dates on which they were conferred,
of the page.

1. The following information may also be recorded if Government so direct :—(a) the
place of education and academical degree, (b) caste, tribe and home of the family, (c) religions
of Government servants ; (d) nomination of a Government servant to be a member of any
of the Legislative bodies ; but no other addition should be made without the orders of the
Government. There i3, however, nd objection to the mention of the receipt of a medal
or a clasp for war service. lention in this publication should be made of the receipt bya
Government servant of the "‘Police Medal".

100. Ar interleaved copy of the last edition of the History should be used
to note the subsequent changes and should be sent in original to the press as
‘copy’ for the next edition of the History. On receipt of notice of the appoint-
ment of a new gazetted Government servant his name should be entered immedia-
tely in ifs proper place in this interleaved copy. So long a gazetted Government
servant is attached to & Department, though he be absent on long leave, or
though for a time he has reverted from the rank of gazetted to that of a non-
gazetted Government servant by the termination of an acting promotion, his name
should be struck out of the History: it should be removed only on death, or retire-

ment,

1. Deleted.

101. When a gezetted Government servant is transferred to another circle
of audit, the Accountant General concerned should be furnished with a statement
in Form 25 showing the pay earned by him during the last twelve complete
months (or during the last three years in the case of those who elect to remain
under the all leave miles) to supplement the information contained in the last
printed History services. In the case of a Military officer transferred from the
Defence to the Civil Department, a statement of his whole service in such detail
as is requireed by paragraph 98 Rule 1, should be furnished for inclusion in the

History of Services. _
102. When a gazetted Government servant is transferred to foreign service,

a copy of his record of service should be sent by the Accountant General whose

duty it was to keep it to Accountant General who will account for the
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103—105]
contributions, and the latter will return the register (or an extract from it) duly
written up to date, when the Government servant is retransferred to Government

service,

[Chap. 4

CIVIL LIST
103. 1If in any Civil List of Officers or other publication which is issued by
the Government without previous review in the Audit office any errors are
discovered in course of working, they should be reported to the authority
concerned. and the copy of the printed List preserved in the office should be
corrected.
FILES OF CORRESPONDENCE

for inlividual gazetted Government servants
ndence relating to them. All
files for each department.

104. Separate personal files
should be opened in order to record the correspo
other crrespondence should be recorded in separate

COMPULSORY RETIREMENT

105. On or before the 1st September in each vear, the Accountan: General
should if so required by Government submit to the Government a list in Form
26 of the gazetted Government servants who, during the next oflicial year, will
be due to retire on attaining the age of superanmuation or on the expiry of the
term of extension of service. The object of this return is to enable the Govern-
ment to pass the necessary orders regarding thoir retention in or retirement from
the <ervice. In the case of Officers of the Defence Services, the Accountant
General should annually obtain lists of the officers affected by the rule who are

es under his audit, and should pass no more

cmploved in departments and offic
pay to those named therein. except where it can be shown that there is authority

for their continued employment.
w' " AUDITORS' DUTIES
106. The following instructions cover the more imporiant points requiring
the special attention of auditors.

(1) Sec that the pavees are legally entiled to the pay claimed.

(7} Sec that except in case of first appointment. every first pavment to an
“ndividual. whether on account of pay and allowances or as leave salary,
is supported by a last-pav or leave <*lar¥ cerlificates. as the case may
e,

(3) See that in the case of a Government
Bangladesh, a health certificate is given,
eode). ;

(4) Record the payment in the appropriate cages in the Audit Register.

servant appointed to the service in
(See also Article 167, Audit

(5) When the amount of a bill is the same that of the last month, only enter

date of payment, or month of adjustment in the case of bills received
ement Account, if any further payment

the new date also and place a guide
xplanatory note and the number and

with Exchange Accounts or Sett]
be made, enter the amount and
letter over it, linking it with the e
date of the order.
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amount of a bill differs from that of he last month, enfer the'

well as the date, the amount being the gross antount paid,
overies of ‘over-payments,

Chap. 4]

(6) When the

amount as !
including fund deductions, income {ax, rec

and Provident Fund deduction.

(7) Deleted.

(8) Examine and check that income tax (See note under clause (k) of
paragraph 8) and service and other fund deductions, are instrict con-

formity with the rules.

(9) In the case of a gazetted Government servant on leave—

(a) see that leave has been granted;
(b) see that it has not been exceeded;

(¢) See that the leave salary claimed is covered by rules applicable to

the case;

(d) See that a life certificate is attached or the bill endorsed to some
wetll-known bankers or Agents who have executed a general bond
of indemnity for the refund of any overpayment;

ave account is posted both ~when the Government

i¢) See thai-the le
when he returns from leave.

servant applies for and

or unauthorised payments in the Audit

(101 Note all advances and excess
for objections, issuing retrenchment slips

Register in the space set apart
where necessary.
(11) Note any recoveries in the Audit Register,

audit notes to enable the

(12) Enface the vouchers with classification and
to the correct heads in the

‘ Departmental auditors to ook the amounts
accounts.

(13) Stamp them w
may be.

(14) Send them in their pro
officer.

(15) On return from. return vouc
Department.

“h the “Admitted” or “Objected to” stamp, as the case
per pages in the Registers to the Reviewing

hers without delay to the Treasury Audit

107, ’; On receipt of a Gazette with the notifications
Government servants ticked off. the auditor will—

/(1) note_all the necessary details in the Audit registers, and History of

reparding gazetted

Services, and also in the Scale Register:

\[2) issue the Pay-Slip for alterations in pay and allowances, where necessary,
-under-paragraph 59 to-63 filling in at the same time the money columns
in the Register when necessary. T :

AR
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(3) when leave has been sanctioned, compare the amount of
leave sanctioned with that shown in the office copy of the leave report,
and prepare the prescribed letters, where necessary;

(4) in the case of transfer, see that the report is received of making over
as well as of receiving charge, mnote in the proper place in Audit ‘
Register, and check ]ommg time,: see also Rule 1 to paragraph 67;

=

(5) Deleted. SR *

“Apnexwre A"—Doleled.



39

ANNEXURE B—Deleted.
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CHAPTER 5.—ESTABLISHMENT AUDIT.
Audit Register..........-- 111 Time-scales of Pay o - 121
Audit Procedure. ......... 115 Temporary Establishment. ... 124
Increment Certificate......... 119 Auditors Duties. ......oeaes 125
Proposition statement........ 127

Arear and Advance Bills. ... 120
108. Deleted.
109, Deleted.

110. Deletec
ESTABLISHMENT BOOK
AUDIT REGISTER

111, The Audit Register will be Form 27 each page being divided by
horizontal lines into four equal spaces for the record of four years’ charges. A
page should be set apart for the audit of each section of an establishment; the
different sections wili be entered consecutively, and a page for the total charge

of the establishment should be left immediately after the page of the last sec_tion
The sections in the Audit Register

when the number of sections exczeds one.

should correspond exactly with those in the establishment bill. The establish-
ments should be arranged in the order of the major and minor heads of account,
and a few pages should be left blank affer each major head for the entry of any
peimanent establishmerts that may be sanctioned subsequently.

112. The Register is opened by bringing forward the detailed scale for
each section. and the total sanctioned pay of the section as finally recorded in
details of the scale of establishment should

the past year's Audit Register. The
be recorded in a fly-leaf in Form 28 inserted between the pages of the Register.

113. The “Minimum” and “Maximum” columns, both for the defailed
scale as well as the sectional total, should be used only when the pay, or part of it, '
is progressive: and in this case each increment, as it is admitted, will be added to
the total of the “Actual” column, and the pav of the post affected altered in
red ink, with a note. ir each case, of the month with effect from which the
increment is granted. Alterations of the scale and of the actual tofal payable
at the time, due to orders passed during the currency of the Register, should
similarly be noted with quotation of the orders. All entries of orders and the
totals in the money columns must be initialled by 2 member of the Superintending
staff altholugh he shmg]d 3331}3&1(1 gsponsi%le for the correctness of the uninitialled
entries relating to indivi . Each subsequent variation of in respect of
an individual should also be attested similarly. P ®
e al:id’:I}fe E::E;!l :l‘ h%udiata?eg_isgg prltlascribed 1'gr“t establishm%ut may beadopted also for

1 rsiips similar a an i
fiaamiit of aebolastis S5 ESL €hbmeacos Bl ely thy. L. S I T

2. Tn the column head ‘‘orders of sanctioning authority" the last orders sanctioning
establia?g:ﬂm, asaht;d;fe.t I;bnudl be quoted Zété;f ,;,?, ﬁ*ﬁ’ﬁ?’pwﬂ wp&;s
and rebodioed m Savsequeat registers, i W ;
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3. Where Tahsilders and other Government servants, who hold non-gazetted graded,
posts, and are transferred from district to district draw pay in separate bills, their pay may
be audited likc that of gazetted Governmeat servants and .in such cases a scale register
maintained. Where such Government servant draw their pay in the same bill with the other
members ofthe _establishment, their pay should beaudited in the ordinary way by sections,
but a scale register should be maintained to see that the total member of sanctioned posts
for each grade is not exceeded.

114. The first of the four division

114116 [Chap, 5

s of the page serves for record of the audit

for the first year, after which the entries of maximum.‘ minimum, and actual
should be made after the same examination as prescribed above the second
space. and the audit continued for the second year on the same page,

I. In the case ofsomeestablishments the number of partial bills, arrear hills. etc among
which one month's pay is divided, is so larze a5 to occupv. each month, more than a single
pace. TIn thesecases (to which the old Audit Registers wive an=asy clue) more than one

aze will be required for the fou- e1rs audir.

AUDIT PROCEDURE

115. On reccipt of an Establishment bill with the treasury account its

calculations should be checked arithmetically, vide paragraph 13, and reference
ntee statement, in order to see that no absence on

should be made to the abse: _tha
leave causes a charge which the rules do not permit.  But it will not be necessary

0 check the leave granted by earlier records, or the details of the bill by earlier
bills, though, if any such leave appears prima facie to be contrary to rules, it
should be examined. In posting the Audit Register, the amount shown in the
column “Total” for cach section minus the amount of any fines shown in the
appropriate column in the establishment bill form should be entered as the net
charge for each section. Below this should be written in red ink any amount
due, but not drawn by reason of absence. as a check upon arrear bills (vide
varagraph 120). The amount of fines shown in the establishment bill should
he similariv noted in red ink to check bills preferred when fines are subsequently
remitted. No subsequent ciaim not covered by the last two entries or by special
authority to utilise savings should bs admitted without full explanation of the
circumstances ir. which it was omittd from the monthly bill, which is expected
‘o exhibit the full claim for the montth. The entries should always be Segun
from the top of the allotted space. in order that there may be space, for record
of arrear bills, and also of sums refunded by short-drawal, which may be claimed

again.

L. Orders issued by Government or other duthorities regarding the emolumepts of any
=ember of the sstablishment (e.z., orders regarding personal pav or with holding or post-
3amning aa 1acrement) should be soted oq the fiv-leaf of the Audit Register.

2. If the amount of a bill s objected to, it must still be entered in the Audit Register, and
. ;

the cause of objection clearly stated on the bill.

116. When the payments have been recorded against the sections, the
amount posted should be totalled and agreed with the total of the bill. The

make such comparison of sectional charges as seems necessary, and initial both’
Olll and Register. It is a matter of importance to remark that FEstablishment -
Audit registers run from July. to June, and that pay is recorded under the month
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Chap. 5]
for which it is due, not that in which it is disbursed. To take an instance:—a
clerk being absent ou six weeks leave from 25th June his pay for June is not
drawn in for that month; but when is is claimed in August it will be passed
in the Audit Registor under the past year; or to take a further instance—from
the pay bill for July (Paid in Aug.) is deducted the pay for June of a man who
happened to be absent when it was drawn, and taking leave did not return 1p
July to received i the retund will be noted in the earlicr part of the Register
under June and mn the same place will be passed the bill on which the pay it
afterwards drawn.

1. The number and monih .
possible, thus 347 wo [ indicae

1 voucher should be gquoted in e entiy as shortly 48
sher 34 of July.

117. Audit of pay of non-gazetted Government servants on a different
scales should be conducted by numbers. To prevent double payments a certi-
ficate in the followinz form should be obiained from Heads of Offices on the
consolidated absenipe against statemants—

¢ies have been left unfilled during the month

Certified that the foilowliag vecan
Of oo i the grades mentioned ugainst each..........oevenn i
Grade ol No. of vacancics.
Py uitle,
Litto Ditto.
Nevz—Th= ssle of posty in exeh grade will ced by the number of viwuaties doi U

audit will proceed sgainst the o
vances of non-gazetted Government servants
h district and who are paid in several
ted against both number and

1i8. The audit of pay and alloy
of whom there are a large number in eac
batches durine the came mon:h should be conduc
amount sanctioned for each district.

INCREMENT CERTIFICATE

119. Increment certificates attached to establishment  bills, or submitted
separately for pre-audit shouid be ecamined so that it may be verified that the
increments claimed are according to rule and supported by facts stated and have
actually accrued. 1he reasons why the increment is consideted to be due as
crated in the increment certificate should be examined with reference to the fly-
Ieaf of the Audit Register (When names are shown there). At least one-fourth
of the entrics in an explanatory memorandum, stating the reasons why increment
is due, taken at random must be checked with passed bills; when periods of passed
officiating service are not susceptible of verification from the records
of the =audit office. such service may be verified the service books. In
the case of certificatcs submitted for pre-audit, if the increments are found to be
admissible under the rules, the cenificate should be retumed dulv passed. and the
fact noted in the Audit Register.

ARREAR AND ADVANCE BILLS

120. Arrear bills should be passed in the same manner against the section
concerned, after reference to the note of amounts due but not drawn (under
paragraph 115) the necessary addition being made to the total. For audit of

granted to non-gazetted Government servanis

advances of pay and allowances
under the financial rules made by G%mment_sq&;pmagmph 282.
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TIME-SCALE OF PAY

121.% dealing with pay bills of establishments in a time-scale of pay the
general instructions contained in the earlier paragraphs of this Chapter should
be followed mutatis nutandis. The succeeding paragraph contains special
instructions for deaiing with such .
to be followed in every minute detail, and the Accountant General may at his
descretion vary the minor details to suit local circumstances. He may also
exercise his discretion in selecting the form or forms which Should be used in
his office for the audit of establishment pay bills and make such modifications in
ithem as he may consider necessary to suit local conditions, it being borne in mind
that the form or forms should provide for all the requirements of audit.

122. (1) On the introduction of a time-scale of pay in an establishment, it is
of vital importance ‘o scrutinise the calculations of the initial rate of pay and the
date of next increment fixed for each Government servant borne on that estab-
lishment. On it devends the correctness of the pay to be drawn year after year

until the Government servants is stopped at an efficiency bar or reaches "the
such cases the Head of the office should be

maximum of the time-scale. In
required to submit to the Audit office a detailed statement showing the calcula-
tion of initial pay of each member of the establishment in Form A annexed to
this chapter. Where the initial rates of payv are dependent to anv extent on
e Books which are with ths Head

service, they can be checkel only with the servic
erefore,be best done at local inspections, but when

of Office. This work can, th

such inspections are not possible within a reasonable time after the date of the
introduction of the time-scale, the Service Books should be called into the Audit
office for the purpose of the necessary check, In any case the whole or a large
percentage of the iniiial rates and the date of next increment must be checked.

121-122] s

(2) In the case of fthe Government servant for whom records of service are
maintained in the audit office and in the case of those for whom service ‘books’
are not required to be maintained, the audit will be by numbers only and no
amounts at all will be entered in the Audit Register,

When a sanctioned cadre contains its own leave reserve, the number to be
entered is the sum of those drawing duty-pay and of those drawing leave

salary.
Where officiating arrangements in leave vacancics are permissible it will
be necessary to record separately, the number (1) drawing substantive pay, (ii)
on leave, and (iii) drawing officiating pay. When the audit is not conducted
in the audit form, these can be recorded ~under one another with the letters
S.L.O. respectively, against them thus :

i Do e S 6-25
M s 2°29
5 o 2 R o 1:21

g that S+L and S+4Oarg each within the

The audit check will consist in seein
sanctioned scale. Alternatively Form 29 smay be used for the Audit Régister,

bills but these instructions are not intended

©

o
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The sums held over or refunded need not be noted in the A}ldit Register.
The record of audit of supplementary claims should be made in the original
monthly bill from which the claim was cither omitted or in which it was shown

as held over.

[122

(3) The regular monthly audit in respect of all establishments will be by
numbers only but except in the case of Government servants referred to in'thc
opening portion of sub-para (2) above this must be supplementary by 2 nominal

the Gazetted officer in

check twice a Year at regular intervals to be fixed by
charge. The nominal check consists in comparing the rate of pay of each
th that recorded in the leaf and should be done

individual drawn in the bill wi >
cent per cent. Subject tO the further instructions below, the instruc-
above apply in this case also.

tions below, the intructions in sub paragraph (2)

first of all be necessary to check all the items

in the bill corresponding to items in the absentee statement, and at this stage
the admissibility of the leave salary and officiating pay of the men involved
will come under audit. The auditor will next andit all items in the bilk corres-
ponding to the names entered in the increment certificate (Vide paragraph 119

and make the necessary entries in the, fly leaf in Form 30. Then the remaimng
rks column should

items in the bill against which there is something in the rema
be audited and any changes affecting the fly leaf in corporated therein. None of
the remaining items in the bill need be checked.

h year should be carefully checked written up with the

Note 1—The fly leaf for July of eac
sanctions for the creation of new posts and for extension of posts created originally

for a specified period.

Note 2—When the increment claimed operates to carry a Governmen
bar it should be supported by a declaration from the aut
the increment that it has satisfied itself that the Governme

fit to pass the efficiency bar.

(4) In the audit of a bill it will

ts servant over an efficiency
hority empowered to allow
nt servant in question IS

Note 3—To facilitate the audit of leave salary of superior non-gazetted Government servants
the estanlisa nent pay bills will be supported by a statement duly attested by drawing
oificers showing the calculation by which the amounts drawn in the bills. On account
of leave siliry have been deduced, An arithmetical check of these statements in the
Audit > e is ordinarily sufficient reference to previous pay bills or other connected
drcunsats being made in doubtful cases only. The audit of the leave salary drawn
cted with reference

for subsequent months in the same spell on leave should be condu
with the first bill. In cases where under the procedure

to the statements received
laid down by the competent authority the names of Government sefvants arc not
shown in the pay bills and leave salary statements pertaining to them are not
attached to the bills, the Audit office is_not excepted_to check the calculations eic.

of the leave salary prescribed above.

(5) In cases where only one name affecting a articular cadre appears in
one bill, e.g., those who draw their pay on separate bills, the simplest audit
amounts practically to a nominal audit and may be conducted in an Audit
Register in Fom 31. ' ;
allowances will be shown i column 2 as they arise.
initials of thé auditor are sufficient the payment isa
notes should be recorded.

Alterations of pay and
Under the audit month the
regular one.. I it iv broken payment brief
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which are drawn from
o obtain consolidated

* (6) In the case of large establishments bills for
under this

more than one centre, arrangements should be made t !
establishment lists and absentee statements for facility of audit

scheme.

(7) As, under this scheme, the accrual of increments will be audited either
against a fly leaf, a local check of increments, after the check of initial pay,
which is most importan:, will not be necessary. In the case of Government
servents whose names may be omitted from the pay bills under any rules made
by Government, a percentage check in the course of local inspection may be
exercised.

PASSAGE CONCESSIONE

123, Delefed.
TEMPORARY ESTABLISHMENY

124, When sanction is received for a ‘emporary establishment, the requisite
entries should be made in the first three columns of th: Audit Register, the
period for which the sanction holds good being distincily specified in the second
column below the details of the posts sanctioned, and lines should be drawn
across the cages of the months previous and subsequent to such period S0 as to
prevent admission by oversight of pav for peried in excess of sanction.

1. Temporary establishment should be entered in the Audit Register after
all the permanent establishments, and not mixed up with them or separate Audit
chisrers sheuld be maintained for temporary establishments where this course
is considered to be suitable by the Accountant General.

Note | —Where the power to vary details of a tenporary establishment hus been delegated to
the head of the ofFce, only the seils, as origtaally sanctioned by the sanctioning
authority, shou!d be eatered in the Audit Regisier in order thar it may be seen that

the number of posts above the limit of sanction enjoined by the sanctioning authorit

or the num%er of those a ove the masimum limt fixed by superior authority,
In such cases the

dyes oot exceed the mumber of such posts originally sansiioned. ]
audit may be cradistel azainst the 126a siactidned cost of the temporary establish-
ment.

Nore 2—The procedure Izid down in this paragraph applies also inthe case of changes in rates
Tha words' chanze in rete’ should be enired in pencil in the column fur month of change.

AUDITORS DUTIES
125. ‘The cheif points to be chserved in auditing establishment bills besides
those mentioned in Article 176 of the Audit Code, are to see:
(1) that the arithmetical caculations of the bills selected for this check
are correct, vide paragraph 13;
(2) that the absentee statement is filled in or the “no leave” certificate
furnished :
(3) rﬂ;?t the enhanced pay of officiating incumbents is in accordance with
€S ;
(4) that a last-pay certificate is furnished for a Govemnment servant
transferred from another establishment; and
(5) that the ‘dates of making over and receiving charge are stated and
inining _t;i:pc-'chocked in accordance with the relevant service rules.
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Chap, 5] ESTABLISHMENT AUDIT [126—127
in this Chapter may be relaxed

126. The ordinary procedure prescribed :
in the case of bills to be post-

by the Accountant General as indicated below,
audited :

{a) Only 50 per cent of the bills of those establishments the normal

monthly cost of which is less than Tk. 500 should be audited, the

selection of the bills for this check being made by a gazetted officer.

and “absentees’ pay refunded” need mot be recorded
in the Audir Register. and if this plan is adopted, arreat and supple-
mentary bills will also not be posted therein, the necessary record of the
payment being made against the entries in the original bill.

Otherwise, all bills, whether audited or not, should be entered in the Audit
Register. :

(b) “sums held over”

PROPOSITION STATEMENT

127. In verifying the “present scale” of a proposition statement received
in connection with anv proposal fer alteration of establishment it should also
be seen hat the entries recarding the “proposed scale” are within the powers
of sanction of the authority to whom the sta’ement is to be submited and if
they are not, the autherity whose <anction is necesary should be specified in the

forwarding endorsernaont.
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128—131] TRAVELLING ALLOWANCE AUDIT {Chep. 6
CHAPTER 6—TRAVELLING ALLOWANCE AUDIT
i i s .o 128
St Begear i l } Appropriation Audit .. 131
Audit of Bill . 129 1

AUDIT REGISTER

128. The audit of travelling allowance of gaztted Government servant
in Form 32. As no details of Camp stages

should be recorded in a Regiser In
> sufficient for each voucher. The object of the

need be given a single line is sulll
pt in the case of (a) transfers, when the names

journey need not be entered exce 1
d from which the Government servant is transferred  should

of stations to an
be specified, and (b) Journeys the Government servant.,

No audit register should be maintained for the travelling allowances of zon-
gazetted Government servants.
AUDIT OF BILLS

129. In auditing a bill, the pay shown should be checked with reference to
paybills inthose cases where the amount of allowance is dependent on pay,
and the daily allowance should be passed according to the rate admissible,
the steamer fare by the table of fares, and the railway fare by the time-table.
In the majority of cases countersignature is necessary.

with the necessary for formal audit with
ns. Ordinarily, the countersignature by

the proper authority, or the signature of the drawing officer when a bill does
not require countersignature, should be accepted as final evidence that the facts
of the journey on which the claim is based are correct, and that the controllhleg
or the drawing officer, as the case may be, has exercised the scrutiny entrust
Occasionally a test check should be

to him unler the rules of the Government.
exercised to see that these officers scrutinise the bills properly. See Article 181

of the Audit Code.

1. The arithmetical calculations

vide paragraph 13.

2, The pay shown in the traveiling allowance bills of non-gazetted Government servants
in thase cises where the allowance is dependent on pay, should be test checked to the extent
prescribed by the Accountant General: incases where names are not shown in pay bills the
fest cieck will be limited to seeing tat the pay shown in Tae travelling allowance Dbill does
notexceed the maximum pay of the grade of the post held.

1. Ses also Notes i and 2 under paragraph 135.

Countersignature does not dispense
reference to rates and general conditio

should be checked only of the bills selected for the purpose

130, After the bills have been checked, and entered in the Audit Register
in the case of bills of gazetted Government servanis, they should be subuitted
with the Audit Register to the officer responsible for final acceptance.

APPROPRIATION AUDIT

131. The appropriation audit will be conducted either throogh the
Classified Abstract or the Appropriaton Audit Register, Form 1. Where
the appropriation audif is conducted through the Classified Abstract the
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Superintendent should satisfy himself that the check has been properly exercised
before he passes the Clasified Abstract every month. In either case prompt
notice should be taken of any espenditure which may lead to the authorised,
allotment being exceded at the end of the year and actual excesses should
be placed under objection.
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Chsp. 7] CONTINGENT AUDIT

CHAPTER 7—CONTINGENT (INCLUDING GRANTS-IN-AID) AUDIT

Application of the Instructionsin the .. 132 Audit of Fully-vouched con- 140
tingencies.

Chapter.
Audit of contract contingencies o 133 Charges for supplies made by 142
other department.

Audit of Scale-regulated Contingencies .. 134 .
o pr Sl . - Charges for Ways of codies 143
Audir ci ontingencies = 13
9 il R Grants-in-aid e L. 148
Audit of Countersigned Contingencies .. . o \
Appropriation Audit 148
Bills countersigned after payment 136
139

Bills countersigned before payment
APPLICATION OF INSTRUCTIONS IN THE CHAPTER

132, The instructions contained in this Chapter govern the audit not oniy
of coningent charges proper, but also of other expenditure, which according
to the rules of financial procedure made by Government is to be treated in the
same way as contigencies. The term confingent Charges or contingencies is used
in this Chapter to cover all such charges. Certain other audit processes rela-
ting to expenditure which is sometimes treated as Contingent Expenditure are
described in Chapter 14, These processes when applicable, are to be considered
as supplementary to those noted below.

AUDIT OF CONTRACT CONTINGENCIES

i133. The rules governing contingencies differ in the different sphere of
Governments, the principal variations being in the classes of expenditure brought
under the contract system and in the departments to which the system has been
extended. In some cases the contract grants are placed at the disposal of
controlling officers, who distribute them annually among their subordinates,
reserving a small portion for subsequent allotments in case of need. NoO
detalis of the expenditure, beyound such totals of the various contract items as
may be required for purposes of classification, need be furnished in the bills;
and disbursing officers are held personally responsible for any expenditure in
excess of the contract grant until the excess is sanctionegd by compe'ent

authority.
AUDIT OF SCALE-REGULATED CONTINGENCIES

134. Contingencies regulated by scale will include such charges as cost of
f wild animals, batta to witness and the like. The

liveries, rewards for destruction o
will lay down the conditions precedent to its

authorily prescribing the scale

application in each case, making it clear whether special sanction of superior
authority is necessary, whether bills must be countersigned before or after
payment, and what certificates should support the bills. accordance with the
conditions so laid down, charges regulated by scale may become special, contract
Countersigned or Fully-vouched Contingencies, and should be audited under
the rules applicable to the particular class within which they fall. In addition,
the Accountant General should satisfy himself that the charges incurred are in

accordance with the scale which governs them.
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AUDIT OF SPECIAL CONTINGENCIES

135. (a) In respect of Special Contingencies, the principal duty of the
Accountant General is to watch the expenditure against the necessary sanction
of superior authority. For this purpose a Register should e opened in Form 33
in which every order sanctioning special expenditure, including sanctions covered
by the method permitted by the Note under paragraph 8(h), should be entered
as soon as it is received and as each charge comes up for audit, a note of
the bill in which it is included, and of the fact that it has been audifed, should
be made in the final columns. Where expenditure against a lump sum sanction is
incurred in instalments, the progressive outlay must be watched against the
sanctioned total. -

To facilitate the watch of expenditure and- liabilities against allotmen's,
where such check is necessary, a note of the special charges should be made
also in the relevant Contingent Audit Register (if any). When an order of
sanction contains no indication of the amount or limit of expenditure sanctioned,
inauiry should be made from the authority which issued it, and charges should

not be passed in audit until complete sanction is received.

(b) In preparing the Register of Special Charges the following instructions

should be followed:
(1) Separate pages should be set apart for different classes expenditure
and, if the entries are likely to be numerous, for different officers

incurring expenditure,

(2) Separate pages should be set apart for the record of payments
authorised by other Audit Officers. The numbers and dates of the
letters authorising such payments and of the corresponding authorities
issued to Treasury Officer/D.A.O. should be entered in the opening
columns and when the charges appear in the treasury/D.A.O. accounts
they should be noted against the original entries in the Register
before being passed on through the Exchange Accounts or the outward

Setilement Account.

(3) When opening a new Register, orders which are still in force should
be carried forward in‘o it from the old Register.

135—136] [Chap. 7

Vote | ~The sanctions entered in the Register of Special charges will not be confined to
sanctions of contingent charges proder. Special sanctions of refunds, advances,
travelling allowancas and the like also will be recordad in this Register and the

charge audited according to the method prescribed in this paragraph.

Note 2—The entries of payments made inthe Register of Special Charges in respect of the
vouchers reviewed by a member ofthe Superintending Staff should be attested by him.

AUDIT OF COUNTERSIGNED CONTINGENCIES
BILL. COUNTERSIGNED AFTER PAYMENT

_ 136. In the case of bills countersigned after payment, the money is actually
drawn on an abstract bill, and the approval of the superior authority as indicated
by its countersipnature, is subsequently reccived by Audit on the monthly

countersigned bill. Both the abstract bill and the detailed monthly bill

require scrutiny in audit.
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137. (a) On receipt of the abstract bill, scrutiny should be Timited to seeing
that it is signed by an officer authorised to sign such bills, that the summations
are correct and that there is nothin% extraordinary or unusual in it. t,
the usual audit enfacement should 5 the bill, and the amount paid
at the treasury/Distict Accounts Office or the Bank or passed for payment in

re-audit, should e entered, in a Contigent Audit Register. Except in the case
r will be in Form 34, and

gDVercd by clause (b) of this Paragraph, the Registe
a separate folio will be assigned to each disbursing officer or departmental officer
or department under the major head of account concerned, the folios bemlg
arranged in the serial order of major and minor heads. The total amount pa
or passed for payment on each abstract bill should alone be taken into the
Register, the object of which is to provide, a record of the payment of each bill
1d be initialled and dated by the auditor, Details, if required

and each entry shou ]
will be available from the Compilation Sheets. After entry of each bill in the
Audit Register, the items_ subjected to objection on their ~merits, should be

entered in the Objection Book, see paragraph 574.

(b) In the following cases, Form 34 should not be used—
(1) Bills for contingent charges which have to be audited against the unit of
ed not be entered in an Audit

appropriation for the whole country ne
Register. The expenditure as a whole will be watched against allot-
ment through the Consolidated Abstract, and the receipt of each

detailed bill and payees’ receipts through the Objection Book or a
separate subsidiary register, as the case may be. See Note under item

1 “General™, paragraph 521,
(2) Bills of the Forest Department should not be entered in an audit
register; but if they contain any special contingencies, the latter should

be treated as prescribed in paragraph 135 above.

Note ] -The maintenance of the Audit Register in Form 3-4 is left to the discretion of each
Accountant General who will be guided by local requirements.

in a previous month of the current year is refunfed in

red ink as a m nus entry in the Audit Register. and

thz prozrssive total for the month shoald te adjusted accordingly. Repavments

in cash or by shost drawal in hills of amo.nts drawn ina_ previous ear should
not be taksn in rediction of expenditure of the carrent year, but should be brought

to accoomt as prescriped in Article 22 ot the account Code. Vol.1V.

(a) It is most undesirable to allow indefinite delay in the audit of
contingent charges, and the Accountant General should therefore waich very
carefully the submission of monthly detailed bills and direct the attention of
countersigning officers to cases of undue delay.

of the monthly detailed bill, it should be carefully checked

(b) On receint
on the principles laid down in Article 199 of the Audit Code. In addition, the

auditor should satisfy himself:—

(1) that the bill is duly countersigned:

(2) that the charges included in it cover the afmounts drawn from the
treasury/D.A.O. and are classified as in the abstract bills: differences
or disallowances should be noted for recovery, and adjustments should
be made, if necessary, on account of misclassification; and

Chap. 7]

Note 2—When an amount drawn
cash, it should be shown in

138.
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(3) that details of charges are given where necessary. He should further
apply the special procedure prescribed clsewhere in this Chapter, to
any Special or scale—regulated Contingencies and any periodical
charges which may be included in the bill.

(c) Except on points covered by clause (b) of this paragraph, the Accountant
Generaf sh‘;fll:i mtpdoisaﬂnw any itt;yms included in a countersigned bill which are
within the powers of sanction of the countersigning officer. He should, however,
draw thse atttation of the latter to any expenditure which seems questonable or,
in comparison with like charges elsewhere, excessive in respect of rate, price or
amount and may. if he deems it advisable. specially address the Government on

the subject,

(d) When the auditor has comipleted his audit, and has ticked off each item
supported by a voucher in token of his having seen and passed the voucher he
should record his audit enfacement, passing the bill or objecting to it, upon the
bill itself. He should then make the corresponding or partial adjustment both
in the Audit Register and the Objection Book, unless some item in the detailed

bill itself is objectionable.
BILLS COUNTERSIGNED BEFORE PAYMENT

139. Where countersignature i required before payment, there will be no
abstract bill, but payment will be made on a detailed bill. In that case, the first
entry sheold be made in the Contingent Audit Register when the detailed bill is
received.  The audit should then be conducted and the entries in the register
completesd, as preseribed in paragraphs 137 and 138, The auditor will, of
course, rr:ake no entry in tiie Objection Book unless some item in the detailed

bill itself is objectionable.
AUDIT OF FULLY-VOUCHED CONTINGENCIES

140. Payment of fully-vouched contingencies will be made on detailed bills,
No audit registers neea be maintained for the record of these bills except in
cases where the Accountant General is requested by the Government to audit the
charges of individual disbursing officers against a lump sum appropriation placed
for the purpose at the disposal of a sinels higher authority. The actual audit
should b= conducted &s in the case of bills countersigned before payment.

It is the Accountant General's duty to challenge extravagant rates, prices or
amounts in charges not otherwise objectionable in character and to refer for
orders arv item of expenditure which is positively objectionable or even of
doubtful propriety. A charge should not, however, be held to require tthe special
sanction of Government merely because it is unuspal in the sense that it does not
occur at frequent infervals, A clock in a Commissioner’s office may be a neces-
sary article of furniture, though the need of replacing it may not arise for
years. When the need does arise, the expenditure may be readily Passed on
the Commisssioner’s signature if the price be, on the face of it, reasonable.

141. Sanctions to recurring contingent charges are noted in the Register of
Periodical Charges in Form 35, each payment as it is audited being posted with
the necessary references in appropriate monthly columns. Ordinarily the
Register should be used only in cases in which sanctions other than those of

the disbursing or countersigning authorities are involved.
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tments for such charges, they should be posted
(if any) also. The audit to be applied
contingent bill in whch

Uinless there arc separate allo

in the contingent audit register (i

will e that prescribed for the particular class of

the charges appear.

Vote I—When the pay of inferior servants is treated as contingent expenditure, it need no
be entered in the Register of Periodical Charges.

\ore » —Periodical Charges such s water rates, conservancy taxes, etc., do not require the
sanction of a migher autiority when they are assessed by competent authority and
the assessment is certified by a Public Works Divisional Officer or the Departmental

the buildings are or are not borneon the books of the

Officer concerned according as |
Public Works Departmeit. Such charges should not, therefore, be entered in the

Register.

CHARGES FOR SUPPLIES MADE BY OTHER DEPARTMENTS

de by one department to another has to be
the accounts of the latter, it will be shown
end of contingent bill

142. If the cost of supples ma
adjusted by accounts adjustment in
by the officer supplied in the statement of account at the 1
in which the charge is adjusted. It should then be entered separately in red
ink in the Contingent Audit Register, where such registers are mantained, and
particulars of the duplicate invoice, which will be attached to the bill, should
be entered in the coumn for number of voucher. The progressive total in
the Audit Register, if any, and in the Consolidated Abstract should included
the cost of supplies. The adjustments for such supplies shou!d be made in the
Classified Abstract by the method prescribed in Article 13 of the Account Code,

Vol. IV, cither on ine receipt of statements from supplying officers under its

own audit or on the appearance of debits in Exchange Account or inward

Settlement Account. In either case, the fact and the month of adjustment
should be noted in the audit Register, if any, against the entry of supply if the
latter has already been posted from the contingent bill of the officer supplied. If
it has not been so posted, a fresh entry shouid be made in the Register in the
column for the current month, and the officer supplied should be asked to
include the charge in the Statement of account of his next contingent bill.

CHARGES FOR WAGES OF COOLIES

143. 1In the casc of offices the accounts of which are not audited locally,
contingent charges oa account of wages of coolies engaged on manual labour
and paid at daily or monthly rates should be passed in audit on the authority
of a certificate signed by the disbursing officer to the effect that coolies were

actually entertained and paid.

A call should be made for some of the paid muster rolls in each quarter and
they should be checked for verification that they were properly maintained. The
Accountant General should lay down in his local manual how the selection

should be made.
144. Deleted.
Note-~Deleted.
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GRANTS-IN-AID
145. An audit register of grants-in—aid in Form 41 should be maintained
t of each department, Immediately on receipt of a sanction to a grant,
3 of Section IV of the Audit Code.

in respec
it should be audited as laid down in Chapter
the relevant portion of the Audit
f the Superintending staff. An

145—148)

If admitted in audit, it should be entered in
Register and the entry attested by a member 0
should then be issued in Form 42 and its num-

order of payment, if necessary,

ber and date noted in the appropriate column of the Register.

Note I—A new Register should ordinarily be opened every year, into which should be trough
forward all entries in the old Register relating to recurring grants which are still in
force. These entries should be attested in the new Register by a member of the
Superintending staff.

Note 2—For any department in which the number of grants-in-aid is small, the same Register
may continue in use for a number of years, separate sets of pages being allotted for
the transactions of each year. In this ease also, entries relating to recurring grants
should be brought forward at the beginning of each year to the new set of pages and
attested has provided in Note 1.

Note 3—When local scrutiny of certain cl
of the sanctions relating to those ¢
Inspecting staff.

Note 4—For the record of the audit of periodical payments of grants-in-aid the procedure
prescribed in paragraph 141 should be followed; but the Register should be kept

in Form 41.
Note 5—In cases where it is found difficult to summadies t )
egister of Grants-i

the limits of the column 10 of the R n-aid, as a matter of detailed
procedure, the conditions and limitations may be noted separately and reference

made in column 10 of the form to such separate record.
146. When a voucher comes up for aulit, it should be audited against the
and a note of payment

relevant sanction, as recorded in the Audit Register,
made in tthe Register, but see item (16) under paragraph 13. The audited bill
ed for review with the Register to the Officer responsible

should then be submitt

for final acceptance.

147. 1f conditions are attached to a grant, a reference to any documents
furnishing information as to their fulfilment should be recorded in the
appropriate column of the Register and attested by the dated initials of the

auditor,
.~ APPROPRIATION AUDIT

148, Contingent charges should be audited against allotment as prescribed
in Chapter 1 of Section IV of the Audit Code. The Superintendent should
ounts expended with the allotment

review the charges, comparing the am
the Consolidated Abstract or the Appro-

shrough the Contingent Audit Register or
i in Form 1, as the case may be. He should bring to

prision Audit Register

notice any case in which the expenditure appears likely to exceed the provision

and should place excess expenditure, if any, under objection.

Noge—The Government have directed that, when a countersigning officer passes a monthly

#ill in which the monthly proportion of the afloiment is exceeded he should report l:g
necessary

the Accountant General that heis i that the excess is
special circumstances.

asses of grants-in-aid is conducted, a separate nots
lasses should be kept for the information of the

he conditions and limitations within
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CHAPTER 8.—PENSION AUDIT

Verification of Services— Pension paid by pre-audit Pay 163
Department, -

Chap. 8] [149—150

Erstwhile Civil Service of Pakistan 149 Gratuities
Other Services .. .. 150 Anticipatory Pension o 165
Pension Reports i SUCR - | Commutation Reports .. 166
Preparation of Pension Payment Orders .. 154 Political Pension .. 167
Registers of Pension Payment Orders 136 Special Annual Enguiries 171
Register of Special Pensions 157 Auditors Duties 172
Audit Register— Miscellangous—
Form of Register 138 ~ Report of Death - .o 173
Entry of Remarks 139
Audit Procedurs 1)
VERIFICATION OF SERVICES
Erstwhile Civil Services of Pakistan
rvice and active service claimed

149. lhe necessary repori upon the se
by a retiring member of the trsowaile civil service of Pakistan in his applica-
tion for permission to resign and for an annuity or grawity will be made by the
Accountant General (Civil). If ibe Govermnment servaat is, when the applica-
tion is made, under the audic of another Accountant General, the information

necessary for the report will be obtained from that Accountant General.

OTHER SERVICES

150. (a) On recceipt of penmsion papels, the portion therein relating to
the calculation of qualifying service should be checked with the entries in the
service book. It is not necessary 10 refer to Audit Registers or vouchers in
order to verify dates of alternation of pay or of appointmenis or dates of leave
or of suspension. The dates stated for these in the service statements may be
assumed to be correct if they agree with the entries in service books. The date
of birth should also be checked with the service books when the service book
is not forthcoming, it should be seen that the particulars given in the

ino service” have been colleected in the manner laid

“calculation of qualifying
down in Art 915 of the Civil Service Regulations.

PENSION AUDIT
(>) The statement should show all periods of leave taken except casual leave,
or a certificate should be given to the effect that no leave (other than casual)
was ever taken. If, however, any period of leave is inadvertently omitted

8
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from the statement, the omission should be supplied by the Audit office by
referring to the Service Book of applicant for pension.

(¢) It is not intended that at time of pension verification a reaudit should
be undertaken by he Audit office of the lecave salary drawn by a retiring
Government servant during his service or, that a check should be exercised as

to the correctness of the leave granted to him.
I. In this conoection, see paragrap'h 672,

(d) Ihc ofiicer in charge should himself check the verification of one or two
entrics in cach case, and the verifying clerk will note the fact of verification

(with date) in tthe establishmen: books.

(e) For veritying the services of gazetted Government servants, the printed
History of Services should be used. If part the service be non-gazetted, such
part should be werified from the Establishment Returns service book.

(if in cxistence} should be examined and it should be seen whether contribution
the period of service claimed for such emtplovment should be verified from the
record of pension contributions received and the broadsheet of pension continuous
(if in existence) should be examined and it should be seen whether contribution
for that pericd has been ragovered.
PENSION REPORTS

i51. Accountants General should arrange for the speedy disposal of
verifications and reporis required in connection with applications for pension
and for gratuities, which are invariably to be treated as urgent.

A register of applications for pension should be kept in each Audit office

showing date of receipt and of final disposal of each.
ibility of double claims, 2 note shouid be made in the

Difice 0 the offect that 2 neosion of a cerfain amount was

Note—In order t> or
Service Book
admitted on 3 corta

152. Deleted,
153. Except under orders frem Government the Accountant General should
as a rule, decline to advise upon anv questions connected with the claim of a
Government servant to pension until he retires or is about to retire.
PREPARATION OF PENSION PAYMENT ORDERS

154. Except in case for which other special arrangements may be
sanctioned, pericdical personal payments which do not come under the category
of Pay and Allowances should be made only upon pension Payment Orders
issued from the Audit office in Forms 43 and 43-A or Forms 44 and 44-A

or in the case of payments made by thé Pre-andit Pay Department in Form

45 or 46.

155. An order granting a pension should, on receipt, be checked with
the final report submitted by the Audit office, and posted in the proper register,
which with the final report should be laid before 2 Branchk Officer, together
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156—157]

with the Government order and the pension Payment Order, for his signature.
He should certify the issue of the latter, and the correctness of the entry, but
putting his initial in the column of date. See also Articles 205 and 206 of the

Audit Code

| The last pay certificate received with the application for pension should be filed with
payment order should be issueitd

the office copy of the report to Government. No pension
an:il a last piy certifizate is prodiced to the . Accountzat - General. Where the person
raricing from the service has been paving premia or subscriptions to the Post2l Insurance
Fund by deduction from his pay bill, the amount of deduction to be made monthly
should be noted in the pension payment order.

3. Oa reczipt of thz order sinctianing a pension the Accountant-General should issue
the pension piymsnt order fortawith but not more than a fortnight in advancs of the date
on which thz offizer is due to retire. He should also watch the receipt of the report from
the Hzid of the offize or Departmeat [see article 92(2) of the Ci vil Service Regulations of
the erstwhile Central Government] about any event occurring prior to officers actual retire-
mant wiitch miy nasessiite tae re-cilculation of the amount of pension involving the issue
of a revised Pension Payment Order, if necessary.

3. Deleted.

REGISTERS OF PENSIONS PAYMENT ORDERS

156. (a) The pension payment orders issued to pensioners shculd be
recorded in the Register in Form 47. Separate registers should be kept, where
necessary, for “special pensions” (vide paragraph 157), for “Assignments and
Compensations” for “Charitable Allowances”.

(b) Save as provided in cule 2 beiow when a pension is transferred to another
treasury/D.A.O., it should be brought a new on the Register of pension payment
orders, and a fresh number assigned to the payment order. When i»oth parts of
an order are returned for cancellation, the fact and the cause must be recorded
in the Register, with the date cf deah or transfer.  Old cancelled orcers may be
destroyed after issus of the new on2s 0 also may ‘hose of deceased pensioners

after the hcirs have been paid.

1. In thes ciss of peasion Lansieirsd from on Lredsury o andtier it wio be well, in
cases of re-eatry oa tramsfer, to make 12 entry in the red ink and omit 3l the parti-
culars in all the columas but those of No. and date of pemsion pavment orler, name of
pensioner, maathly amouat, and olasz of niyment, moting 20TCsS m= blank sra.2s ‘‘see No.

amm9l

2. When sufficient spave is leii oa i [eveiss 5 the pension payment ordsr for note of
saymant .an:l the payment order is in z>3d condition and the transgfer is made within the
caantry, it should be eaficed, rather than remewsd, fhe estry in the in Regiszer of Penson
pl%ymut(}rdets being correctad accordingiv. The rmber of pension payment crdered not be
altered.

REGISTER OF SPECIAL PENSIONS

157. (a) Pension which are not granted for life, but are subject to some
special condition (e-g-, that are to cecase on marriage, or at a given age, or under
ister with other

any given circumstances) are 1ot to be entered in the same register
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but should be recorded and audited in special registers of their mv'p;'
bear the letter’s in

pensions, :
and all pensions payment orders of such pensions will
addition to the number.

() In the Register of Special Pension Payment Orders, and also in the Audit
Register of Special pensions, an additional column should show “Limitation of

pension”, which must be stated as precisely as possible for instance, such entries
as “to determine is twenty years.” or “to last till twenty-one years of age”, must
not be allowed, as in such cases the precise date of termination can be ascertained

and should be entered.

(c) In all cases where the determination of the pension cannot be fixed for a
precise date, the payment can be admitted only upon a certificate in each case
that the event (whatever it is) which terminates the pension has not happened.

AUDPIT REGISTER
Form of Register

158. The Audit Register for pensions payable in the interior will be in
Form 48. The Register will be bound in volumes of convenient size, embracing
one or more districts. and paged continuously. A sufficient number of blank
spaces should be left under each district to accommodate the additional entries,
which erant of new persions, or transfer of old ones from other districts, will make
necessary during the six vears currency of a Register; and each new name should
be brought on the district Register on the first vacant ling at the time the pension
Payvment Order is issued, The number entered against each pensioner will be
that of his Pension Pavmant Order, and every entry of a pensioner must be
initialled by a Branch Officer, after comparison with Pension Payment Order
Register. When entries are transcribed from an old Audit Register to a new
one, the entries so fransferred to the new Register should be similarly attested by

a Branch Officer.

When a pension ceases to be payable, or is transferred to another treasury, the
unused cases for dates of monthly payments should Se cancelled and the cause
noted across them.

I. If any pensiyns have remained undrasn without any explanation being forthcoming
regarding them for thrae vears the entries may be omitted when opening new Pension
Audit Registers.

2. Deleteq.

3. Deleted.

ENTRY OF REMARKS

159. The register should be so printed as to allow ample space in the column
“Remarks” for all entries which can be necessary in the case of pensions paid at
a treasury/D.A.O. in the interior; these would be ordinarily only the fact of can-
cellation of the order with its cause, the date of death, the receipt of death-roll,
end the payment of any arrears to heirs. If a Government servant re-appointed
after obtaining compensation pension does not surrender his ion, note of
. the post to which he is appointed and' its monthly pay should be made in this

place; if the pay of the new post does not allow the pessioner to draw his whole

G

(+]
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pension, the full amount granted should be struck out in red ink and the reduced
amount entered; in opening a new Register, both amounts with note of the post

should be brought forward in the same way.

When there is sufficient blank space in the right hand page, the fact of
cancellation should be noted across it instead of the Remarks column, but if the
necessary note cannot be made on the right hand page for want of space, the
blank column should always be scored through in red ink.

AUDIT PROCEDURE

160. As permitted in paragraph 13 only a small percentage—approximately
16%  per cent. of the pavment vouchers relating to pensions (not gratuities
or anticipatory pensions) received from treasuries need be audited every month,
the selection for the check being made by a Gazetted Officer in such a way as to
ensure that zll the veuchers recieved from a treasury/D.A.O. during a month
shall be audited at the same time, and that the vouchers of each treasury/D.A.O.

shall be audited at least twice in each vear.

161. Vouchers in supports of payment of arrears of pension which the
Treasury Ofiicer/D.A.O. is not authorised to disburse without special sanction
should, when they are ‘o be audited be examined to see that such sanction is in

existence.

L. When dering wi puzations OF payment of arrears the Audit office should require
a certifsate from the Trelury oFie-'D.A.0. stating the date of the last payment and the
name of the month to wiich it rafated.

162. The process of audit will be simply to ascertain that the necessary
documents support and justifv the charge in the pension bill, and then to record
the date of pavment in the proper column of the Register. The bill or schedule
whether audi‘ed or not, should, however, show clearly, as in the case of other
vouchers, the detailed heads to which the charges are debitable. Unaudited
vouchers nezd not be mastad in the Andit Register.

PENSIONS PAID BY PRE-AUDIT PAY DEPARTMENT

163. For pensicns paid by the Pre-audit Pay Department the audit Register
will be kept in Form 49. All payments shall be pre-andited but it will not be
necessary to maintain 2 file of pession payment orders as in treasuries, the pur-
pose “eing served by the Audit Register, pavment entries where in will be
initialled by a Gazetted Officer. The signature of the pensioner should be

taken for comparison, in the column “Name of pensioner.”

Note—When a male paasioner is spesially exempted by Government from personal appearance
the fact should be noted in the Register, and in all cases of non-zppearance of a male
pensionsr a ndte should be made in the Register of the form in which proof was given,
within s1ch vear, of the pessioner’s continued existence:., eg, “Pensioner visited such and such
(oo boor s | R » and the initials of the officer verifying the fact should be put against

the note.
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164. Form 50 will serve at once for a Register of the grant of gratuites and
for their audit; on receipt of the order granting the gratuity and after check with
the report of the Audit office, the first six columns should be filled up immey-
diately and the order to pay it issued in Form 51. The voucher must be the
receipt of the person legally entilled to the gratuity, not that of the head of
the office or deprtment in which he formerly served. The amount of gratuity to
be refunded by a person re-employed should be no’ed in the Audit Register, and
the fact of re-payment of gratuity should be noted in Remarks column when
re-payment is completed.

1. Evary quactsr the Gratuity Register should be examined, and those gratuities whic
haive reminzd aaniid more thin three months nated, the District Oficers/D.A.O. concerne
being adlireised concerning them, and note of the reference made enterad in the last colum

of the Register.

[Chap. 8

ANTICIPATORY PENSIONS

165. (a) Special Audit Register should be opened in Form 49 in which
should be entered on the left side the orders for Anticipatory Pensions and
gratuities passe¢ under the relevant Service Rule (Columns 6 to 10
being left blank), and on the right side, month 5y month, the payments made
against them. The orders should be entered for the whole country in consecutive
order. and when final adjustment of the payment is made against the final order
‘granting the pension or gratuity, full note of it should be made in the Remarks

Colummn.
(b) This Audit Register must be reviewed by the Accountant General

personally every half-vear (beginning of July and beginning of January in order
that he may see that no undue delay has occurred in the final settlement of the

cases.
witld be dsalr with in the

1. When the final penmsion or gratuity is sanctioned, it st
Pensian of Gratuity Audit Register as convering the anticipatory order, and not as being
in continuation of it, and ti2 order issued for payment of anticipatory pemsion recalled.

2. Tt is adt neassssary t13t an Antisioitory Peasion Paymen: Order should be recalled
bafore the final nrder is issued. All final Pension PaymentOrders must, howsver, be farwar’ed

to the Treasury OFicers/D.A.0O. coacerned under cover of a special letter in Form 52. The subse-
of the Anticinityry Pension payment Order, as contemplated by that letter,

qaent rerurn _ J
shyuld b= carefully watched tirough the Spacial Audit Register of antizipatory pensions, in
the “Remarks” column of waich the date of issue of the final and fhe date of return of
the anticipatory orders shou!d 52 notsd over the initizls of the Branch Office- In Charge.

COMMUTATION REPORTS

166. The procedure for commutations of pensions and the responsibilities
of Accountants General in connection with reports on these are laid down. in
the relevant Regulafions issned by the Government. Modifications to suit
local circumstances are described in the relevant Manual of the Accountant
General concerned. ' '

.POLITICAL PENSIONS
= 167. A separate Register in Form 47 should be maintained for the record
ot-mmymt Orders issued in respect of political Pensions.

o
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C‘ISP. 3}

168. The Accountant Ge
Orders for political pensions, require
residence, date of birth, height and any person
of the pensioner, and should enter these particu

neral should, before he issues Pensions Payment
information regarding the parentage,
al marks facilitating identification
lars in the Pay Order.

f Deleted.

7 169. Deleted.
1. Deleted.
2. Deleted.

170. The procedure for the audit or other pensions as described in this
tar.tis to the audit of political pensions provided that

Chapter will apply mutars i
the audit registers for such pensions will be separate from those for other

pensions.

. If any Political pensiops aave remzined undrawn without any explanation teing
forthcoming rezarding them {or six rears, the entries m3¥ be omitted when opening n&w
paasion Audit Registers.

SPECIAL ANNUAL ENQUIRITS

171. All Accountants General are required by 15th November each year,
to make out lists of the pensionsrs, whether political or service, paid from each
treasury/D.A.O. whose age is shown in the Audit Register to be over seventy;
the Treasury Officer/D.A.O. concerned, with the request

and to send each list to
that the continued existence of the pensioners may be rested bv special enquiries.

Q;ké) Py AUDITOR'S DUTILS
—
172. (The following are important points for the attention of auditors:

1. (a) See that the vouchers are ia proper form.

(b) Check the details and the incoms tax dsductions (sez Note under clause(k) of para-

graph 8),
(c) Sez that stamps are aixed whan necessary aad punched.
the case of pensions of persons who die before the issue of a

pension is paid for which a Pension Payment Order has not

—{d) See that, excent in
ally due has been paid; also that sanction has been

Pension Payment Order, 0o
been issued, and that only pension 23tu
obtained for payment of arrears.

_(e) See that the certificate that no pay was received from any Goverament office is
invariably signed in the case of Service Pensions.
' {f)Suﬁmt,whenspensionetdmsmtaﬁpwinpm,s life certificate is attached.
(2) See that certificates are furnithed in evidence of the continued ftitle to pension. In
the case of pensiops terminable on mArmNage—
(i) See that the prescribed certificate is submitted every half year;

(i) Conduct a full audit of the pessions paid in April and Cctober in Addition to fhe LLS((a

*
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. (ii) make a note of the receipt of the prescribed declaration in the Audit Register of
ial pensions; and

. (iv) see that the Treasury Oficer has furnished particulars and date of last payment in
the case of pensions for which declarations have not oeen furnished in the months

of April and October. ;
~. (h) Record the payments in the proper registers-Political, Superannuation, or
the case may be
(i) Enface the vouchers, showing clearly the detailed head or heads to which the pension

should be debited.
- (j) Stamp them with the “‘Admitted” or “objected to" stamp.
(k) S2ad them in their proper places in the Register to the Reviewing Officer.
« (1) In case of a pension payabie by the Presaudit Pay Department conpare the signature
wiph tiat given in Audit Register.
On the Jdeata of a pensionsr see tmat the pension pavmen! order is returned for

Special, "Ias

-

cancellation.
Yy
3, Note deaths and traasfers in the Audit Rezister and P.asion Payment Order Register;
and have tas n>tes attested by a Gazetted Oudicer. The eatries :a thess registers should be
scored through in red ink when a person is permanently removed.,

4. Note Anticipatory Pensions in a separate Register whica should be laid oefore the
Accountant General twice a vear (beginning of July and beginning of Januar_v.;)

3

173. Deleted.
174. Deleted.
175. Deleted.
176. Deleted.
177. Deleted.
178. Deleted.
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[179—180

INTEREST PAYMENT AUDIT

CHAPTER 9—INTEREST PAYMENT AUDIT.
for the Public Debt Office, 180.

Chap, 9]

Audit by Accountant General 179 Lists
AUDIT BY ACCOUNTANT GENERAL

st vouchers by the Audit Department under

179. The audit of the intere
Il be conducted in the following way. The

Article 210 of the Audit Code wi
auditor should see—

red in the voucher as amount of half-yearly

(1) that the amount ente g
half-year’s interest upon cach amount stated to

interest is really one
be the amount of cach Note:

half-years interest multiplied by the

(2) that the total amount due is the
‘n the column provided for the

number of half-years entered

purpose ;

(3) that the amount due as shown in the voucher is correctly totalled, and
d into the schedule of interest payments

the total correctly carrie
from the treasury/D.A.O. (From T.A, 35 of the Account Code,
received Volume II), and into the proper column of it ;

(4) that the receipt is properly signed. cither by the person named as the

holder or by his representative :

(5) That income-tax at the maximum rate is deducted from the amount of
interest due, unless the owner of the security has produced. with his
receipt for the interesi, a certificate signed by the Income-tax Officer

authorising exemption or levy of a lower rate.

Vouchets in which the -ignature of the dishursing ofticer or of the payes, or
the particulars of the loan, or the numbers. or the capital sum of the several
notes, or the number of half-years for which interest was paid, are wanting,

should be refurned for correction,

LISTS FOR THE PUBLIC DEBT OFFICE

180, After this has been done, for each of the two schedules of pavments,
the auditor should put aside the schedules and total all the vouchers by loans, and
number them consecutively for each foan. in blue pencil in the upper right
hand corner to each bundle should be added a covering list, in Form 56, of
which the totals must be checked so that it may be seen that thev agree with the
total debits in the month’s accounts against each loan. .

Vote.—Bearer bond_coupons and stock iaterest warrants should not be included in the
lists of wouchers for interest paymeats on promissory notes, but there should be separate
covering lists for ech class of vouchers, viz., vouchers for interest paymeals on promissory
notes, stock interest warrants, and bearer bond coupors. .

-9
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181. The vouchers, together with the covering slips, should then be sent for
further audit to the Public Debt Office of the Bangladesh Bank within the

jurisdiction of which the treasury/D.A.O. is located.
(i) Deleted.
(ii) Deleted.
(iii) Deleted.
(iv) Deleted.
Note.—Deleted.

182. These lists should not, however, be sent one by one, but should go
together. as soon as completed, with a covering statement in Form 57 (i) or/57
(ii) as thg case may be, which is due for transmission on the last day of the

following nionth.

A

PR e
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Chap. 10] AUDIT OF SERVICE, PROVIDENT & OTHER FUNDS
CHAPTER 10—AUDIT OF SERVICE, PROVIDENT AND OTHER FUNDS

[183

PART I—SERVICE AND OTHER FUNDS

General .. = win 183 Postal Insurance and Life Annuity 200

Erstwhile civil service of Pakistan Military and Medical Fund i 201
family pension fund and superior

service (Bangladesh) family pension

fund 186

PART II—PROVIDENT FUNDS

Intraductory - B 205 Quarterly verification .. .. 233
Admission .. - = 206 Annual closing . . 233
Nominations = = 209 Compilation of Provident Fund
Accounts by the hand method—
Subscriptions = 212
Ledgers .. . o 236
Temporary withdrawals = 213
Posting of Accounts and their Audit 238
Withdrawals for payment of premia
towards [nsurance palicy R 215 Verification e - 240
Miintenanze of Provident Fund Annual closing . ca 242
Accounts—
- Transfer Accounts - . 243
Genperal .. = i 24
Special procedure for Contributory
Compilation of Provident Fund Provident Fund .. )
Accounts by the Machine Me-
thod—
Annual Account statements  to
Ledger Cards i ol 221 subscribers . e 252
224 Periodical Review ;- i 253

Posting of Accounts .. =

Audit of Ledger Cards - 231

PART I—SERVICE AND OTHER FUNDS
General.

183. Transactions pertaining to the following funds are adjusted under the
appropriate head of account in the books of the Account Officer mentioned
against each. Transactions arising in other accounts circles are passed on the
Account Officer concerned, monthly through the Exchange Accounts under the
relevant rules in the Account Code Volume IV, except that, in the case of
Postal Insurance and Life Annuity Fund recoveries of premia from pay and
pension bills are credited to the Accountant General, Posts, Telegraphs and
Telephones with whom the Civil Account Officer exchanges accounts. The
Civil Account Officer, who is responsible for maintaining the accounts of the
Fund should audit the transactions pertaining to the fund in accordance with
the general principles enunciated in Article 103 of the Audit Code and the

detailed instructions laid down in this part.
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Account Officer in whosc Authorised to whont the
Name of Fund. books the transactions arc certified lists are
adjusted. sent.

(1) Estwhile C.S.P. Family Accountant General (Civil) Accountant General (Civil).
Pension Fund and Superior e
Services Family Pension
Fund.

(2) Bangladesh I.ALS. Family Controller of Military Aec- Controller of Military Ac-

Pension Fund. counts. counts. g

(3) Postal Life Insurzance and Accountant General, Posts, General ranges, Postal Life

Life Anauity Fund. Telegraphs and Telephones, Insurance.

Dacca.

Nowe—Deleted.
184. The certificates list should furnish the following particulars when
necessary, the remarks column of the list being utilised for the purpose :

(i) the reasons for recovery of subscriptions in amy particular case, or
for recoveries for broken periods;

(i) in the event of subscriber being transferred to another audit circle,
the designation of the Audit Officer to whose jurisdiction the subscriber
has been transferred and the date up to which recovery has been made
from bim prior to his transfer;

(iii) the period of leave granted to a Government servant and the date

up to which his subscription has been or will be recovered.

185, 'The credit, in an Exchange Account, of a fund subscription should
always quote the certificate list in which the subscription shown thus vide
certificate list of (Account Officer) for (month).

Erstwhile Civil Service of Pakistan.

Family Pension Fund and Superior Service.
ik . _ &
Family Pension Funds,
Superior Services (India) Family Pension Fund.
(o)

186. The Accountant General (Civil), should keep proper record of
recoveries on account of each subscriber and see that correct subscription are

realised. The subscription payable should be communicated by him fo the
Government servants concerned.

187. Deleted. :

188. Deleted.

189. Deleted.

190, Deleted. .~ . 2 i

191. Deleted. r - - Ca |
I
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192—205]
192. Deleted.
193. Deleted.
194, Deleted.
195. Deleted.
196. Deleted.
197. Deleted.
198. Deleted.
199. Deleted.

POSTAL LIFE INSURANCE FUND

200. Premia and subscriptions are paid either in cash or by deduction from
pay or pension bills, but all cash receipts take place at the Post Offices only,
and not at the treasuries Civil Audit Oflicers have accordingly only to deal with
the deductions from pay or pension bills. These deductions are to be credited
to the Exchange Account between Civil and Posts, Telegraphs and Telephones.

The certified lists should be prepared in Form 64.

MILITARY AND MEDICAL FUNDS

201 Any receipt on account of the (abolished) Military Orphan and
Medical Funds should adjusted in the central Section of the books of the
Civil Accounts Officer concerned under “XLIV—Receipts in aid of Superannua-
tion, etc”. Pensions and certain other miscellaneous charges payable out of
these funds should also be accounted for finally under “55—Superannuation
Allowances and Pensions” in the Central Section of the books of those officers,
care being taken to see that the vouchers have been audjted by the Defencs

Officer or to have them so audited.

202 Adjustments of any short or excess recovery should be made under
the instructions of the Defence Account Officer concerned, but it is not
necessary to number ‘C’ the accounts of Defence Services with any transactions
which do not originate-therein. Any amounts objected to by the Defence
Account Officer should be held under objection in the Civil Department until

the objection is satisfied.
203 Dcleted.
204 Deleted.

i~ PART.II-——PROVIDENT FUNDS
Introductory

205 The instructions in this part of the Chapter lay down the procedure
which the Accountant General should follow in conducting the sudit of
Provident Fund transactions prescribed in Article 103 of the Audit Code.
The Provident Funds to which this Part is applicable are Goverament Provident
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Chap. 10] AupiT OF SERVICE, PROVIDENT & OTHER FUNDs [206—208
Funds within the meaning of the Provident Funds Act, 1925 and detailed
below. The procedure prescribed in this part is applicable to these Provident
Funds so far as they are not inconsistent with the provisions of the Provident

Fund Rules themselves.

(i) General Provident Fund.
(ii) Erstwhile C.S.P. Provident Fund.

(iii) Deleted.

(iv) Contributory Provident Fund.
(v) Other Miscellaneous Provident Funds, vide Footnote 317 in the list
of Major and Minor Heads of account of Receipts and Disbursements.

Note—In so far as the General and Contributory Provident Funds are concermed the
Provident Fund Rules, mentioned above include aoy rules framed by the erstwhile Central
Government. Provincial Governments and Chief Commissioners in applicable to the subscribers
concerned.

The legal position in regard to the provisions in the Provident Fund Rules
has been dealt with in the “Memoraudum explanatory of Government Provident
Fund Rules vis-a-vis the law on the subject” which has been prepared by the
Governmert in consultation with their legal advisers. The memorandum, as
stated in the preface thereto, is not exhaustive and exceptional cases may arisc
which are not covered by the instructions in the Memorandum but it will be
found useful in dealing with the generality of cases arising under the = various

Provident Fund Rules.
ADMISSION

206 On receipt of an application in the prescribed form, the eligibility
of a new subscriber should be tested in the Fund Section (in consultation, if

necesary, with the Audit Section concerned) with reference to the relevant
rules. If he is found elibible, an Account Nnmber should be assigned to him

in the General Index Register (vide paragraph 208) and communicated to him
direct or through the head of his office according as he is a gazetted or a non-
gazetted Government servant.

207. As soon as it comes to the notice of an Accouny Officer, either through
the prescribed report from the executive authorities to the Audit Officer
concerned or otherwise, that a paricular Government servant belongs to the class
of compulsory subscribers to a Fund. he should see that subscriptions are
recovered from him as required by the rules of the Fund.

208. The General Index Register, Form 65, should be maintained
separately for each Department and each such register should have an
alphabetical index prefixed to it. There should be a separate series of numbers
for each department with distinctive letters prefixel to them, egp. for the
Police and AJ. for the Administration of Justice Department. When new
departmental numbers are assisned to old subscribers, the new departmental
aumber should be shown as numerator and the old number as denominator
in the Index Register so that their past records may be traced easily whenever

required. - -

L]
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AUDIT OF SERVICE, PROVIDENT & OTHER FUNDS  [209—213

NOMINATIONS

209. As soon as a Government servant starts subscribing to a Fund, the
Account Officer should endeavour to secure that the subscriber furnished a nomi-
nation as required by the rules of the Fund.

NOTE—DELETED.
210. The nomination should be kept under lock and key .in the personal

coustody of the Branch Officer in charge of the Fund Section and verified once
in three years under the supervision and directions of a Gazetted Officer.

Chap, 10]

211. When a revised nomination is received, the superseded one should be
cancelled and returned to the subscriber.

SUBSCRIPTIONS

212, When a sudscription is naid for the firsl time or a revised rate is
adopted, it should be seen that the amount of subscription is within the minimum
rates prescribed by the rules of the Fund. In the case of subscriptions paid
subsequently, it should be seen that the amount paid agrees with the rate adopted
in the first month of the vear except when a variation of rate is allowed during
the course of the year under the rules of the Fund. For all months of the year
it should also be seen that all compulsory subscriptions are paid except when an
exemption is allowed. ‘henever a subcription is discontinued by a subscriber,
it should be seen that the discontnuance is permissible.

Note—A1y overpiyments o7 siort pavment of sudscriptivn to the Fund is any one nionth

may bz adizsted by deduetion from, or addition to, the subscriptions in the subsequent months
where ever possible. There i however, no warrant for refusal of cash payvment or recoevery

if a subseriber so desires,

TEMPORARY WITHDRAWALS

3

'213‘ !rl'hc audit of temporary withdraw
poin's among others :-

als consists in seeing the following

(1} that the advance has been sanctioned by a competent authority.

(i1) that the amount sanctioned is covered by the balance at the credit of
the subscriber.

(iif) that the conditions under which the advances can be granted under
the rules of the fund are fulfilled; and

(iv) that recoveries on account of principal and interest are being made

regularly) E e = g Ltreta ™ L% yond
Vote—The reasons for drawal of an advance from General Provident Fund should - be
mentioned in the remarks column of the ledger card Form 69. : )
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114—216]
214. A regsiter in Form 66 should be maintained for the purpose of =
recording the sanctions to temporary withdrawals from the Fund and for seeing
that recoveres on account of principal and interest are being made regularly as
laid down in paragraph 213 (iv). As an alternative, Form 67 may be used for
the record of sanctions and the scrutiny of refunds of temporary withdrawals
In Account Offices where fund accounts are ¢

made from the ledger direct.
maintained by the machine method, the following procedare should be observed—

[Chap. 10

ed for a temporary withdrawal, the number

s to be made the amount of each
hould be entered in the

(i) When a sanction is recelV .
of instalments in which recovery 1
instalment and the month of last recovery s
“Remarks” column of the ledger card.

overy of the advances should be waiched in

(i) The regularity if the rec
audit of lTedger cards of live accounts (vide

the course of monthly
paragraph 231).

: cent of the cards in which advances are outstanding should be
r and 5 per cent. by the Superintendent. The
card should be sclected that the outstanding cases of all Government
servanis are brought under this review not less than once a year. The
Branch Officer in charge of the Fund Section should conduct a general

review every month.
(iv} A record of review should be maintained in the from below : —

(iri) 10 pe
examined by the audito

e

-

District or ~Number of July, 19....
Department active — = A -~ And so on
or offece. accounts,  Examiner or Auditor. Superintendent. for other
i.e. where months.
pastings are — e m— i : -
made. No. Initials. No. Initials.
. N S S 3 R,
Withdrawals for Payment of Premia towards Insuarance Policles o

215, DBefore the financing of a policy from 2 provident Fund is allowed
the Account Officer should see that it is acceptable under the rules of the Fund.

216. In the case of policies
Officer should satisfy himself by

the policy is delivered to him:
(i) that no prior assignment of the policy exists ; and

(ii) that the policy is not otherwise encumbered.
Such enquiries need not be made, however, in the case of @ policy which is
expressed on the face of it to be for the benefit of the wife of the subscriber or

of his wife and children or any of them.

financed from Provident Funds, the Account
a reference to the Company at the time
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No other special steps should be taken by him subsequently to ascertaln
whether these policies has lapsed or have become encumbered but when con-
crete evidence comes to notice of a policy having lapsed or having become
hould be made and the exact position ascertained; but

encumbered enquirics s ! :
if <uch a peliev is merely deposited with the Account Officer (and is not

assigned) he shou!d. as a matter of precaution, inform the Company that the
policy has been so deposited and ask that any dealings involving it shousd be
communitated to him (the Company may refuse to accept such a notice but this
action should alwavs be taken notwithstanding).

In the case of policies financed from the erstwhile C.S. P. Provident Fuad.
the check prescribed in the Rule 15(3) of the erstwhile I C. 8. Provident Fund
Rules should be continue to be applied by the Account Officer about once a
vear even after the premia are no longer financed from the Fund until it has
heen ascertained that a policy has matured or lapsed. This check will be

applied only arainst the lapsing of a policy.
8 should be mantained to keeo a record
the President or delivered to

Chap. 10}

217, A Stock Register in Form 6
of policies which have either been assigned to
the Aeount Officer. The policies should be verified annuallv and on a change
in the Branch Officer in charge, and the result of verification should be
recordsdt in the Register. 1f there has been a verification on the change of
the Branch Officer in charge. the next annual verifilation may be made one
vear after such verification.

218, All nremium receipts of the Company received by the Account Officer
for scrutinv should be endorsed in the following words. “No abatement of
Bangladesh income-tax is admissible.” with a view to safe-gnarding Government
from douhle examption from Tncome-fax.

VMANTENANCE OF PROVIDENT FUND ACCOUNTS

General

219, The Provident Fund Account of a Government servant should be
maintained by Account Officer of the department in which the Government
corvant has a permanent lien. If the Government cervant has only a nrovi-
sionallv permanent lien but no permanent lien. the Fund Account should be
maintained bv the Account Officer of the department concerned on whose
cadre he has the provisionally permanent lien. If he ha¢ no lien of either
kind the account should be maintained by the Account Officer of the depart-

ment in which he is borne at the time.

Note—All credits and debits in resmect of the fund tra
hrought to account in the books of the Government by the Accou
the subseribers account.

Note 3—Excant in cases otherwise decided by the Camntraller and Arnditnr General. for the
pirpase of this pameranh. the Account Officer. nurpse of this naragravh. the Accomnt Officer
will ordinarily be the Account Officer in Bangladesh who brings to account the pav of the
Governmert servant enncerned but in respect of 2 Government servant whose pay is not
accounted for in Bangladesh hooks, the Account Officer would be:— ’ )

(a) in the case nfa Government servant who proceeds on deprtation ont of Bangls-
desh. the officer who accounted for his pay immediately before he procceded on
deputation, and

(b) in the case of Government servanf wha fe transferred fo foreign service, the officer

the recovery of his foreign service confribution’ '

peactions of a snhbscriber shonld be
ot Officer who maintains

10
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220. Fund transactions arising in one account circle which are adjustable
in another account circle should be passed on to the Account Officer of the
latter circle, monthly through the Exchange or Settlement Account, as the case

may be.
COMPILATION OF PROVIDENT FUND ACCOUNTS BY THE
MACHINE METHOD

Ledger Cards

221. The accounts of subscribers should be maintained in loose ledger
When a

cards in Form No. 69, one card being opened for each subscriber.
Government servant is a compulsory subscriber, the word “Compulsory” should
account, and the entry attested by the

be noted prominently on his ledger
Superintendent. The fact of the receipt of declaration in favour of a nominee
should also be noted on the top of cach page and the entry attested by the
dated initials of the Branch Officer in charge. In the case of Cash payments
cither of subscription, refund of advance or on accounts of realisation of the
proceeds of a policy, the date of receipt should be noted invariably on the
account, In cases of withdrawals for Insurance payments and substitution of
premiums for subscription to the Fund, a reference to the item No. in the
Stock Register of Insurance policics and brief notes showing the amount of
subscription substituted shou!d be given prominently on the account and such
references or notes should be carried forward from vear to year. Stoppages
of subscription should also be recorded on the ledger accounts.

222. Ledger cards, being originally records, should be kept in locked
cadinet duplicte keys of which will remain in the possession of the Examiner
and the cerrespondence clerk concerncd or of the person nominated for the
The cards of one

purpose under the orders of the Branch Officer in charge.

department should be kept in a locked cabinet separate from those of another
numbers or by

department and arranged either in serial order of Account
The cards of subscribers

districts, as the Accountant General may decide.
who have discontinued their subscriptions should be kept separately from the

live cards arranced according to serial numbers. while the closed cards. ie.,
the cards of subscribers whose fund zccounts have been finally  closed and
payment made should be ‘kept separately “rom the cards of subscribers whe

have discontinved subscription.

A card should never be taken out from the cabinet for reference without a
proper mark (a thick paper slip with the No. and reasons for removal recorded
thcrepn) _being left in the place from which it is removed. A manuseript
transit register with the following columns should be maintained so_ that the
submission of a card to the Superintendent or Branch Officer and its return

may be watchad,
(1) Date of submission of cards.
(2) Name of District,
(3) Account Number.,

(4) Initials of the Superintendent.

e
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(5) Initial of the Branch Officer.

(6) Initial of the Auditor.
Note—This requiremeni may be rclaxed, at the discretion of the Head of the Account
rds are taken out of the cabinet for being submitted to the

Office in cases where Ledger Car
Superintendent for review of the refund of advances provided they are returned to the Cabinet

on the same day.

223. A record of the closed accounts should be maintained in a Register
of Closed Accounts Form 70.

POSTING OF ACCOUNTS

224, The following are the sources from which the fund accounts are
posted:—

(i) Covering Schedule (one for cach district) i the following from

supported by the corresponding fund schedules:

- - m——

Amount recovered.

= -

No. of voucher.

Total.

Total verificd with the Departmental Abstract and all fund schedules are
attached:

Auditor.
ADD tetal of cash

Recoveries. ..... R —

Grand total.........
Examiner, Fund Secfion.

Note—The amounts of cash recoveries are added by the Examiner, Fund Section after the
consolidated compilation mentioned in ‘pz_iragraph 225 has been made and before the covering
schedules are made over to the Machinist for posting.

(i) Schedules of cash recoveries by districts either supported by fund
schedules or themselves containing all the necessary information in
respect of the subscribers concerned. -

(iii) Schedules, supported by vouchers, of withdrawals received from

treasuries.
spect of credit and debit items in

(iv) Separate covering statements in re
Exchange or Settlement Accounts supported by fund Schedules and

vouchers of withdrawals, respectively.
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224—227]

(v) Statement similar o those in ilem (iv) in respect of fund transactions
appearing in the Transier Ledger Abstracts maintained by auditors

other than the departmental auditors.

The documents mentioned at item (i) should be passed on by the depart-
ment auditors to the Fund Section after the cntries in the Fund Schedules have
peen compared with the deductions made from the pay bills and the certificate
of agrecmient has been recorded on cach schedule. An additional certificate
“Pay for 30th June also checked with the bills,” should be rccorded on the
schedules attacned to pay bills for June and attested by the Superintendent.
The documents mentioned at items (ii) to (v) should be passed on by the
auditors concerned to that section with a Similar certificate of agreement with
the Cash Accounts, List of payments, eic., as the case may be. The fund
section should see that all the necessary information required for audit purposes
is furnished in the fund schedules.

225. Cn receipt of the documents mentioned in paragraph 224, a
consolidated compilation of credits should be prepared by districts and by
departments in the Fund Section. The total amount of recoveries both in
cash and by deduction from bills should be shown in lump against each district
and under the department concerned. Similarly all items of receipts appearing
through Exchange or Settlement Accounts or Transfer Ledger Abstract should

also be consolidated this compilation.

A simifar compilation of debit sshould also be prepared in the Fund Section.
This Compliation should be completed on or before the date on which fund
schedules are received from the departmental sections, so that work relating
to posting of ledger cards is mot retarded.

226. When all the covering schedules (supported by the fund schedules)
relating to a department have been received in the Fund Section, they should
be arranged in the alphabetical order of the districts in the Country or in the
order in which these appear in the Departmental Classifies Abstracts. The
Record Keeper should then eclicct together from the cabimet all the relevant
ledger cards inciuding those in respect of which recoveries have been made in
cash and arrange them in the order of subscribers in the fund schedules and
pin together the vouchers of withdrawals 1o the ledger cards concerned. If
he comes zcross a case where the ledger card of a subscriber exists in the
bundle of znother department, he should simply encircle the entry in the
Fund schedule concerned. If the Reocrd Keeper should have omitted to  do
so and the card is found to be wanting bv the Machinist in the course of
posting the ledger cards. vide paragraph 228, he should encircle the amount
in the schedule and write against it “Unposted”.

227. Two Registers (Outward and Inward) in respect of cach department
should be maintained for record of full particulars of subscriptions recovered
from Government servants transferred from one department to another. The
ltems encircled in the fund schedule (vide paragraph 226) should be posted
by the Machinist in the Outward Register of the department. He should also
transcribe the entries therefrom into the Inward Registers of other departments
concerned 2nd intoken of his having done so, he should record a monthly
certificate in his Outward Register to the effect that all the items containec

©

(o
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Chap. 10]
therein have been properly entered in the Inward Registers cqnccmed_ The
Superintendent should trace 10 per cent. of the entries appearing in the Outward
Register of other departments concerned.

The fund schedule sand the ledger cafds duly arranged in the manner
© indicated in paragraph 226 should then be taken up by ihc Machinist for
posting. He should make entries with regard to withdrawals in the fund
schedules concerned from the vouchers of withdrawals which should have been
pinned to the ledger cards concerned by the Record Keeper, arrange his
°t0talisers as belew and proceed to operate with reference to the entries in the

fund schedules.

228.

PR et ot e e

Opening Subscription Refunds of Withdrawals Closing Cross
Balance live, withdrawals live. Balemce live,
Dummy live. Dummy.

Before inserting the card in the machine he showdd compare the number
and the name with the entry in the schedule and iake action, with reference
to any card found wanting as indicated in paragraph 226 supra. The current year's
balance alone should be shown in the closing balance column of the ledger
cards, i.c., the current years balance should be kept quite distinct from the
last year’s balance which, after the annual accounts bave been completely
proved, should be posted against the entry “Balance on 30th June” in the
remraks column of the ledger card form. Under this procedure, the i
and closing balances in the ledger card will, where the amount of withdrawal
taken by a subscriber is in excess of his current years balance, become minus
balances. In the case of final payments, the Machinist should, however, type
in the opening balance column the balance of previous month as also the

closing balances of last vear,

229. If the posting is done correctly, the “cross” totaliser will be cleared
when the closing balance has been posted and the Machinist should see that
this is invariably the case. Any mistake in posting should be settled by him
before he proceeds to the next card. When the schedules of a district
includng those relating to cash recoveries have been posied, he should, after
taking into account any unposted items, compare the total on his totalisers
with the consolidated figures on the district covering schedule (vide paragraph

o 224 (i) in respect of subscriptions and refunds of withdrawals and with the
figures in the consolidated compilation of debits (vide paragraph 225) in
respect of withdrawals, After this agreement has been effected, the figures

on the totalisers should be cleared by the Machinist by carrying them on to
a Master Card, Form 71, one for each department. In this way the entries

relating to the schedules of all the districts (including those relating to the
Exchange and Settlement Accounts and Transfer Ledger Abstracts which for
this purpose should be treated as transactions of separate districts) should be
posted, proved and brought on the Master Card which will thus collect the
figures, for the country and these in their turn should be agreed with the
Book Department figure. In case where the number of subscribers in a
department is so large that it cannot be dealt with by one Machinist, each
Machinist should use a separate Master Card and the wtals of One Master -
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230—231]

Card should for purposes of proving the accounts be transcribed to the other
Master Card. In this way figures relating to a department wili be collected
in-one Master Card. :
_230. The posting in the ledger cards of items appcaring in the departmental
inward register should be made in the ordinary way without their being brought
on to the Master Card as such figures arc not mecessary for purposes of
agreement with the Detail Book figures of the departments concerned.  The
Exarqmcr or the auditors, as the Accountant General may decide, should
examine that all the items have been posted, so that mo difficulty is experienced
in (he'quartcriy agreemeni of balances (vide paragraph 232).

AUDIT OF LEDGER CARDS.

231, (i) At the tme of posting accounts, the Machinist should keep
{ list in the following form :—

before him a typed or printed
e L ek SR Y S e —— e R P
4 o Irregular _ Non-recovery or Reasons
District. subcription or irregular receivery of Remraks.
refunds. of advances. non-credits.
- = = sl -

In the course of posting. as he comes across an irem open to objection for
one reason or another, he should simply got down in the list the number of
the ledger card concerned under the particular column affected. These lists
should be by groups of districts accerding to the grouping made for purpose

of distribution of work amongst auditors.

sting work is completed, all fund schedules and the
to the auditors for audit and

d shou!d be made over
with the lists mentioned in clause (i) above.

eceipt of these documents, the auditor should first
{ ledger cards noted by the Machinist in the list
and write down the mecessary objections for
cers concerned or in cases Of discontinuance
e ledger card concerned. It should
balance of the current month with
in each ledger forms part of audit.
has correctly posted the opening

(i) When the po
ledger cards concerne
check of postings together

(iii) Immediately on ¢
proceed with the audit ©
mentioned in clause (i) above
communication to the drawing offi
of subscriptions record the reason on th

be noted that the agreement of opening
the closing balance of the previous month
Itisesscnﬁaltosccthaxthe]\dachmmst

0.
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balances as there is no device in the machine which will throw up 2 mistake
if any is made, of this nature. This check will facillitate the quarterly and
annual verification of balances.

Chap. 10]

= compdulsorv GPF scheme 2 subscriber can discontinue his subscription

The reason for the discontinuance of subscriptions, recorded on the

Nz —Unler 17
hefore the close of the monthly account.

only during lexve. 10¢ 1
ledger card or the missing credit troced and posted

of the postings in the ledger cards which should be
t the Branch Officer in charge should be checked by
o the entires in the fund schedules and while he
the audit checks including check of opening
balances in respect of these postings and issue the necessary cbjections to the
disbursing officers, It the Machinist has carefully prepared the list mentioned
in item (i) above there <hould be no defects Jeft to detect cxcept those
relatine to mistakes made in posting the opening balances.

(iv) 10 per cent
selected under orders o
the auditor with reference t
does this he should exercize all

independently without
dit will be to check
No review by

(v) The remaining ledger cards chould be audited
reference to fund schedules. The main object of this au
the opening balances with the previous closing balances.
Examiner is necessary.

certify that all items appearing in the
in the inward registers concerned and

(vi) The Examiner should see and
ental inward register have been

outword registers have becn cntered
that all the items appearing in a departm
posted in the ledger cards concerned.

YUARTERLY VERIFICATION

each of the first quarter, i.e.. after compilation of
September. December and March accounts. the Machinist should compile the
balances of all the cards in a department (including those which were closed
during the currency of the guarter h are being verified)

the accounts of whict
‘n Form 72. He should do this by posting in the quarterly statements the
last vear's balance and the current ¥ ;

ear's balance separately from each ledger
card. The totals of the balances. collected futoms ically by the totalisers,
will be cleared by posting the ficures shown by them in quarterly statements.
The statement SO completed should be agreed with the fimires in the Proof
Sheet (Form 73). which should be posted from—

232, At the end of

(1) The Master Cards for the three montas of the guarter:

(2) Registers of inward and outward items; and

(3) The separate compilation of interest on accounts closed during the
quarter.
There will be no quarterly verification after June. ie. for the last quarter,
interest calculation for the year.

but only annual verification together with
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ANNUAL CLOSING

233. (1) The posting of June transactions into the individual accounts
of subscribers should be taken up by about the middle of July and completed
by the middle of August. The work of calculation of interest due on each
account should he commenced slightly before the completion of Junc postings

and? completed within a month.
auditor with the help of interest tables should be checked independently by a
of interest for the year as well as total deposits,

separate auditor. The amount
drawals should be posted in the space provided for the

refunds and with

purpose in the remarks column of the ledger card and the closing balance for
the year worked out in respect of every ledger card. 20 per cent of the
calculations should be checked in detail by the Examiner and 10 per cent by the

Superintendent.
Note.—Interest short or excess credited to a Provident Fund in the account of a previous
_vear. should be readiusted by addition to or deduction from the interest adiustablein the
accounts of the year in which the error is detected
(2} Side bv side with the above process, the Machinist should prepare

a balance compilation (in duplicate). Form 74. from the completed cards.
ilation statement into slips, and

cut the duplicate copv of the balance compil
paste them on the forms of Annual Deposit Account of subscribers; vide
himself that all the relevant ledger cards

Paragraph 252. He should satisfy ;
relating to a department have been collected including those which were
closed during the currency of the financial vear the accounts of which are

under verification.
posted in the balance

234. As tha entries relatine to a ledger card are
the Machinist should see with reference fo the cross
with the

totaliser that the closing balance as given by the machine agress ;
closing balance alreadv worked out in the ledger card and that the cross totaliser

is cleared as soon as the cntry is made in the closing balance column.

compilations statement.

235. After the despatch of the annual accounts of subscribers (vide
paragraph 252). the halances consolidated in Form 74 should be agreed in the
same way as in the case of guarterly compilation but with an additional factor,
i.e., interest.
COMPILATION OF PROVIDENT FUND ACCOUNTS BY THE

HAND METHOD. %l
LEDGERS

236. The accounts of subscribers should be maintained in the iedger in
Form 75, one complete folio being alloted to each subscriber. The instructions
in paragraph 221 equally to the accounts maintained in this form. When the
account of a subscriber is closed, the date of, and the reason for, the closure
should be noted in the ledger, as well as in the Index Register.

237. There should be a separate ledger for each unit of account.
pages of each ledger should be numbered consecutively in one series and the
_pumber assigned to the account of each individual should be the same as the

The-

The interest calculation made by each @&

Q

o

-t
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number of the page in the ledger on which his account is recorded. Im
addition to the particulars for which space has provided at the top of the
account an indication either by hand or by seal with a rubber stamp, whether
the account relates to a compulsory or optional subscriber, should be given
prominently and the entry attested by the Superintendent, as it is made. The
fact of the receipt of declaration should also be noted on the top of each

p;ge and the entry attested by the dated initials of the Branch Officer in
charge.

Chap. 10]

POSTING OF ACCOUNTS AND THEIR AUDIT

238. The instructions in paragraphs 224 and 225 apply mutatis mutandis
to the posting of Accounts under the Hand Method. On receipt of the
schedules, vouchers, etc., relating to a unit of account, the poster should after

satisfying himself that the schedules pertaining to a particular account have
actions in the relevant columns of the

been completely received, post the trans

ledger. Any irregularily, omission or discrepancy noticed in the course of

posting should be recorded in the <chedule concerned and communicated to

the Government servant concerned through the prescribed objection statement.
239, Ten per cent of the postings in the ledger should be reviewed by

th. The review shou!d be so arranged that every

the Examiner each mon
depositor's account is checked at least one a Yyear.

VERIFICATION

740. A Broadsheer i Form 76 should be maintained separately for each
ledger. Each Broadsheet should be posted direct from the accounts in the
ledser and the monthly totals calculated therein verified with those in the
District or Departmental Abstract. Discrepancies between the District or
Departmental Abstrect and the Braodsheet figures should be recorded in an
Explanation Sheet on Differences in Form 77 and the adjustment of differences
watched through that Sheet. An Abstract (page) of Difference Form 78,
should also be maintained to waich the monthlv progress of adjustment of
differences

241. After all the district and departmental Broadsheets have been
verified, the total credits and debits for the month as worked out in each of
them should be entered in a consolidated Broadsheet which should also be

maintained in Form 76, the particualars of the several Broadsheets instead
of the account numbers being entered in the first column. The total monthly
credits and debits as worked out in the consolidated Broadsheet should be
ding totals in the Detail Book. The consolidated

agreed with correspon
Broadsheet should be submitted monthly to the Officer in Charge.

ANNUAL CLOSING

242. The instructions in sub-paragraph (1) of 233 apply
mutatis mutandis to the annual closing of accounts under the Hand Posting
Method. The interest figure in each individual account, inclading interest
paiﬂdnﬁngthcyearondqsingawgmm,shmﬂdbeposﬁadinﬁanadM

11
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relating to that particulars ledger account and the total of the unit Broad sheet
carried to the consolidated Broadsheet. Immediately after the accounts for
June Final are closed, the balance at credit of each subscriber on 30th June
including interest for the year should be worked out in the ledger as well as
in the unit Broadsheets and the totals of the latter compared and agreed with
the figures in the consolidated Broadsheet where closing balance of each unit
Broadsheet should be calculated similarly. Necessary modification in the
figures of balances up to June final account should be made in the unit and
consolidated Broadsheet after the closure of the June supplementary accounts.
After both the unit and consolidated Broadsheets have been squared, the

closing balance as per consolidated Broadsheet should be verified with the
figures in the Book ent. The individual closing balances in the

district Broad-sheets should also be verified with those in the ledger before they
are carried over to mext year's Broad-sheet as opening balances.

TRANSFER OF ACCOUNIS

243. When a subscriber is transferred permanenidy to another accounts
circle with transfer of his permanent lien, the ba'ance at his credit in the
Provident Fund account should be passed on to the latter accounts circle. A

copy of the subscriber’s ledger account together with his Declaration form in

original and the Insurance policy or policies (if any) should be forwarded to
the Account Ofiicer of that Accounts Circle. Any sum ‘withdrawn under the
Fund rules and which remains to be recovered <hould also be communicated.

SPECIAL PROCEDURE FOR CONTRIBUTORY PROVIDENT FUND

244, The Contributory provident Fund Accounts should be maintained in
the ledger, Form 7Y, where ledger accounts are posted in manuscript. In

cases where machine methods are adopted for the purpose the accounts should
be maintained in Form 69 with suitable manuscript additions and alterations.

245. When contributions are adjusted at the end of the year, these should
sted in Broadsheet, Form 76, against the respective account number, in

be po : SRR Mo B
separ. ine from that of the subscriptions a distinguishing line, if thought

. i used. Interest on contributions should similiarly be posted
At the time of annual closing of the

necessary being k. L C
s Bl rillie . -deposir.s and Government . contributions

Broadsheet, the dosing balances of
should be brought out separately.

Deleted,
Deleted,
Deleted.
. Deleted.
Deleted,
Deleted.

0
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ANNUAL ACCOUNT STATEMENT TO SUBSCRIBERS

252,  Copies of their respective annual accounts should be despatched in

Form 80 or 81 to the subscribers -(according as 'they are Gazetted or non

Gazetted Government servants), not latter than (1) the 30th Sept. in cases it

] which there are no Exchange Account transactions and (2) the 15th Nov. in
cases where subscriptions are adjusted through Exchange Accounts.

[252—283

Note,—Particulars of the months for which credits are missing should be given in the

o anaual account statement of subscriber.
PERIODICAL REVIEW

.- 253. A review of the Provident Fund Accounts should be conducted ai
intervals of 3 ycars after the despatch of the annual accounts. The scope of the

review should be as follows :-

(i) to see that there are no cases of omission to open ledger accounts or
cases where double accounts have been opened for the same subscriber :
for this purpose, a census of the ledger cards (where fund Accounts
are maintained by machine posting) should be taken and agreed with
the number of subscribers to the Fund, including subscribers who have
discontinued their subscriptions:

to check in detail one month’s crediis in the ledger accounts of each
department with reference to the schedules the selection of the month
for each department being made by a Gazeited Officer:

(i)

(ili) to examine generally the crediis for the remaining 11 months appearing
in the ledger accounts and to see that the reasons for non-recovery or
irregular recovery (shori or excess) of advances all subscriptions are

properly recorded therein;
(iv) to check the debit postings of the whole year with reference to vouchers;

(v) to see that the balances are comrectlv carried forward. In conducting
the review it should be seen that—

(a) the instructions in paragraph 221 are observed,

@ (b) the accounts of subscribers who have ceased to be in service have
been promptly closed and refunds authorised,

(c) there has been no omission to issue supplementary refund orders in
cases where credits have been undisbursed,

(d) there has been no omission to transfer the balances. of the subscribers

who have quitted service to “Unclaimed Deposits” in June Final
accounts under the rules of the Fund,

(e) the subscriptions are within the minimum limits, and
. (f) all final payments in excess of Tk. 10,000 have been cormectly
mads, _ ! S 2 S S
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CHAPTER 11—DEPOSIT AUDIT
Receipt Registers .. .. 254 Refund of Lapses s - 260
Audit of Payments .. 255 Plus and Minus Memorandum 1 261
Clearance Register .. 256 Personal Deposits - - 203
Proof of Posting .. .. 258 Deposits of Local Funds .. - 265
Statement of Lapses .. 259

RECEIPT REGISTERS

254. The Fxtract Registers of Receipts of Deposits (Form T.A. 43 of the
Account Code, Volume II), after being reviewed, should be filed in district files,
the repayment columns for months already passed being first scored through to

prevent errors.
Note.—The scoring through of the columns for the montns already passed may be dis-
pensed with at the discretion of the Accountant General,

|-~ AUDIT OF PAYMENTS

255. The Extract Repayment Registers (Form T.A. 44 of the Account
Code, Volume II), as received, should be checked after the necessary com-
parisions are made between the vouchers and the entries to the Register,
paragraph 28, and the repayments examined in the course of being posted in the
proper column of the Receipt Registers or Clearance Registers against the entries
of teceipt. If the repayment exhausis the balance at credit of the item, a line
should be drawn from the last repayment eniry to the total repayment column in
which the total repayment should be entered; if the repayment does not exhaust
the credit, it will be found convenient to eater the hal.:a.nce in pencil under the
last repayment. At least 8 per cent. of these postings should be examined by
some one other than the clerk who made them, and the examination should be
extended to be amount in the third column of the Extract Register of Repayment

as the amount or balances of the original deposit. See also Article 105 of the
Audit Code.
1. Seeitems (11) and (17) to (21) under paragraph 13.

CLEARANCE REGISTER

256. The Receipt Registers of any year provide for the entry of repayments
made during the same and the next account year. After that, the balances which
do not lapse under, the rules of Government will be detailed in the Clearance

Register received from treasury (Article 125 of the Account Code, Volume II).

The items in this Register must—first be agreed by the Superintendent of the
section himself with the balances worked out against the several entries in the
orginal Extract Receipt Register, and then the latter should be laid aside and
future repayments recorded only in the Clearance Register. Space is provided
in this for record of repayments for two more years, and any outstanding balances
after that will ordinarily lapse to Government.

1. This return should be scrutinised in detail by branch officer, anda _half margin,
Wmmummm_%muéwmimﬁmmu&t
‘oriunduly prolonged retention is in anyway remarkgble. This memorandum should
_gent to the Treasury Officer/D.A.O. in order that he may give his explanation and return the
J paper in original for further consideration, action and record. ;

S
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'm_' ﬁ.@'-i:‘. =
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e
intelligent supervision of the work of his section by the
Superintendent is the chief security for its efficiency, and one important method
of exercising this supervison is the examination of the Clearance Register and
Statements of Lapses. That this examination may be complete, it is nceessary
before the registers and statements are made over

that it should be carried out
to the deposit checkers. The balances to be carried forward into the Clearance

Registers and Statements of Lapses should be first worked out in the Receipt
and Clearance Registers in use by the Auditors concerned, and then compared
by the superintendent with the new Clearance Registers and Statements of Lapses
received. The result of this examination will furnish the Superintendent with a
good indication of the character of the work of his section.
PROOF OF POSTING

258. When the repayments of any month have been posted in the Receipts

Registers and the Clearance Registers, in the column for the month, totals

should be made in the four years’ registers in use, and these totals carried
separately info the proper column of the proof-sheet, Form 82-A total should
be miade on the latter in red ink of the figures for each district, and this should
be agreed with the total of the Repayment Register of the district for the month,
and ticked off by he deposit checker in token of the agreement. The summation
of the red ink district totals will give the provincial total of repayments during
the month, and it should be compared with the charge in the Detail Book and
marked “Agreed” by the Superintendent. Book Department. The postings on
the receipt side of the Proof-sheet made from the Receipt Registers should
similarly be totalled and the provisional total for each month agreed with the
Detail Book. After the close of the year the necessary entries in the last five
columns of the proof-sheet should be made and the closing balances thus worked
out should be agreed with the opening balances of the new Clearance Register.
Note.—At least 8 per cent. of the totals of the repayments posted in the Receipt and

Clearance Registers should be recast by some one other than the deposit checker who origi-
nally made them. It would be well too for the Superintendent himself occasionally to exa-

mine the totals in this way.
STATEMENT OF LAPSES

259. On receipt of a Statement Lapses (Form T.A. 49 of the Account Code,

Volume H), the Superintendent must effect an agreement in detail between the
amounts reported for credit by local officers and the balances worked out in the
original Extract Reeceipt Registers or in the Clearance Registers to which the
balances were transferred. The balances lapsing must be entered in these
Registers as well as in the proof-sheet in the column headed “Lapsed and
Credited to Government” and the statement after verification the Superintendent
will be used for the preparation of the necessary transfer enmtry crediting the
amount to Government. The particulars of the entry should be noted upon the

statement.
1. See paragraph 257.
REFUND OF LAPSES
260. - When application is made for refund of a lapsed deposit a note of it

should bé made against the entry of the deposit in the Statement of “Lapse,
whichhasalrendya%emwbythemuhodpreembedinpmgmﬂfﬁ%m
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officer who signs the order for refund should also initial the entry of refund order
in the Statement of Lapses. The fact of payment should be noted in the num-
ber book of the orders Form 83 and the Superintendent should initial the entry
in .the prescribed column.

. Note—l. In the case of repayments of deposits which are made after the original
District Registers of Receipts have been destroyed the Audit of the refund will be confined
fo secing that a lapsed depasit of the particular amount in question, is actually outstanding
tho Statement of Lapses, the verification of the claimants’ title to the refund being left to
the authority who signs the application for refund. ;

Note.—2. In case of lapsed deposits paid without pre-audit by the Accountant Genera!
under orders of Government, a note of the refund should be made against the entry of the
deposit in the Statement of Lapses. It should alsa be seen that the item was really
receive] was carried to credit as lapsed and drawn by a person who might have diawn
it any time before the lapse.

PLUS AND MINUS MEMORANDUM

[Chap. 11

261. The deposit ckecker must 3¢ careful to see that the receipts repayments
and balances are cerrectly brought forward in the plus and minus memorandum
attached to the deposit accounts, vide Article 120 of the Account Code, Volume
IT, and sepecially that any lapsed items are correctly written off. He should
also see that the closing balance for June agrees with that of the proof-seet,

262. Deleted,
PERSONAL DEPOSITS
The audit of repayments in the case of personal deposits is confined

are proper vouchers in support of the amount repaid, and
at credit of the particular

263.
to seeing that there
that the repayments do not exceed the balance
account.

264. When civil or other Courts bank with the treasury, themselves
submitting the detailed accounts of deposits, the auditor, besides auditing these
detailed accounts, must agree the totals of the receipts and payments with the

figures reported from the treasury.

DEPOSITS OF LOCAL FUNDS

265. The receipts and payments at treasuries on account of Local Funds
having banking accounts with Government are reported by Treasury Officers
D.A.O. in pius and minus memoranda (See Article 120 of the Account Code,
Volume H) . The entries in these memoranda should be checked by the auditor,
special attention being paid to balances as a precantion 2gainst any fund over-
drawing its account see Article 105 of the Audit Code. Overdrawals should
always be brought to the notice of Government.

266. The memoranda should then be posted in Broadsheets, one for each

minor head under “Deposits of Local Funds”, in Form 84.

The total figures for receipts and payments for the whole country as shown
in the respective Broadsheets should then be agreed monthly with the Detail

e

0

i
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267. 1f Government has ruled that iture incurred in the Public
Works Department on the execution of works on behalf of a Local Fund should
be debited to the “Deposits of Local Funds” or if receipts in connection with
Local Fund Works are realised. by Public Works Officers, such charges and
receipts should also be taken into account in working out of the balances of
the Deposite of Local Funds, suitable alterations being made in the forms of

lus and minus memoranda and of Broadsheets. The net additions to or

deductions from the balances of each Fu
receipts referred to above should be intimated to the Treasury Officer/D.A.O.
¢ his memoranda and also to the administrators of the

so that he may correc
Fund.

1. Arrangements should in addition be made for communicating to the administrators
of Local Funds the details of the transactions in the Public Works Department when such
transactions increase the balances under “Deposits of Local Funds”.

Chap. 11]
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CHAPTER 12—AUDIT OF LOANS AND ADVANCES
Subsidiary Loan Register % .. 268 Default i3 ie 277
Loan Expenditurs by Public Works 271 Returns i .. 278
Department.
Paymeat in Discharge Loan i .+ 273 Revenue Advances i va AT
Periodical making up of the Account .. 274 Advance to Government servants 230 o
: and other Advances,

Sinking Fund ) : . 276 Permanent Advances .. .. 286

SUBSIDIARY LOAN REGISTER 0

268. The Accountant General will keep two Subsidiary Loan Registers in
the annexed Forms A and B for the audit of all loans made by Government to
Public or quasi-public bodies and to individuals, except Revenue Advances (Ses
Paragraph 279). Form A will be for those lcans which are repayable by direct
credit of the repayments to the principal of the loan, and Form B for those
which are repayable by payments into a Sinking Fund. In both cases a separate
page should be set apart for each loan. Before posting recoveries, whether of
principal or interest, into the Classified Abstract, the auditor will obtain the
initials of the poster of the Loan Register against the entriecs in the treasury
account to show that they are correct. The poster of the Loan Register, after
reference to the Detail Books will make the necessary postings from the treasury
accounts, and also post into a broadsheet the fotal amount recovered or paid
for each loan. The total in the broadsheet should be certified monthly by the
Book-keeper, while the register as well as the broadsheet should be reviewed

monthly by the Gazetted Officer in charge.

Subkidiaey” Register of Loans of TE o e invininiidns svess saias
sanctioned for................ in orders of Government of..............,
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Chap. 12] AupiT OF LOANS AND ADVANCES
FORM A
Conditions of Loan
“To bear interests at............ per cent. to be g:a.id (Half) yearly
Ol........ and to be repaid by (half yearly instalments b 1 A
in additions to accruing interest) or (within............... .years) or
n.....cooiceennns equal interest).
DATE AND ACCOUNT OF CALCULATION OF ACCOUNT OF
VOUCHER PRINCIPAL INTERST ON INTERST
OF LOAN PRINCIPAL DEMAND
N £ 5 2 Vo A 3
Date.  Voucher. Aldvance, Repay- Balance. Period. On On repas- Amount Amount
ment. advances, menis. dve, paid and
credited
o
S interest.
1972 Tk. Tk [BS Tk. P. Tk. TX. k.
July 16th Balance S0 2 year  1,000000 ..
August {st v - - “ =r - e 1,270 S
August 5th 7 35000 20,000 55,000 1248 d. 839-14 230-09 270
128 d.
Sept. 10th - - o B 3 -
Sept. 16th - - 33000 61 4. 3307 <
Nov. 16th 13 35000 43,000 ” i 700
Dec. Ist. i 200
Total 1,123°09 28C'% 1,270 L,170
1972
January 16th . To arrea- Interest Jue Tk. 1,270
fecz Tk ]|1-ﬂ IR IR
jnterest Jdue on  arrear interest,
namely—
Tk, 1,270 at 6 per cent. for half RESE
year.
less Tk, 270, for 198 days. 7007
Tk. 700, for 122 days 14:01 232
Tk. z00, for 43 dass 108
et due A
To interest accrued on principal  1,123-05 i5+01
los Tk 280-09—842-12 542-12
October 16th Balance 40,000 § year  800:00 957-13 ..

12 -
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L. In this example the rate of interest is taken at 4 per cent., and the days for ts payment
are suppased to be July 16th and January 16th. The first, second, and fourth sections record
actual transactions and require no remark. In the third section, *“‘Calculation of Interest
on Principal”, the figures show the amount that accrues and  falls due upon the next
periodical day. On the Balance of Tk. 50,000 half a year interest or Tk. 1,000 will fall
due on January 16th ; on the rest the amounts are calculated upon the number of days
from the date of the transaction till the end of the half-year ; the actual amount due on
January 16th is the difference between the two columns.

2. On the periodical fixed day the account is made up in the manner shown, and the
balance of principal Tk. 40,000, and of interest, Tk. 957-13-0 due from the debtor, is calculated

and setferth in the manner indicated.

3. It is not thought worthwhile to set apart—separate special columns for calculaticn
of interest due on arrear interest. The calculation, however, is made,as shown in the above
specimen, exactly the same way as on the principal, though the rate per cent. is usually

not, in practice, be entirely

4. The sum of Tk. 20,000 in the foregoing example would
¢ how the account may be

credited to principal, but it is so entered here in order to illustrat
made up under various possible contingencies.
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269—274] AUDIT OF LOANS AND ADVANCES [Chap. 12

269. The columns under “Date and Voucher’, “Account of Principal of
Loau” and “Account of Interest Demand” in the Register referred to in the
preceding paragraph should be filled in as soon as the transactions are reported
from the Bank sheet or the Cash Account or the transfer entry for the adjustment

of the periodical interest on the Deposits of the Sinking Fund is made. The
It will be observed that

calculation of interest will be made at the same time. o
these columns show the interest that will be chargeable on the next periodical
day, and that the amount of interest deduced from them is not actually

debitable against the borrower until the next periodical day.

1. A laans bears interost for the day of advance, out not for the day of repa;ment.

270. The Subsidiary Loan Register will give the Accountant General the
means of sceing that both interest and instalments are repaid on the due date,
and, in case of delay, he should at once address the officer who is in direct
communication  with the debtor or charged with the administration of the
property or ¢! the Corporation to which the loan is made. The debtor should
be warned either by this officer, or, if the loan is not on any district account,
by the Accountant General, when any payment, either of interest or of principal
is about to fall due from him, but omission to give this warning gives the debtor
o claim to excmption from the consequences of default.

LGAN EXPENDITURE BY PUBLIC WORKS DEPARTMENT

271. ja cases where the ioan expenditure is, under special orders, to be
conducted and  controlled by the Public Works Department, the amouats
debitable to the several loan accounts will appear in the monthly Account
through the Accounts of Divisional Officers.

272, The amounts will be recorded in the Subsidiary Loan Register
prescribed above, and will bear interest as though they had been advanced on
the last day of the month in which the expenditure actually appeared in the

Monthly Accounts.

The Accountant-General should keep Government informed of the progress
of outiay to enable it to watch and take notice of any tendency to exceed the
amour:t of tha loan and check it in due time as far as possible.

PAYMENTS IN DISCHARGE OF LOAN

273, Nothing may be credited as repayment of principal or into the Sinking
Fund so long as any sum is due on account of interest unpaid.

1. Enteres: for any haifyew (or fvear) is not ~due” upngl the end

vaar) during which it acerues.
PERIODICAL MAKING UP OF THE ACCOUNT

274. After all entries up to, but not including' the date on which _interest
becomes due have been made, a line will be drawn across the page. First the
inferest account of the past half-year must be made up by deduction of the
amount paid on account of interest from the demand on that account entered
in the “Amount due” column, and by bringing down ‘“Balance of interést due”.

i
A

O
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Chap. 12] AUDIT OF LOANS AND ADVANCES

Then a calculation must be made of the interest to be demanded on any over-
due interes. of the previous half-year. Lastly, in the case of Register in
Form A, the second and third columns of the “Calculation of Interest on

alled, and the excess of the total of the second over

Principal” must be totalled, ¢
the total of the third carried into the “Amount due” column. The total interest

due and the toial principal due will then be made up, and the account will be

_ opened for a nmew period. The account of the Sinking Efund in Form _B,

will be similarly completed, at the same time, the amount of interest due being
credited at the end of the period,

1. If interest is payable vearly, instead of haif-yearly, the account ‘will be made up

only once a yedr.
275. A copy of the account as thus made up, and of th
of demand, should be sent to the debtor.

SINKING FUND

t0 a Sinking Fund for repayment of loan should be
credited to the head “Sinking Funds for Loans granted to Local Bodies”, and
entered in the Register in Form B, prescribed in paragraph 268. Interest
will be allowed in these deposits at the same rate as the loan itself bears. The
interest payable on these deposits should be credited to the Sinking Fund by
deduction from the receipt on account of interest on the loan. When the total
balances of the Sinking Fund becomes equal to the amount of the loan, the
credit under the head “Sinking Funds for Loans granted to Local Bodies”,
and the debit under “Loans to Municipalities, etc.,” should be written off

against each other.

[274—279

e new statement

276. Moneys paid

DEFAULT

277. The occurrance of default in payment either of principal or of interest
in respect of loans the detailed accounts of which are kept by the Accountant-
General should be reported without delay to the authority by which the loan
was sanctioned. (See Article 108 of the Audit Code.)

RETURNS

278. The Accountant-General will submit to Government periodical
returns showing the details of the loans and advances borne on his books, under
the head “Loans and Advances by the Government” in such form and on such

dated as may be mutually agreed upon.
REVENUE ADVANCES

279. Revenue Advances include takavi advances, uader the Land
Improvement Acts, and any other advance, which Revenue Officers are allowed
or directed to make in connection with Land Revenue, Agriculture, or Famine,.
under any Act of the Parliament, or under any order of Government. The
Audit Office will keep a record of these advances in Form 85 and will see that
the transactions conform to the rules governing them. It should also check
the payment against the allotment for each officer auhorised to make such
advances,

- Note—Payments on accounts of sanctiomed loans will be recorded in the Subsidiary
Loan Register vide paragraph 268.
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280—281] AUDIT OF LOANS AND ADVANCES [Chap. 12

280. A record of interest bearing advances to Government servants, viz.,
House Building, Motor Car, etc., advances sanctioned and paid under proper
authority should be kept in Form 86, which should be regulated with reference
to the rules governing such advances. Other advances recoverable in large
number of instalments and their recoveries will be recorded in Form 87.

above records in respect of the transactions relating to his own office
concrned and also by the Audit Cfficer

Note.—The
tor Generals

shall be maintained by the Audit Accounts Officer
of the Accounts Office declared under Para 30 of the Comptroler and Audi

M.5.0.

The payment and recoveries shown in these Broadsheets (Forms 86 and

87) should be reconciled monthly with the figures shown in the Detail Books,
any discreparcies between the two sets of figures being noted on separate pages,
in order that their

which should be set apart at the end of the Broadsheets,
eventual adjustment may be watched. The fact that this monthly verification
has been made should be recorded on the Broadsheet itself month by month at

the time it is submitted to the Branch Officer.

The Audit objections relating to his own office shall be registered by the
Accounts Officer concerned and not by the Audit Officer declared under para-
graph 30 of the Comptroller and Auditor Generals M.S.O. The latter shall watch
compliance with the objections through office Memorandum.

281. In order to check the grant of a second House-Building Advance for
one and the same house, in contravention of rules, an alphabetical Index of the
names of Government servants to whom such advances have been granted
should be maintained in the following form :

House for which advance is granted

ek -

Year of payment.

Name of Government Servant
Town

Detailed Address f

|

o
.

= _

One Index Register should continue for 10 account years, after which a
fresh Register should be opened. In auditing a bill for house building advance,
it should be ascertained by a reference to this Index that the Government
servanttowhmnthcadvmcehnsbeengmﬁtedhasnotprwiouslytecciveda

cimilar advance for the same house.

¢
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Chap. 12] AUDIT OF LOANS AND ADVANCES [282-286

282.- Advances of pay and travelling allowances made under proper sanction

" to a Government servant on transfer to enable him to join his post or in other

circumstances will be debited to the head “Advances Repayable”, or if the
Government servant is proceeding to another audit circle (except on reversion
to the lending department) the debit will be passed on to the latter circle for
¢ Article 36 of the Account Code, Volume I. These advances

adjustment, vid I
will be recorded by the adjusting Accountant General in therelevant columns
of the Objection Book, through which their recoveries will be watched.

In the case of Government servant taking advances of pay and travelling
allowance, on reversion to the lending Department, the procedure will be as

follows:
(1) The Accountant General of the borrowing department should be
responsible for adjustment of the recoveries as the advance will
remain outstanding in his books, and

(2) The Accountant-General of the lending department should be
responsible for effecting recovery of these advances. On receipt of
the last pay certificate in the case of gazetted Government servants
or of a separate intimation of the grant of the advances in the case
of non-gazetted Government servants, from the Accountant General
of the borrowing department, the Accountant General of the lending
department should take the items in his Objection Book without
making any accounts adjustment and watch the submission of the
adjustment travelling allowance bill and the recovery of the advance
of pay granted by the borrowing department. The amounts of the
advances instead of being taken to the column “Advances Recoverable”
should be taken to the column “For other reasons” under the heading
“Ttems adjusted but awaiting clearance” in the Objection Book.

283. Advances for law suits finally debited against the department
concerned under Article 36 of the Account Code, Volume I, should be
recorded in the Objection Book as “Items awaiting clearance” for want of
payee’s receipts, etc. Refunds of amounts remaining unspent out of these
advances should be watched in the Audit Office, but not the actual recoveries
that may eveatually be due from the parties concerned.

284, Delated.
285. Deleted.
' PERMANENT ADVANCES

28G. Permanent advances should be recorded in a Register in Form 88,
intended to last for four vear. The Repgister should be a standing list of all
sanctioned permanent advances by names of Offices, a separate page or pages
being set apart for the offices in each district. As personal responsibility can
be enforced by the receipts of the actual incumbents which are on the file,
the names of the holders of advances need not be entered in the Register.
The advances shou'd be consecutively numbered and the acknowledzments
should be marked with corresponding numbers and filed in proper order. On
receipt of a mew acknowledgment it should be numbered with the Register



9%

AupiT Or LOANS AND ADVANCES

287—290]
number of the advance and filed in the place of the old acknowledgment
A charge report containing

which should be torn out of the file.
dvances shou'd not, however, be destroyed;

an acknowledgnrent of permanent a
it should be preserved for the period presecribed by the Accountant General.

[Chap. 12

s be increased or reduced in the

287. If the amount of any advance
lumn for the current year should be

course gf the year, the amount in the co
altered in red ink on the appearance of the credit or debit for the difference

in the treasury account. The total for the column will be corrected at the
tioned, they should be entered at

end of the year. If new advances are sanc
the bottom ot the district list in the order of the charges appearing. The
monthly credits and debits in Form 89, and 90, respectively should be
compared with the Detail Book figures through the broadsheet, which will, after

h Officer in charge. At

completion, be submitted every month 1o the Branc
the end of the year a single total for the old, corrected and new advances
which for all the districts worked out in the

will be made, the aggregate of )
broadsheet at the end of the Register will agree with the closing Ledger

balance of the year.
ces as standing on 30th June should be

288. The amounts of the advan
entered afresh in the money column for the next year and a total mads for

1st July.
" Sanction to permanent advance
mients are audited to see—

«_accorded by the Heads of depart-

(1) that the officer sanctioning the advance is a recognised Head of a
departizent, or « Commissioner of Diviston;

(2) that there is no specific order of Government withholding from him

the power 1o sagction permanent advances;

(3) that the advance is intended not for his own office, but for a
subcrdinate office;
limit recommended

onad does not exceed the 1
ofice or

(4) that the amount, sanct )
by the Audit Office of fixed by Government either for an
for the sanctioning authority: and

i : !
¢ multipiied unnecessarily 3y

ted occesionally
ficers are not

(5) that thesc advances are 1o

200. A test check of these advances shquid be coqduc

in order to see that the amounts he'd by various disbursing ©
in excess of their norma! monthly requirements. o /.
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Chap. 13] REMITTANCE AUDIT [291—293
CHAPTER 13—REMITTANCE AUDIT
Remittance Check Register 291 Agreement with Detail Books .. 294
Posting the Register .- 4ia 92 Audit of Bangladesh Bank 2044
Remittance.
jDiﬁ'ercnces .. - i 293 Avdit of Military Treasurs 294B
. Remittances.

REMITTANCE (HECK REGISTER

291. For the check of local remittance, a Register will be maintained in
Form 91. The first part of the Register will record the cash remittance
between treasuries/D,A.O. ’s within the country. Thereafter separate sheets
should be set apart for remittance between treasuries/D.A.0’s and each of
the departmental officers (other than Public Works and Forest Officer)
rendering accounts 10 the Accountant General, such as those of the Customs,
Opium and other Depatements and small coin depots. For such of these
departments in final account with the Accountant General as both send cash
to Civil Treasuries and also draw cash thence to be credited by themselves
and accounted for, tw0 sheets will be required, one for the debits of Revenue
Treasuries to be answered by departmental credits, and the other for depart-
mental debits to be met by credits in the treasuries. For departments, whose
transactions are settled throngh Remittance Accounts, such sheets will not be
nECessary, .
in the office of the scoountant Generals

gn remiitances s eifecred 1t
1v. Each civil Accountant

i. The check on fOrelE

angladesh Revenues, vide ‘Article 78 of the Account Code, vol. ]
annualy should also maintain a suitable Brozdsheet in respect of the transactions arising
in his jurisdiction 1O watch reconciliation of the discrepancies that may arise betwesn the
figures of Foreign Remittances reported by the currency oflicers and those accounted for in

the monthly account.
3. The procedure for checking Public
Chapter 21 snd 26 respectively.

Waorks and Forest Remittancss IS describes in

POSTING THE REGISTER

} 992, On receipt of 2 liss of payments, as soon as the schedules and

vouchers for miscellaneous payments have peen checked with it and before

audit commences, all debits on account of remittances should be posted in the

Remittances Check Register by the district auditor soncerned. Similarly on

y receipt of the Cash Account, the first operation chould be to post the
acknowledgments Of remittances in the same Register against their respective
debits. In the rare casé of a credit T i debit, it should be posted

—against the first vacant line of debit and should be pointed out t0 the auditor
in whose account the debit must be traced, in order that he may keep a watch
over it and the apswering entry in the proper plece.

DIFFERENCES '

293. When the credit does agree with the debit, the auditor who posts the
credit must bring the difference to the notice of the auditor who deals witn the
account in which the debit appears. in order that he may take necessary action

13
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293—294-B] - REMITTANCE AUDIT [Chap. 13

- for its adjustment. The unadjusted balance will be carried forward, and the
adjustment, when made, should be noted in the Remittance Check Register.
.—In the case of remittances between treasuries/D.A.O' list of unadjusted debits and

Note.
its is made out by the Audit Office and entered in the details of remittances in transit

credits
in the Cash Balance Report which is forwarded to the Currency officer of the Bangladesh
Any discrepancy in the list of remittances in transit brought to light

Bank for verifications. I
by the Currency Officer should be reconciled in correspandence either with him or with ihu‘
trea=ury/D.A.Q. concerned.

AGREEMENT WITH DETAIL BOOKS

294. As soon as the posting of the Detail Book is commenced, th‘
district auditor should ftotal the debits and credits in the Remittance Check
Register, both the remittances between treasuries/D.A.O. and for departmental
remittances, and the several totals of the debits and credits 1aust be agreed
with the correspornding totals in the Detail Books. The unadjusted debits and
credits should then be carried forward in fu'l detail to the Check Register of
the next month after comparison, in the case of remittances betwzen treasuries/
D.A.O. with the information regarding them given in the local Cash Balance
Reports or with the list of local remittances in transit verified by the Currency

officer vide note to paragraph 293.

1. If any remittance has remained outstanding rer an

should be instituted,
AUDIT OF BANGLADESH BANK RFMITTANCES

294-A. The audit of Bangladesh Bank Remittances will be confined to
seeing:
(1) that the total of the issues including exchange 2s reported by
treasuries/D.A.0O.'s in the daily schedules is credited fo the Bangladesh
Bank and the tetal of the payments as reported in the daily
schedules of treasuries/D.A.O.’s is debited to the Bank
that there is a voucher for each entry in the schedules of payments
and the amounts agres; and
that the net receipts or payments for the month under the head
“Bangladesh Bank Remittances” for the who'e account circle as

worked out in the Detail Book agree with the corresponding
adjustment for the month made by the Bangladesh Bank against the

balance of the Government.
The responsibility for the checking of encashments of individual telegraphic ¢
transfers and drafte against the corresponding drawings will rest with the

Bangladesh Bank.
AUDIT OF MILITARY TREASURE REMITTANCES
204-B. On receipt with the Cash Account of the Lists of Military
tal drawings on each Military Treasure

Treasurc Remittance drawn, the to .
Chest will be credited to the Exchange Account with the Defence Account

Officer concerned under Head I. The debits on account of the remittances
appearing in the Inward Defence Services Exchange Account should be
posted against the respective items in the relevant List in the appropriate
columns. If an item remains outstanding for an unduly long time, steps

should be taken for its clearance.

unduly foog time, enquiries
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Chap. 14]
CHAPTER 1
Special Charges s 293
| Refunds 296
x| Discount on Stamps 297
29%

payments of fees

? 293,

recording the audit of specia
gent expenditure of not.

206. In the audit of charges for refunds. the
de wnder sufficient authority and that they

cxamined are that they have been ma

uchers in proper form.

MISCELLANEOUS AUDIT
MISCELLANEOUS AUDIT

The regisier prescribed in paragraph
lly sanctionad charges, whether reckoned as conti-

[295—296

Calculation of the Average raie
of Exchange ES

Calculation of net proceds of Taxes
on Income. s G

299

300

SPECIAL CHARGES

135 affords the means of

REFUNDS

principal points w0 be
These vouchers should

are supported by duly receipted vo
d has been noted against the original credit in

contain a certificate that the refun
the Departinental accounts ;
Treasury/D.AO. or sub-Trasury office
Treasury|D.A.O. by single ftems or in

In cases where full details of the reve
or other documenis as
item of receipt
s to prevent a
pasury accousts in a lump sum,

ireasury accounis
should e made against the
from the treasury/D.A.O., so 2
the credit is shown in the U

Land Revenue, Excise, Taxes on locome. &ic.,

aggregate credits.
d. of dues, the
- this statement 1

1. Feor refun
Audit offices v

2. Refunds af
receipt in the pius
refund of stamps

and minus memorandun.

3. Refands of the value of unctaimed
made on a certificate from the Cu
on which the amount W

they should

note, should e made in the sta
s still received {rom the Court.

the value of spoilt stamps
N3 check can, howevel,

4uty allowed by Civil Courts.

curremey  notes cradited 10
osr of the Bangladesh

rrency O !
at, and stating t

s credired to Governme
der for refund

also contain the signature of
r attesting the original credit into

a lump sum.

sue under the head are given in the
rendered to the Audit Office, a note

in the original accouants received

double claim; but in cases where
as in the case of

10 note need be made against the

tement of fines in those

are checked against entries of corresponding

be exercised over the

CGiovernment may be
Bank showing the dato
hat it is payable to the

requires the canction of the Accountant

claiment; but in every €ase the order !
credited to Gowvernment o0 account of unclaimed currency

} General, Wherever any sums dre Cred
Bank will furnis

h a list giving particulars of

he notes of which the

notes, the Bangladssh 5 h
fand is saacrioned, it chould be noted against the

amounts are composed. When any refd

corresponding enfry i the credit list.

4. In the case of refunds
of local audit to see—

(1) that the refuads a
provisions of the Sea Customs Act;

(2) that proper entries have
original documents of
shipping bills, register O

(3) that they are otherwise in order.

of Customs revense it is the duty of
re sanctioned by competeat authority and are

been made in respect of T
receipts on which they have been allowed, e-g.

f miscellaneous receipts, elc:

the Officer in charge

in accordance with the

efunds and drawbacks on the
bills of entry,
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297—300] MISCELLANEOUS AUDIT [Chap. 14
When refund vouchers nying the list of paymenis of ths customs freasury ere
received in the Audit Office, it should be seen—

(1) that the payment order is correct.
(2) that, arithmetically, the voucher is in order, and
{3) that it bears a legal quitiance and is stamped, if pDecessary.

for the refund of passport fees realised in postags stamp d!;

5. When the paid voucher .
f the refund with sufficient particulars should be ma

received in the Audit Office a note of I
(against the item of original credil if available
in the certificate of the officer authorising the refund.

DISCOUNT ON STAMPS

297. The discount is entered in a schedule against cach item of sale and
a receipt is signed by the vendor on or apart from the schedule, the application
of the proper rate of discount, being usually certified by the D.A.O.
In others, a bill for the discount, in an abstract form, is sent to the Accountant
General through the competent authority whose countersignature is the
Accountant General’s authority for admitting the charge.

PAYMENT OF FEES
208. A Government servant's share of fees for work 'done for private bodies
paid into the Government treasury under the rules made by Government is
payable only after pre-audit. The bill on which the claim is preferred is
received in the Audit office through the Treasury Officer/D.A.O. concerned

with details of the amount held in deposit in the treasury,D.A.O. account
recorded on it the record being attested by the Treasury Officer/D.A.O. These
credits should be traced and verified before the payment is authorised in the

usual manner—c.f. paragraph 296.

CALCULATION OF THE AVERAGE RATE OF EXCHANGE

209, The calculations of the monthly everage rate of ‘exchange mentioned
in Article 230 of the Account Code, Volume IV are subject to pre-audit by the
Accountant General, Civil. To enable him to carry out the necessary test
check the daily Bangladesh Telegraphic Transfer rates on London are communi-

cated to him direct by the Bangladesh Bank.

CALCULATION OF NET PROCEEDS OF TAXES ON INCOME

300. The proceeds of taxes on emoluments are to be ascertained from the
income tax returns. For this purpose each Income tax Officer will furnish
the Audit Office before the close of the accounts for the year with the figures for
that year for the detailed heads (i) taxes on emoluments, On receipt of these
figures arrangements should be made immediately iy the Accountant General to
test check the necessary entries in the accounts. A test check of about 5 to 10
per cent of assessees should be sufficient. For the proper discharge of this
duty it may be necessary for Audit to scrutinise the papers on the files of the

€

) in the periodical report of statement specified G

c
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Chap. 15] VERIFICATION OF BALANCES [301—302
CHAPTER 15—VERIFICATION OF BALANCES

General 301 Loans and Advances 5 313

Deposits of Service Funds 304 Cash Remittances 314

Balances of Provident Fund 305 Public Works Remittances =i, 315

Deposits i 53 » 306 Bangladesh Bank Remittances .. 316

Deposits of Local Funds .. 308 Other Remittance Heads i 319
320

Advances Recoverable and Suspense 309 Cach Balance
Account.
H- 3l Public Works Baiances

Permanent Advancen
GENERAL

301. As laid down in Article 93 of the Audit Code an important part of
the duties of Audit is to review and verify the balances under Debt heads and
outstandings under Remittance heads as disclosed in the books of Accounts
Offices at the close of the year. The results of this verification are embodied
1 the report on the Finance Acceunts as “Review of Balances” vide Article 275

uld take steps to clear the outstand-

of the Audit Code Accountants General sho
ing balances and to sttle any discrepancies noticed in them as promptly as

ing balances and to settle any discrepancies noticed in them as promptly as
persons by whom they are owned or from whom they are due wherever it is
required. No such acceptances are nccessary in regard to ordinary advances,
but it should be ascertained how far they are believed to be really recoverable.

The “Review of Balances™ of the Government will be included in the report
on the Finance Account by the Accountant General, Civil. For the preparation
of this report the severai Accountants General will send to the Accountant
General, Civil, “Review of Balances” relating to the Accounts kept
by them. A copy of this Review should simultaneously be sent to the Comp-
troller & Auditor General to enable him to see whether the Accountants
General are taking the necessary action required of them.

Nore—The personal responsibility of the Acgountant General for &he Appropriation
znd Finance Accounts and the reports on them extends also to the work con-
nectzd with verification of balance which should be complete in time for
inclusion of “‘Review of Balznee, in the report om Finance Accounis.

302. Soon after the completion of the report of Finance Account or issue

of Review of Balances a list should be drawn up of all the cases in which any
any subsequent reconciliations which

action is still required, and a report of

may be effected and acknowledgement of balaces which may be received should

be made to the Comptroller & Auditor General in the first week of April

following, Discrepancies in balances that may remin unsettled after the sub-

mission of the supplementary report should be watched carefully and their
troller & Auditor General in the first week

reconciliation reported to the Comp
of July and October and by the 15th January of the Second year following that to

which they relate. Each quarterly report should deal mot only with the out-
standing items of the last Review of Balances but also with all outstanding

items of previous years remaining unsettled.

322
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Note—As a rule, discrepancies reported in the "Revicw of Balances” of ons year should
be settled before the review of the next year is submitted. If any discrepancies still remain
unsettled they should be distinctly shown, and aany delay in :he adjustient uf old items
should be speciallly explained.

303. The following paragraphs give directions as to the
required in several cases and indicate what is required in the

specifically mentioned.
DEPOSITS OF SERVICE FUNDS
304. The balances should be compared and reconciled with those in the
large

accounts sent in by the Trustees or Managers. There are sometimes
differences owing to Trustees crediting in their accounts of the year interest which

is not really payable to them till July Ist.

verification
cases not

BALANCES OF PROVIDENT FUNDS

303. The balances of Provident Funds according to th: Ledger should be
verified with “roadsheets and communicated to the subscribers.

DEPOSITS

306. For deposits which are recorded in detail in Registers of Receipts of
Deposits the total receipts and repaymenis are posted from that form monthly
into the prof-sheet, Form 82. At the end of the year the cross totals of the
receipts and repayments posted into the monthly columns of the prooi-sheet
should be made and the balances struck separately for the different districts for
each of the four years shown in the form. The balance of the frst year will,
except for any deposits not ailowed to lapse to Government for special reasons,
be posted in the column “Credited to Government”, and should be compared
with the fotal of the Statement of Lapses of the district concerned. The
balance of the third year should similarly be compared with the total of the
Clearance Register. The grand total of the Column, “Balance of 30th Jume”,
should be agreed with the Ledger balance of the class of deposits concerned.

. For public Works Depnsits, see paragranh 322,
In the case of deposits of Trust Intersst Fund the balance on account of interest

127 uppaid pasment orders,

2
jagee1d

payable should glso be agreed with the
307. The balance of personal deposits must be verified by addition of the
separate balances shown in the returss for June (as checked) by the Audit Office,
and it must be seen that they are, in each cass, supported by a certificate from’
the Adminisirator of the personal ledger acccunt stating that the balance claimed
by him is of a named amount. He will also furnish detail of his outstanding
cheques in order to explain the difference between his balance and that
admitted by the Treasury Officer/D.A.O. in his plus and minus memorandum.

_ It should be verified (1) that no personal ledger account was opened except
with the sanction of competent authority, (2) that the accounts were properly
operated upon the and there was not debit balance in any of them, (3) that the
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correctness of the balances has been certified by the parties concerned, and (4)
that the details of the personal ledger accounts work up to and agree with the

balances in the Ledger.
DEPOSITS OF LOCAL FUNDS

308, The balances worked out in the Broadsheets prescribed for Deposits
of Local Funds in paragraph 266 each year should be communicated to (and, if
necessary. accepted by) the officers charged with the administration of the

Fund& -
ADVANCES RECOVERABLE AND SUSPENSE ACCOUNT

309, The accuracy of the balances brought forward in the Obijection
Books for nen-public Works Transactions and those shown in the Broad-sheets
of balances under Advances Recoverable and Suspense is to be tested in the
manner laid down in paragraph 582 and 586. The Ledzer balances should be
credited to certified to agree with the total of he balances shown in those
Broad-sheets.

310. In the case of advances to cultivators and similar advances which
do not enfer the Obiection Book, the balance should be proved Dy obtaining
from each local officer. who has authority to make such advances, and
acknowledoement that the amount outstanding against him on the books of the
‘Accountani General is the same as that shown as recoverable upon the registers
and accounts kept by him.

1. Acknowledgments of advancss w mect payiuenis for compensation for lands taken up
for public purposes should be obtzined from fhe District Officers.

2. For Takavi Works Advances, tes paragraph 22,

PERMANENT ADVANCES

311. The amount remaining unadjusted upon each district (and other)
account in the register (Form 8%) must be verified by means of annual
acknowledeerments from the officers concerned. The aggregate of the outstand-
ings should be worked ovt from the register and tallied with the Ledger balance

(Paragraph 287).
312 Deleted
LOANS AND ADVANCES

313, The Ledoer halance should be verified against the outstanding
principal of the loan shown in the subsidiary Loan Registers. It should slso
be seen whether the conditions of each loan have been fulfitled and whether
the balances due at the end of the vear (or if, in the case of anv loan. another
date of making up the accounf) have been communicated to, and not been
challenced by the debtors. This verification may be separately reported to the
Government vide paragrach 278.

) 1. As recards advances fo cultivators and other advances of which the detailed accounts
are kept by departmental officers, See Paragraph 310,
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.3dvancesforpmchwofmotorm and other
conveyances and similar interest bearing advances to Government servants, annual acknowledg-
ment should be obtained from each Government servant that he accepts, as due from him,
the balance of the advance worked out in the Audit Office. It should also be seen that
instalments in repayment of these advances have been regularly recovered.

CASH REMITTANCES

314, The balances under the cash remittance heads are composed of credits
unadjusted by debits, and debits unadjusted by credits. The ¢ of these
unadjusted items should be extracted from the Remittance Register (Form 91)
and the extract should show the month to which each item belongs. The net
balance of each class of remittances should agree with the balance of the

corresponding Ledger head.
‘ PUBLIC WORKS REMITTANRCES
3i5. The balances under public Works Remittances are reconciled with
the ledger in the manner prescribed in paragraph 484.
BANGLADESH BANK REMITTANCES
ount of Bangladesh Bank

3143201 VERIFICATION OF BALANCES

2. In the case of house-building advances

I

316. As the receipts and payments on acc
Remiitances are required to be cleared with the Bank daily and in the accounts

of the month is which the transactions originate, there should ordinarily be no
balance under the head “Bangladesh Bank Remittances” at the close of the
year. If any outstanding balances should occur, prompt action should be taken
for its adjusttment. The circumstances which led to the balance and the action
taken for its clearance should also be explained in the report on the Finance

Accounts of the years.
317. Deleted.
318. Deleted.
OTHER REMITTANCE HEADS

319 The outstandings under the Settlement Accounts and Exchange
‘Accouns should be verified in accordance with the rules prescribed in Chapter 8
and 10 respectivelv of the Account Code. Volume IV.

CASH BALANCES

320. The duty ot watching the balances in the Bank and treasuries/D.A.Q.
and sub-treasuries developes on the Ministries of Finance or on the Accountant
General if the Government so desires. For the purpose of accounts the cash
balance in the books of the Accountant-General will be reconciled each month
with the Cash Accounts rendered by Treasury Officer/D.A.O and with
statements of closing balances received from the Central Accounts Section of
the Bangladesh Bank. As regards balances in the Bank the process of
reconcitation will be as follows:—

(a) The head Bangladesh Bank Deposits’ on the books of the A
Genaral will contain three sub-heads, namely— =y

sh Bank Deposits—Treasury.
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(2) Bangladesh Bank Deposits—Headquarters. '
(3) Bangladesh Bank Deposits—Central Accounts Office, Bangladesh

Bank. :
At Dacca the ‘daily sheets of the Bank are rendered to the Treasury Officer/
' be taken to the sub-head

D.A.O. the net remittances to and from the Bank will
Bangladesh Bank Deposits—Treasury”.
(b) For facility of reconcilation the statement of balances rendered monthly
by the Central Accounts Section of the Bangladesh Bank will show

separately—

(i) met transaction . _at.

Bank operating at District and Subdivisional
country.

ot tramsactions at the Branch of the Bangladesh Bank oparating

(ii) net

at Divizional headguarters.
(iii) Deleted.

(¢) The net debits and credits under (i) will be reconciled by the
Accountant-General with figures accounted for under the head
Bangladesh Bank “Deposits—Treasury”. The cash Account cf cach
Treasury/D.A.O. will conmin a certificate of the Treasury Cificer/
D.A.O. that the net amount debited or cradi'ed under the head
Bangladech Bark Deposits—in his accoun’s ot the month agrees with
the net disbursements or not receipts and disbursements received from
the Branzhss of the Bank., In etfecting this reconciliation allcwance
has to be made for transactions in bank sub-treasuries towards the
close of a month which. except for the accounts for Jute are not
brought on the treasury accounts till the accounts of the next month,

s during the month at each Branch of the Sonaii
Headquarters of the

The figures under (ii) will be verified in the same way with the net adjust-
ment of the accounts- under the head “Bangladesh Bank Deposits —Headquarter
or where necessary with the adjusiment under the sub-head “Bangladesh Bank
Deposits—Treasury™.

The net debit or credit under the head “Bangladesh Bank Deposits” verified

in the manner indicated above will be transfezred before the accounts of the
month are closed to the head “V-Cash Balances—Deposits in the Bangladesh
Bank”, The balance under this kead at the end of the month will then be
checkad with the Balance on the books of the Bank as shown in the stziement
of balances rendered by the Centra! Accounts Section of the Bangladesh Bank.
The fact of the reconciliation will be noted in the monthly accounts rendered
by the Accountant-General to the Government.

1. The proceduare indicated in this paragranh should anniv mutaris mutaeJdic for the
reconciliation of balances on 30th June.

Note.—Deleted.

wn

321. The opening cash balance of each departmental account is agreed,
month by month, by Audit Sections concerned with the closing balance of the
previcus month, and it is seen that the closing balance is certified to have
- been verified by some responsible officer in accordance with the prescribed rules,

14
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A monthly statement should be prepared from departmental accounts in order
to work out the closing balance. It should be compared each month, by the
Book Section, with the debit balance of the Ledger head “Civil Departmental
Balances™ and the agreement should be certified by it.

PUBLIC WORKS BALANCES

322. The following balances in the accounts of the public
Department should be verified in the manner described below:—

Works

(i) Deleted.
(ii) Transactions under the heads Public Works Deposits and Takavi
Works Advances are reconciled with the Ledger, month by month,
i through the Broadsheet in Form [II, vide paragraph 393. Their
: balances are similarly reconciled at the end of the year.

(iii) The closing cash balances of Divisional Officers as given in their
Monthly Accounts for June are verified individually in the Works
Audit Department with the original Cash Balance Reports. Form
P.W.A.2, for that month, received from the Divisional Officers. and
the aggregate of these balances should be reconsiled with the balance

in the Ledger.
The General review of the balances should be on the lines of certificate 3

of Form P.W.A. 46.
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CHAPTER 16—PRE-AUDIT PAYMENTS

323 Schedule of Cheques Paid .. 338

Pre-audit Systen i i

General procadure - 325 Post-audit e = 339
Audit AL = i 327 Qutstanding Cheques i 340
Payments by chieque . . 330 Accountant General's Check "
! Register . - 3
Payment in cash e - 331
Closing for the Day .. - 315
PRE-AUDIT SYSTEM

323. Claims upon Government, payable at sections where Audit Offices are
located, are for the most part <ubmitted to the local Audit Office for‘pre—audxt
(Article 213. Audit Code). and are paid under the rules in Appendix 5 to

chapter 5 of Sectiop 1V of the Audit Code either in cash or by an order upon
the Bank.

394, The instructions in this Chapter apply to the o
as circumstances permit.

ther Audit offices as far

GENERAL PROCEDURE

325, The Pro-audit Pay Department is responsible for receiving, and for
making parment of the claims of all local Civil Departments, and of similar
clzims of the Public Works Department in respect of other than works expenditure.

On receipt of a claim it should be sent to the section which audits the
payment of similar claims made at treasuries/D.A.O. and the payment should
be made after the clzim is audited and passed by that section.

1. In the case of payments to non-officials either on behalf of Government or any local
authority on account of fees, commission, bonus, remuneration or reward of any kind
necessary intimation. together with the addresses of the payees, should, at the time of actual
pavment, be sent to the Income-rx Officer concerned if the amount of each payment is

not less than Tk. 250,

ces. the arranzement is that, in exchange for every bill presented, &
brass token bearing a number is given to the person who presents the bills by the receiving
clerk in the Pre-audit Pay Department. This number is noted by him on the bill, which
is not returned to the pavee but is transferred to the Audit Section concerned. When the
passed bills are recived back from the Audit Section, the numter of the token is noted

The cash is paid or the cheque is handed

from them on any cheque prepared for payment.
. over to the person who presents the brass token and gives the particulars of the amount

and payee of the bill. The receipt and issue of tokens is recorded in a Register of Token
in Form 98. The cashier should verify daily” the stock of tokens in hand after taking into
account the unredeemed numbers, This verification is entended merely as a pumerical check
and the object is to ses that, for the number of tokens that are not in hand, an equal
aumber of bills exists in the office. A certificate of this verification should be recorded in
the Register of Tokens and should be put up to the Branch Officer in charge.

(b) The Superintendent should see daily that, for all bills paid during the day whether
in cash or by cheque, and for bills returned unpaid, the corresponding tokens have been
received: back. He should record a- certificate in Form 99 to this effect, and the certificate
should be shown daily to the Branch Officer in charge. 2,

2. (a) In most offi
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census of all tokens in hand should be taken
01 and the result reported to the Accounfanl
different sections in

(c) On the 20th of each month, a detailed
v should be made from

by the Superintendent in a Register in Form I
General. For the purpose of this census enquir
Form 101.

326. After the passed bills have been received back from the Gazetted
Officer, they should not be sent from one szction of the office to another except
in locked boxes. Whether the despatch be transfer from the Audit Section to
Pre-audit Pay Department, or from the cheque writer to the Gazetted Otlicer and
back, or any other transfer. All tranfers between the Audit section and the

Pre-audit Pay Department should be noted in a Transit Register,
AUDIT

327. The Audit section should conduct the audit of bills presented for Pre-
audit and payment on the same principles and with precisely the same formalities
as are observed in the case of bills received with the ireasury accounts for Post-
audit, care being taken that the two classes of bills are kept separaie from each

other.

328. Specimen signatures of officers drawing bills-pay or contingent should
be obtained and pasted in the proper pages of the Audit Registers, and each
auditor should. on receipt of a bill, first of all see that the sienature on the bill
agrees with that tecorded in the Audit Register. The specimen should be
attested by the fuli dafed signature of the Branch Officer and a rubber stamp

should not be used for the purpose.

Note .—On a transfer of charme between Government Servants, the relieved Government
servant should sead to the Audit office the required number of spacimen signatures of the
relieving Givernment servant. The audityr will sse that the signature of ti:e relieved Governs
ment servant is correct and then paste the specimen signature of the relieving Government,
gervant into the Audit Registers, cancelling the previous ones.

Note ?.—In cises where a persanal assistant or any other Government servant is entitled
fcsign bills “*far” a suoerior offizer. specimen signatures of the Government servant so entitled
should be obtained and utilised as above. .

329. After the bills have bezn examined and recorded and the audit
enfacements and the amounts passed for pavment (in words and figures)
written on them by the auditor, they should be laid before the Gazetted Officer
in charge with the audit registers. The officer will examine ths bill, compare
the signature of the drawing officer with his specimen signature in all cases and,
if s_at!sﬂed of the correctness of the charges, initial or tick off the entries in the
registers-and pass the orders for payment. The bills will thea be returned to

the Pre-audit Pay Department.
P Note.—Care should be taken the paid vouchers reqaived = trezsurisc 2rz kept separate
Tom bills presented for payment after pre-2udit.

PAYMENT BY CHEQUE

330. If payment is to be made by cheque. the passed bill will be transferred
to the cheque writer, who will prepare a cheque for the net amount in the special
form for pre-andit cheques putting his signature after the word entered. He..
will note the number of the cheque conspicuously on the bill, enter the amount
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i the Register of Cheques Drawn (Form 102) and lay the cheque and the bill

togetger bgefore the Branch Officer in charge. This officer will tick off the
t agrees with-the amount passed, and

number of the cheque, see that its amoun :
. and stamp the bill “Cheque drawn” the passed bill together

uld then be sent to the Cash Department which will date
_the cheque at the time of delivery. After delivery the Cash Department  will
" attach the payec’s acknowledgement to the bill, stamp it as ‘paid’, write the
voucher number on the upper right hand corner of the bill and enter the pay-
ment in the Register of cheques Delivered (Form 103). The cheque will be
paid by thc Bank and charged in the relevant schedule of Accountant-General’s
cheques paid attached to the bank’s daily account. (See paragraph 338).

1. When two or moare bills are payable to the same person, a single cheque should be -
issued for their aggregate amount, thiaagh the particulars of each bill should be entered
wpirately in the Register of Chagues Delivered (Form 103). In such cases a stamped
acanowle lament for eich bill should not be demanded; a sinele stamped receipt is sufficient.
be stampned in the Audit Office with a rubber stamp

Fazh such bill may, if nacessiry, \
indicating that ths relevant receint is included in the receipt attached to such and such a
bill, the number beinz entered iz manuscript.

2. Duplicates of lost cheques arc. in some cases, issued on forms differing from the
priginal only in that in word **duplicate” in printed across them in red.

3, The completeness and regularity of an endorsement on a bill should be examined in
accordance with the rules made by Government in this behalf.

PAYMENTS IN CASH

331. Bills to be paid in cash should, on being passes, be made over to the
cashier, who, if the voucher be in order; duly passed; and receipted should
stamp the bill paid, pay the net amount, write the voucher number on the upper
right-hand corner of the bill, and enter the payment in his cash Payment Regis-

trer (Form 104).
Note.—Bills for pensions may be paid in cash, up to a limit of Tk.250 in each case.

then sign the cheque
with the chequs sho

332. For the payment of these claims a fixed imprest is allowed, and if
this runs short during business hours, a cheque, also in the special form for
Pre-audit cheques may be drawn to replenish it. The Branch Officer in charge
should check the entries in the Register of Cash payment with the vouchers, and
should also see thai the amount of the cheque agrees with the total of the
Register, before he signs #t.  The voucher for this cheque will be in Form 105,

1. Before issuing such a cheque, it will be well to note on the voucher above described
total it covers all cash pavmeas-up to “0” Clock”,)but on a day on which small payments
are expected to be numberous and soon to exhaust the imprest, a further amount may he
drawn by a cheque when office opens and if the result be that the cash balince af th=
end of the dav is not reduced to the amount sanctioned for the fixed imprest, the fact
must be reported to the Accountant General, and the surplus shown separawly on the final

agreement slip (Paragraph 337).
333, Deleted.
334. The fixed imprest-will be borne on the accounts as permanent advance

and will be counted and certified by the Gazetted Officer in charge on the last
day of each month. The certificate initiated by the Acconntautm(.'}genefal s;m?ld

be filed with cash balance reports. :
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335. At the close of each day amount of fixed imprest must be made by
cheque drawn by the Gazetted Officer in charge in his own favour, so that the
cashier may always close with a balance equal to the fixed imprest in cash and
cheques; before signing the cheque, the Gazetted Officer in charge will apply the
same test as are laid down in paragraph 332.

335—338] [Chap. 16

336. The Branch Officer in charge should take up the Register of Cheques
Drawn with the ckegue book, see that the numbers of the cheques in the Register
are consecutive, and ascertain that no more forms have been removed than are
accounted for by entries in that Register. He will initial the counterfoil of the
first unused form (the first to be used on the next day). and by turning back to
the last initials (those on the first used form of the expiring day) will ascertain

how many forms have been removed. :

337. The entries in the Registers of Cheques Delivered and the Cash Pay-
ment Register (Fortns 103 and 104) should be summed as cach column is filled
up. A final total. expressed in words and figures, should be made at the end of
the day, and the voucher. with memoranda in Form 4 of the Account Code,
Volume IV. for payments, showing the aggregate amount of the payments, in
words and figures. should be forwarded to the section which has to prepare the
Debt Head Classified Abstract to pre-audit pay Department. the cheque and cash
memoranda and vouchers being kept distinct. Ordinarilv, a single memorandum
for each class prepared at the close of the daily payments, will be sufficient: but
on davs when the payvments are numerous it is convenient to make up the totals
and forward the vouchers two or three times during the day, and when more
than one memorandum is thus prepared. the aggregate amuont paid from the
commencement of business must be shown in each. in words and fisures. (See
also Article 36 of the Account Code, Volume IV).

1. The amount of the cheques issued in replenishment of the fixed imprest must be

meluded from the aggregites reported in these slips.

2. The Branch Officer in charge need not, of course, count the vouchers before signing
the slins. nor is it absolutely necessary for him t> await the return of one such slip before
ferwarding another packet of vouchers.

3. The vouchers, if numsrous, are transferred in parcel at intervals, in ‘order that the
theck list described in Article 36, Account Code Volume IV may be written up more
prompily.

SCHEDULE OF CHEQUES PAID

338. The Bank will send the paid chegues daily to the Accountant General
together with schedules for the payments showing the number and the amount
of each cheque: and the whole amount of each schedule will be shown in the
relevant daily Bank sheet item “Pre-audit cheques paid”,

POST-AUDIT

339. The schedule of payments relating to each department together with
the relevant vouchers should be sent to the Departmental Audit Section con-
cerned as laid down in Article 38 of the Account Code Volume IV. On
veceipt of these documents the Audit Section will examine them as- prescribed
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in paragraph 28 and will conduct a final
will consist of the following checks -

(a) that the pay order is genuine ;
(5) that the endorsements on the bills are in order ;

(c) that a final fcceipt for that full amount passed in audit has been
received from the drawer of the bill in the prescribed form ;

Note—In the case  of bills for the pay nad allowances of gazetted
Government servants the receipt of the drawer’s banker or agent may be
accepted as a final receipt. In such a case, however, the bill should be
endorsed by the drawer with a distinct pay order in favour of his banker or agent

which order need not be stanped.
d) that the massenger has sianed the final receipt, except when the

2 sig p P
payment has been mude v crossed cheque sent through the post : and

(e) that the Cash Department has signed the certificate of ayment,
) P £ pajy

Noge I.——-Ur\!ill the audit has been o npleted as above, Payment should be held undey
formal audit objection. Such objeciions sbould most cases be cleared before the accouny
for the moaths are audited and iew obiections for want of vouciiers should chegeloge

tnd a place ordinarily in the Owmpection Book,

Noga 2.—A  Register in Form 105 shouid be midintained in the Audit Section for th:
weond of Anal pPast audit of pre-audic bus, The linal post-audit must be reviewed by 1
nember of the superintendending st 1o rhe extent of 2 per cent. of the pavments,

ANure 3.—The instructions in this paragraph will also apply mugatis mitandis to youchas
e Schedules received from the Bank. _ i

OUTSTANDING CHEQUES

-340.  The paid cheques returned daily by the Bank should e compared
with, and ticked off in, the Registers of Cheques Delivered (Form 103),  apd
from this a list of outstanding cheques (showing number and amount) shoyld
be made up and totalled weekly the rotal being expressed in words angd figures
The preparation of this list should on no account be left to, a member of tha
Pre-audit Pay Department, The eniries in the list should be cheched and the
tatal attested by a Superintendent, before it is sudmitted to the Accoun.
tant General for him to post his Check Registers (Paragraph 341), The
balances for the last day of the month should be agreed with the Ledger
balances and the agreement certified by the Superintendent, Book Department,

073

L. If 2ay cheque 8ppedrs to b2 undul fape culstanding enaniriag regarding it chanld %,
made of the holder; and if it cannot be Traced, it may be stopped, and the charge whicy
it represents cancelled and adjusted, The oumber of the chewque in the outstanding list

will sufficiently indicate any such exceptional cases,

2. The most convenient form of the daily schedules will probably be that of a book as ihs
maintenance of an outstanding list of <cheques renders it unnecessary to record the detai;

of the chegues paid.
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ACCOUNTANT GENERAL’S CHECK REGISTER

341. A register in Form 107 will be maintained by the Accountant General

showing the daily issues and encashment of pre-audit cheques and the balances
k. The register will be kept in the

of unpaid cheques at the end of the wee
custody of the Accountant General but may be posted by a Superintendent or
than one connected with the pre-

other nominee of the Accountant General, other t
audit Pay Department or the Department responsible for the preparation of the

list of outstanding cheques.
The weekly comparison as indicated in the form will be made by the
Accountant General himself,

341] [Chap. 16

A menthly comparison should alse be made with the balances in the
Registers of outstanding cheques at the end of each month. The balances in the
should also be verified indepenently with the

Accountant General's register
Ledger balances in the Book Department and not to this effect recorded in

Form 107.
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PART II—PUBLIC WORKS AUDIT

CHAPTER |7—GENERAL ARRANGEMENTS AND METHODS OF WORKS

Introductory 342 Current Review of Audit 353

Office Arrangements 344 Completion of Audit 360

Audit Procedure 346 Post Review of Audit i 361

Appropriation Audit js2 Miscellaneous 368
INTRODUCTORY

342. The instructions in :his part are intended primarily for the Works
Audit Department which is responsible for the audit of and accounting for those
transactions of the Public Works Department, which are brought to account by

Divisional Officers of the Depirtment in accordance with the directions in the
Account Cede, Volume IIT and the Financial Rules of the Government. Sub-
ject to such exceptions as may be auhorised by the Accountant General with
the pravious concurrence of the Comptrotler and Auditor General. the instructions
in this part should be followsd by other departments or sections the Audit
Office entrusted with the audit of and accoun‘ing for the works mentioned in
Article 4 of Account Code, Volume III.

343. The instructions in this part are supplementary to the general
directions contained in the Audit Code and the rules in  Chapter I of this
Manual which are applicable to the works Audit Department unless there be
something repugnant in the subject or context and except to the extent that
they are moditied by the insiructions hereinalter prescribed.

OFFICE ARRANGEMENTS

344, The Works Audit Department shoulgi be divided .intq small sections,
each with a Superintendent in charge. The primary responsidility for the audit
of the accounts of Public Works Divisions, and other work con_.nec:egl _tI_'xere—
with, rests with auditors who should be experienced clerk or Junior Divisional
Accountants, The actual distribution of work, which shouid be set out glearly
in the office Manual, will be settied by the Accountant Gereral .accordmg to
local requirements, The exmploymen: of auditors to assist senior auditors
should be governed by the following consideraticns

(1) The respossibility for audit chould, as far as possible, be undivided.
(2) As a general rule, 2 auditor should not be emploved as an senior
auditor until he hes the requisite eXperience.

(3) A senior auditor as he gains experience should be entrusted with more

important work.
1. An Accountant, selected for holding the charge of 3 Works Audit Seetion. must
have had adequate training in the duties of the Divisional Accouniant In a divisional al’:ﬁce._-_,

345. The auditer is primarily responsible for all zudit work in connection
with the accounts of one or more divisions a!}oited to him. He w'nn_ll‘ audit_the
monthly accounts and pericdical returns received from those divisions :.aéx'l'd
deal with all returns, statements and correspondence connected with the audit.

15
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. AUDIT FROCEDURE

346. Thc work of audit should be taken up immediately on the receipt
of the Mon.hly Accounts. After the preliminary check prescribed in paragraph
347 has been exercised, the auditor should examine he several schedules,
schedule dockets, vouchers, etc., received in support of the Monthly Accou;nt

ruies

to see that they are in all respec:s prepared in accordance with the
applicable to each case, and then audit them in detail in accordance with the

general, as well as special, instrucions prescribea in the relevant Chapters of
the Manual.
347. The following additional points should receive attention :

(a) In respect of all transactions other than payments in cash and receipts
of cash, it is important to asceriain that each debit item is counter-

balanced by one or more credit items, and vice versa.

346—349]

(b) In the case of all credits (whether cash receipts or transfer credits)
which represent either (1) sale-proceeds of stores or other property,

or (2) their transfer value, it should be seen further—

(c) that the disposal of the property has been authorised by competent
authority, and

(ii) that the full value (including supervision or other charges leviable
under rule) of the property has Leen accounted for, or if there is
a loss, that the loss has been sanctioned 5y competent authority.

(d) Al schedules and accounts should be checked arithmetically.

(e) In regards to accounts with balances, it should be seen that the
opening balances of a month are brought forward correctly from the
previous month, in such detail as the prescribed form of the account

requires.

(f) In cases in which the figures of one account should work into another
account, the two accounts should be reconciled with each other.

548. The audi'or examining a voucher or schedule should record the
necessary particulars in the proper Audit Register, unless there is a rule of
cortrary. In token of this he should initial all the documents from which the
Register is posted and obtain the initials of a member of the Superintending
staff appoinied for the purpose, in all cases where, under the instructions in
paragraph 353, the latter is required to initial. For this purpose, a suitable

enfacing stamp may be used, vide paragraph 10.

Note—"ee 111 elsewhere in this part, the term “Superintending staff” should be held
t» mean naly S.AS. Acerintants and Accountants and such Divisional Accountants as may

be attached to the Audit Office.

.349. The Audit Registers and Note Books (vide Chapter 18) should be
written up at the same time as the audit of the voucher or schedule is being

conducted. (See paragraph 5). =
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350. Al corrections made in the Monthly Account, or in any of the
schedules, should be advised to the D.visional Officer through the Audit Note
(Paragraph 532), for the correction, after verification, of the relevant records

of the division.

351. The Supplementary Account of the year should be dealt with in audit,
as far possible, in the same way as the Monthly Account of one of the months
of the year. It should be borne in mind, however, that there can be no cash
transactions in this account, nor any actual transactions of Smck3 and that
transfer transactions are permissible only to the extent indicated in Articles

169 and 236 of .he Account Code, Volume III.
L“APPROPRIATION AUDIT

352. (a) It is an impor‘ant function of audit to see that, in all cases
falling under Article 161 of the Audit Code, the progressive expenditure does
not exceed the divisional allotment sanctioned for individual works or items of
expenditure, or for group of works or items of expenditure. The works Audit
Regis er affords facilities for conducting this check. If, in any case, the up-to-
date expendi ure is in excess of alloment, or is not—covered by allotment, a
suitable entry should be made in the objection Statement, except when such
expenditure is not open to audit objection under the Financial Rules of the

Government,. {
(b) The Works Audit Department is not responsible for the check of
expenditure against the grants for the whole country.

(c) Ia cases, not covered by clause (b), in which two or more Divisional
Officers are authorised to incur charges relating to a unit of appropriation
against a lump sum allotment places for the purpose at the disposal of a single
higher authority, and the Accountant General, at the request of the Government,
has underiaken ‘o audit the collective charges against the allotment, he will
prescribe the arrangements for conducting the necessary check. It will be
necessary in such cases to collect the audited expenditure figures of the
divisions concerned in suitable summaries; in doing so, the general rules laid
down in Chapter 2 of the Account Code, Volume IV, should be observed,

CURRENT REVIEW OF AUDIT

353. 'The audit of the Monthly Accounts of Divisional Officers must be
raviewed by a member of the superintending staff. This review will comprise
the following duties in addition to any others that the Accoun:ant Genesal may
prescribe:

(1) He should examine generally all the vouchers and initial after full
review ten per cent. of the total number of vouchers the audit of
charges re'ating to which is recorded in Part I of the Works Audit
Register includng therein all vouchers for amounts  exceeding
Tk. 1,000 each. :

1. 1If all vrichers attiched tr 2 s=hedale dacket are review, it will suffice if the scheduls
docket is mirked “Viuzhers reviewed™ over the initials of the Superintendent.

. %’1 T;e i-nt;-.t:)t\i:rl_ i1}) Jrizrinh 33 :ieglrding the check of the classification of vouchers
¢ Trawzary Aadit "Departns atj, :
et T 14 & partnsat apply matalis mutandis to the vouchers of the Work
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(5)
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He should review all special charges and credits, the audit record of
which is kept in Parts II to V of the Works Audit Register, and in
evidence of this review he should initial the entries in the Register,
as well as the vouchers and the account entries audited. The check
should not be confined to the entries made in the Register by the
auditor. When the vouchers and accouats are reviewed generally,
it should be seen that no transactions pertaining to thesc parts of the
Register have escaped the auditor’s examination.

All schedules leading to the Monthly Account, and the account itself,
should be examined and it should be seem generally that no important
points have escaped the auditor’s scrutiny and that the several accounts
have been written up correctly. The prompt adjustment of outstan-
dings of all classes should receive special attention.

A percentage of the entries made by the auditor in Part I of the
Works Audit Register should be checked, the items examined being
marked or initialled in the schedule concemed, but see paragraph 385.

The entries made by the auditor in Part I of Works Audit Register
should then be reviewed completely for verification that all charges
net covered by allotment or technical saaction are challenged.

Lastly, the Audit Note, and the Objection Statement prepared by
the auditor should be examinzd so that it may be seen that the
remarks made or objections raised are all in order. He should neatly
edit them and add. in his own writing, any remarks or objections
which he finds necessary as the result of his scrutiny.

The following points should receive the Superintendent’s special

Expenditure on all large works, in connection with which any contract
has been sanctioned by an authority higher than the Divisional
Officer, should be reviewed completely, month after month, till
completion, even though during a month mo payment may have been
made in connection with the contract. In this review it should be
seen inter alia that all transactions, which should have been treated
as pertaining to the contract, have been so treated, and that, in
connec jon with the contract. there is no disregard of rule or want
of attention to the interests of Government, requiring action on the
part of the Audit office. The Financial Rules regulating the grant of
advances fo contractors and issue of materials to them should be borne
in mind specially and payments to sub-contractors should be
scrutinised jealously. It should be particularly seen in the case of
final bills that the date of actual completion of work is duly checked
with the stipulated one (Column 5 of Part TIT of the Works Audit

Register). _
The spirit of the instruction in clayse (a) should also be observed
generally in the audit of ° mahem, ,.Especially : contractors  bills,
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f stores issued is recoverable from a
contractor, or he has received a “secured advances” [vide
Article 9 (32) of the Account Code, Volume 11I] on the production
of stores, it should be seen as far as possiole, .nal whenever a pay-
ment is madet to him in respect of the particular items of work, on
which the stores were exiended to be used, a recovery of the value
of the stores used in the construction is made from him simul.aneously

in accordance with rule.

(c) In cases where the value o

(d) A special watch should be kept over the disposal of materials, the
“Issue Rates™” [Vide Article 9(18) of tae Account Code, Volume I1I]
for which are known to be apprecubly below the marker rates, so
that practices likely to put th: Stae to loss may be challenged, if

they come to notice.

(e) If it is noticed that the application of any rule, limiting the recovery
of the rent of a public building occupied by a Government servant
to a prescribed percentage of his emoluments, has the effect of lowering
the rent of the building to a figure appreciably below the s.andard
rent as fixed under rule, the malter should be examined from the

int of view of audit against propriety, with reierence to clauses IV
a) and V of Rules 45A and 43B of the Fundamental Rules or the
corresponding Service Rules of Government,

(f) In the case of running account bills for works executed on lump sum
coniracts it should be seen that the method stated (o have been
employed for estimating the value of work done is not -prima facie

open to objection.

355. After reviewing the audit, if the Superintendent finds that the
enfacement of audit made by the auditor on the Monthly Accoun: is in order,
he should initial it, and submit the account {complete with enciosures) to the
Branch Oflicer in charge for his review. The Audit Note and the Objection
statement, as well as the Works Audit Register and the Objection Book, should

also be put up with the account.

356. The Branch Officer should examine geperally the monthly Account
and al! the supporting schedules but le need scrutinise cnly the vouchers for
amounts exceeding Tk. 10,000 and a percentage of the others, initiailing those
scrutinised. The Works Audit Register and the Objection Book should be
inspected, and it should be seen generally that the auditor and the Superiniendent
have performed their respective duties carefully. The results of their audit
should be scrutinised and, if everything is found to be in order, the audit
enfacement on the Monthly Account should be signed.

357. The Branch Officer in charge of a section should scrutinise carefully
every objection whether entered in an Objection Statement or in an Audit Note,
before he passes it, cancelling or submitting for orders any to which in- his
‘opinion the provisions of Articles 248 and 254 of the Audit Code couldbe applied
suitably. In this scrutiny.the instructions laid down in paragraph 41 should
also be borne inmind. —* i
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358. Objections raised on objection sta'ements, audit potes, half-margins
or audit memoranda should not be treated as routine correspondence  which
may be issued by Superintendents under paragraph 40(c) ot the Mannual of
standing orders. ~The ins.ructions contained in paragraph 41 should be followed

in communicating objections.

359. Both the Branch Officer and the Superintendent, when reviewing the
accounts of Divisional Officers, should bear in mind specially the requirements
of audit against propriety, vide Articles 84 and 85 of the Audit Code. They
should see further that Divisional Accountants appear to have attended to
their audit and account duties satisfactorily. Should there be any evidence of
slackness or disregard of prescribed rules or procedure, on the part of the
latter; or should the accounts of the division especially the Monthly Account,
be found o contain habitually errors of other than trifling nature, the Deputy
Accountant General should be informed, and suggestions for the issue of the
necessary admonition or for other action should be made to that officer.

COMPLETION OF AUDIT

360. The audit of the divisional accounts of a month should ordinarily
be completed in time to enable the Book Section to include them in the Civil
Account of the same month; where this is not possible the procedure authorised
in paragraph 5 may be followed. Without the approval of the Accountant
General, no account may be omitted from the civil Account of the month to

which it relates.
<% §

POST REVIEW OF AUDIT

361. The Accountant General should arrange for a post review of
Divisional Officers, accounts in such a way as to ensure that the accounts of
every division are reviewed at least twice in two years, once by a Branch Officer
and once by a member of the Superintending staff. The Accountant General
or his Depuy should keep a suitable register for this purpose, and every month,
as soon as the accounts are posted, should indicate therein the names of the
persons by whom a review of the accounts is to be made, and the names of

divisions which each should review.

362. The Reviewing Officer should subject the complete accounts and
vouchers to a careful test audit. The scale fixed for the check is as follows:

(a) For Gazetted Officers—The same as that fixed for the current review
by the Superintendent (Vide paragraphs 353 and 354), and one half
of the review work should be devoted to a re-check of the review
which has already been done by the Superintending staff.

(b) For Superintending staff—Complete re-audit of the work done by
the auditor, without a re-check of the review which has already been

done by the Superintending staff.

It should be seen that the accounts and vouchers have been audited properl
and due objections taken. The Works Audit Register and the Objection Bouz
should be examined so that it may be seen that they are kept properly in
accordance with rule, and that a sufficient check eglsts ‘over charges as well as
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outstanding items. The Branch Officer should initial the documents and
registers in the same way as the Superintendent is required to do in respect of
the current review, and when the review is made by the Supenptendmg .st-aﬁ,
the procedure will be the same as that prescribed for observance in the original

audit by auditors. ;

363. The Reviewing Officer should submit, through the Deputy Accountant
General, a report of his audit to the Accountant General, in a form to be
prescribed by that Officer. The report should be made in a bound book and
should show only important errors and irregularities. Defects of procedure

should receive special attention.

364, The work of post review should be carried out, as far as possible
by senior members of the office. and should not be en'rusted to very junior
Gazetted Officers. If it is entrusted to probationers, for purposes of training
the account reviewed should not be included in the prescribed number.

365. Any portion of the check which is exercised by a Branch Officer in
the course of his ordinary duties need not be exercised again by him or by any
other cfficer in the course of his review. Similarly, any portion of the current
review or check which is exercised by a member of the Superintending staff need
not be exercised again by him or by any other member of that staff in the course
of post review. Detailed orders on this point should be inserted in the Office

Manual.

366. If necessary, the Accountant General may select one Senmior Accoun-
tant who is not in charge of a section of the Works Audit Department, for

purposes of the post review.

367. A period should be fixed bv the Accountant General for the
Completion of a Gazetted officer’s review and its submission to him, and any
failure to complete a review within this period will constitu'e ap arrear which
should be treated as prescribed in paragraph 28 of the Manual of Standing

Orders.
MISCELLANEQUS

368. If the accounts work of a division falls into arrears, or if there are
signs of any confusion therein, the ma‘ter should receive the promt and careful
consideration of the Accountant General, who should not only move the
Divisional Officer (or the higher authorities of the Public Works Department,
if necessary) to take necessary steps to remedy the defects. but also suepest
for consideration such remedies as may appear suitable, and if necessary render
such temporarv help as he mayv be in a position to give. In serious cases it
may b]'_le aéiﬁsablzl fo;ﬁ the Dg:pmy Accountant General or a Branch Officer to
visit the divisional office and to discuss the situation personally with
Divisional Officer and the Divisional Accountant, . . s

369. Whenever a Divisional Accountant is relieved of his duties in a
divisional office, it should be seen that the memorandum referred to in
paragraph 270 of the Manual of Standing Orders is received from the Divisional
Cfficer. This memorandunm should be reviewed bv the auditor and the
Superintendent for the d'vision, and laid before the Deputy Aceountant General .
for orders. Points requiring action on the part of the Audit Office should be

taken up promptly.
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370])

370. When a minimum period for the preservation of an initial or compiled
account recozd in a Divisional or Subdivisional Office has not been prescribed in
the rules framed by the Government for the destruction of records, Divisional

al of the Accountant General before

Oificers are required to obtain the approv
des roving that record. If any of the records proposed to be destroyed are

connected with works or other accounts in progress, or are likely to be required

at a fu ure date for audit purposes, the Divisional Officer should be advised to

postpone their destruction. Such advice should be offered only with the

apprcval of the Accountant General and as far as possible, the periods of preser-

vation prescribed for corresponding records of the Audit Office, vide paragraph

343 of the Manual of standing orders, should be taken as a guide.

“iyn swaald alsy be anplied in the scrutiny of any rules as regards destruction
Gowernsent mav propose to intruduce.

of other account records which Subdivisona !

(i

iwn: cash books or

Cazizs of sub

s siamiE 1) it Divisianl Ofke should be treated as original account records, and
a3t Divisioaal ( rs' accounts rendered to the Audit Office are based
and -3 on e orzingl thereof.
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CHAPTER 18—AUDIT REGISTERS AND NOTE BOOKS

Works Audu Register—

Form " - £ e 371 OrJers of Special Recoveries .. 381
Sanctions to  ¥Irks o o 72 Miscellaneous Sancrions and
Orders .. Y 382

Other Sin:tiaas aad Drders 378 Currency of the Register - 383
Sanctions to Fixed Chargss 379 Cheque of Postings .. . 385
Sanctions to Contracts .. 330

Register of Lind {harms .. 335

Rezister of Project Esu nafis 137

Broad-shects of Bulance! Hleuds 3e3

Note Books 396

WORKS AUDIT REGISTER
FORM

371. A register in Form 108, Works Audit Register, should be maintained
separately for cach divisional office, to serve as a collective record of all
sanctions rzlating to the audit of transactions included in divisional accounts,
and of the audit conducted against them during a year. This Register is
divided into five parts : I—Sanctions to Works, I1—Sanctions to Fixed Charges,
IIl—Sanctions to Contracts, 1V—Orders of Special Recoveries, and V—

Miscellaneous Sanctions.
1. The audit is enmusted to the Works Audit Department, the Procedure prescribed
be observed. separate registers of Special and Fixed Charges (paragraphs

in Chapter 7 should f
135 and 141) will be replaced by parts I and V of the Works Audit Register.

SANCTIONS TO WORKS

372. Part 1 of the Register deals with all sanctions and orders relating
to a work as a whole and with the expenditure recorded against it. In this part
are entered al! works executed in the division, of the Government departments,
divisions and offices, non-Government works, and manufacture operations
workshop jebs and other works and items of expenditure debitable to stock

and tools and plant.

373. Works should be grouped in this part of the Register so that all -
works falling under a unit of appropriation, as well as those fallipg under a
detaied head of account may be brought together. Separate folios or sets of

folios should, therefore, be reserved for each such diviion. The folios so o

reserved should be arranged in the prescribed order of minor and detailed
heads subordinate to each major head. ;

374. The entries of the months expenditure under each of the-g'-rcnb's .
and detailed heads mentioned in paragraph 373 should be totalled - monthly
and ig which 3 Jump @m allotment is tequired, under .rule, for:any; SIOUP;:L

16 -

P
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the progressive expenditure of the year should also be worked out and noted
underneath, in bluc or green ink. At the close of the year, the year’s total
for each detailed head should also be worked out and noted in the cloumn

for “Remarks”.

375. Part I, thus written up, will show month by month, the progress of
expenditure on each work, as well on each group of works for which there is
a separate allotment. If there are any other heads of accounts for which
there is a separate allotment in any division, one or more folios of Part Iof
the Register for that Givision should be set aside for the record of the monthly
progress of expenditure on such heads. Entries on these folios should be
made, in respect of both allotment and expenditure, in the same Wway as
those relating to works, the figures of expenditure being taken from the
Classified Abstract of Expenditure, Form P.W.A. 41, or other schedules
pertaining to the accounts of the division. In respect of suspense heads, if
the allotment is only for the net charge under the whole minor head
“Suspense” the months’ expenditure to be posted in Part I will be the figure
described as “Net Debit to Suspense” in Form PW.A. 41. But, if there is
a separate allotment for cach suspense head, the form of Part I will not
suitable: in this case, the form may be modified suitably. The form of the
Broad-sheet (Form III) may be used with advantage (a line of the form being
reserved for each suspense head), provided that two columns are inserted in
it, one for the net allotment, and the other for the permissible limit of the

balance, (i.e., the opening balance of the year plus the allotment).

376. Under each detailed head of account, all entries relating to the
working estimates of the same project should be grouped together in the Works
Audit Register, and the figures of sanctions and expenditure should be
totalled, so that the total expenditure on the project under each head of

account, may be known at any time.

377. The following points shou'd receive special attention in connection
with Part L

(1) Column ].—“Serial Number”.—Entries under each detailed head of
account should be numbered in a separate series. A number should be
assigned to a work, and an entry should be made in respect of it, as soon as
any sanction or order of allotment relating to it is received, or expenditure

on it appears in the divisional accounts.

(2) Columns 3 and 4.—*“Sanctioned detai'ed estimate”.—(a) Technical
sanctions to working detaited estimates should be entered in these columns.
The entry of the amount of 2 supplementary estimate should be preceded by
the letter “S” in red ink, and underneath the amount should be drawn a line
and below it shou'd be noted the total amount of the sanctioned estimates.
The amount of a revised estimate should be preceded by the letter “R”, which
should afso be in red ink orders of competent authorities passing excess Over
technical sanctions should also be noted in these columns and the entry of
the amount. preceded by the letter “E” should be put within brackets, s0 that
it may be distinguished from entries relating to sanctioned detailed estimates.
(b) In cases in which, in accordance with any ru'e, the prep!mﬂfm?of
detailed estimates for annual repairs to buildings has beent dispensed with by

-
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competent authority, the entries in these columns will be in respect of the
limits of cost prescribed from time to time. >imilarly, if

standard lump sum

the preparation of a detailed estimate for a petly purchase or manutacture of
tools and plant, or for the manufacture or collecion of stores, is nIcessary
under any rule, the amount of the expenditure authorised by competent:
authority should be treated as the amount of the technical sanction to a

detailed estimate.
(c) If a substantial portion of a work has been abondoned, the estimated
cted from the estimated cost of

cost of the abondoned portion should be dedu
the whole work, and the net operative amount of the estimated worked out.

(5) Columns 5 and 6.—“Allotment”.—These columns are intended for a
propriation. In cases i which

record of orders of appropriation and re-ap

funds are allotted for each woik, individually, the order will be noted against
the work concerned; in other cases, it wil. be noted in a suitable place assigned
to the total of the group of works included in the unit for which a lump sum
allotment is made. ln the case of non-Government works and isolated works
executed on behalf of other divisions, departments, the eatries in these columns
will be in respect of the gross amount Of the deposit received, or, if there is
no deposit, of any limit prescribed for expenditure to be incurred during the
year, see also clause 5(a) below and paragraph 411.

—_“Permissible limit of expenditure to end of the year’—
This column, like columns 4 and 3, should not be used in respect of works for
which no individual allotment is required by rule. Nor should it be used in
the case of works started during the year, as any alotment shown in column
5 will be the limit for the progressive expenditure to the end of the year.

—(a) In the case of works which

(4) Column &.

(5) Column 10.—“Full name of work”
are assessable to percentage recoveries on account of establishment, tools and

plant, etc., the work should be broken up into two paris—one I€ ating to the
charges on the work o the percentages 1here01::—-and

proper and the other t
all entries of sanction, allotment and expenditure should also appear in tWO
gh only one serial number will

(vide Note 2 on Form P.W.A. 27) thou
be assigned to the work.
should also be

ks of manufacture, the “outturn”
¢ relating to

(b) In the case of wor
made in a separate line below thos

recorded, the entries being
the “Operation”.

(6) Columns 11 to 24,—“Expenditure”.—Entries should be made in these
columns only when there is any transactions during a month, and whenever
an entry is made, the expenditure of the month should be entered in black
ink, and underneath it should be noted, in blue or green ink, the expenditure,
to date. The figures should be refixed by a red ink minus sign when they

nt minus expenditure. en the expenditure on a work is incurred
for the first time, the progressive expenditure need not be entered. When
it is entered for the last time, ie., when the work is reported as “com
g line should be drawn through the space for the remaining months of the
year, and the word “Completed” noted against it 1m the column ﬁm‘

- e
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; (?k)s Cofumd:m 26.—-"!11{1cmarks”.-TIn this column should be: noted -any
remarks or or for which no column is specifically provided, e ., Dote
the account of work having been closed (see cla{:se 6 agve)-,g al
sanctions and administrative approval when they are communicated to- Audit,

notes of verification and transmission of completion reports, notes of orders
relating to the clearance of expenditure on “Land, Kilns, etc,” (vide Article
etc.

158(b) of the Accounts Code, Volume I1I), etc.,
OTHER SANCTIONS AND ORDERS

- 378—381)

SANCTIONS TO FIXED CHARGES

. 379. Part II relates to sanctions to periodical charges, whether in connec-
Hon with work-charged establishments or on other services.

SANCTIONS TO CONTRACTS

380. In part III should be registered only such sanctions relating to
contracts for works, supplics, carriage, efc., as are communicated by authorities
higher than the Divisional Otficer. Unless a special agreement is drawn up
i 3 i et used be quoted in column 8, and in
column 7 should be set forth, as briefly as possible, all the terms and condition
which it may be necessary to apply in audit. If these particulars cannot be
tegistered satisfactorily, the Gazetted Officer may in writing authoriss the
detailed audit to be conducted against the original orders of the sanctioning
authority. In such a case the orders should be preserved carefully in a special
‘guard file, and in column 7 of the Register it ‘will suffice to quote merely a
reference to the pages of the file.

which payments are to be made to

1. Leases, and other similar agreements, under :
Goverament by the praties concerned, should not be entered in this Part, but the necessary
notes: of recoveries should be made in Part IV.

ORDERS OF SPECIAL RECOVERIES

Code and Rule 1 to paragraph.

L. The term recovery as used in this clause includes not only receipts and recoveries
£reditable to revenue heads, but also receipts and recovezies taken in reduction of expenditure.
Thus anticipated credits on account of sale-proceeds of materials received from dismantled
bu%,’ andof surplus materials and plant of closed or abandoned works, should be
‘watched through this Part, Similarly, is. to the ‘sub-head® Land kilns, etc,” of the'susrerise
head “‘stock” “should also be_waiched through “this ‘Part, the orders passed by- competent
authority about the mode of clearance. vide Article 1 Sa(ngof the Aceounts Code, Volume I17)
dwmwummmguumﬁmu the purpose. S e
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_ (b) Under this instruction, orders relating to recoveries on -account of
rent will also be entered in this part, but as soonl as the first entry giving effect
to the orders appears in the divisional schedue of Rents of Buildings and
Lands, the entry in this Part should be closed, with a suitable remark attested

by a member of the Superintending staff.
in Part IV of the Audit Register under

Note—The entry which is required to be made
this clause may, however, be dispensed with, if new revised standard rents are noted and
attested in the Schedule of Rents in the Audit office on receipt of sanctions.

(c) Similarly, orders relating to recoveries which have to be watched
through the account “Miscellaneous P.W. Advances” should be noted. in this
until the entry can be closed on the mecessary debit appcar-

- Part to be watched
ing in the Divisional Schedule of Miscellaneous P.W. Advances, Foom P.W.A.

32.

(d) In respect of recoveries from contractors, only such of them should
be entered in this Regi_ster as canmot at once be brought to account in the
Ledger, vide Article 152 of the Accounts Code, Volume HI. _

(e) But in cases in which the Contractors’ Ledgers and the schedu.l&d of
Rents of Buildings and Lands are not audited centrally (Article 233 of -.the
all ial recoveries ordered or promised in

Account Code, Volume 1), |

connection with; these accounts should ordinarily be noted in Part IV. as
also all charges recoverable from contractors which may be noticed in -the
course of the audit of divisional accounts. The Accountant-General _may,
however, prescribe an alternative procedures, with the approval of the Comp-
troller, and Auditor General, the point to ensure being that debts due contractors
may not be overlooked. See also Article 86(h) of the Audit Code. 5

(f) No entry need be made in this Part in respect of rec
through the Objection Book.

MISCELLANEOUS SANCTIONS AND ORDERS

382. Part V is intended primarily for all other sanctions and orders against
which audit of expenditure brought to account by Divisional Officers may
have to be conducted, eg., sanctions to local purchase of imported stores.
Sanctions to remissions of revenue may also be entered in this Part.

CURRENCY OF THE REGISTER

383. The Works Audit Register should be closed annually, and sanctions
and orders which are stili effective should be carried forward to the following
year's Register (with all necessary particulars in respect of the expenditure
already incurred against them), the entrics being attested by a membezr of the
Superintending staff as in the ease of fresh entries. This action cannot,
be taken completely until the Supplementary Accounts of the year
have been audited. But it is permissible, in anticipation of this event, to
transfer to the new year's Register such items of the old Register as have to
be subjected to audit in connection with the divisional accounts of the mew
'year. In such cases, the adit of transactions appearing in the Supplementary
‘Accounts wil of course be recorded in due course in the old Register, and .it
will, therefore, be mecessary (1) o0 _effect ;all conscquent . corrections in-the

‘[381-3884

overies watched
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entries transferred to the new Register, and (2) to review, where necessary,
the audit previously conducied.

. Entries relating to works on which no expenditure has recorded for six months
contimuously need not be carried forward at once to the next year's Works Audit Register,
unless the recorded expenditure is in excess of the estimate, butan enquiry should be made
of tme Divisional Oificer whether the accounts of the work should not be consi as
;-:;hsed. The entries should be transferred ultimately if the account is reported to be open

384. To reduce the clerical labour comnected with the opening of new
Registers cvery year, the Accountant General may introduce two-yearly or
three-yearly Registers, if desired. For this purpose it will be permissible to
insert extra inner ieaves or to adopt any other device, and even to alter the

prescribed arrangement of columns.
CHECK OF POSTINGS
3%5. The Accountant General will make suitable arrangements for
ensuring the accuracy of the posting in the Works Audit Register. As regards
ntrusted to a clerk, it will be &

Part 1, if the check of postings and totals is e
cent per cent check, but if the work is enfrusted to a member of the

Suaperinten
may suffice. For Parts 1I to V, no special check by a member of the clerical
establishment will be necessary, as all the entries are required to be examined

by a member of the Superintenden staff, vide paragraph 353.

REGISTER OF LAND CHARGES

386. A register in Form 100, Register of Land Charges, should be kept
so thet the Land Award Statements which are submitted to the Audit office
under the rules of Government by officers making the award under the Land
Acquisition _Act, may be checked. The Branch Officer in charge should
review this Register once a month and enquire into the causes of delays in the

disposal of the statements.
REGISTER OF PROJECT ESTIMATES

387. In the case of projects for Civil works where Public Works Officers -

are authorised to accord technical sanction to the various component parts
separately, with reference to the provisions made therefor in the administra-
tively approved estimate, a register in Form 110 should be opened, so that all
sanctions to estimates (in respect of Works Expenditure) sanctioned agaimst
the project estimate may be watched against the provision for works expenditure
in the project.

1. In respect of charges for Establishment, Tools and Plant and Suspense, auditis not
conducted against the provision made in the project. !

388. A set of pages of the Register for each project should be set apart
for each head of the sanctioned classification against which the sanctions to
working estimates are to be watched in accordance with the rules defining
the powers of Divisional Officers and other suthorities to sanction such working
estimates. Every sanction to a working estimate ghould be noted in the
Register, a progressive total should be struck against if so that the total senctions

ding staff, a ten to fifteen per cent check, conducted inteliigently,

O
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to date against the proj
available; and it should be seen that the provision is not > r
of savings and €XCESSES, the Register should be corrected (from time to time as
the accounts of any working estimates are closed or excesses arc authorised or
savings resumed by competent authority)—(1) by a suitable adjusting entry in

columns 5 to 8, and (2) by the entry of the excess or saving, as the case
may be, as a plus or minus entry in columns 1 to 4, as If it were & fresh working

estimates.

389. If a substantial portion of work has been abandoned and an intimation
of the fact has been received in the Audit office in any form, the estimated cost
of the abandoned portion (which should be ascertained from the sanctioning
authority) should be deducted from the estimated cost of the whole work as
shown in the Works Audit Register and in Form 110, so that the net operative

be worked out. Audit of actual expenditure on

amount of the estimate may { 1
the work should thereafter be conducted against this reduced limit.

390. Whenever the total sanctions registered on the several folios are
summarised to bring out the total liabilities against the amount of the project
estimate, excesses OVET estimates, which may be under objection at the time,

should not be overlooked.

391. If any technical sanctions are received which relate to the detailed
estimates for sub-works of a project which has to be but has not yet been
technically sanctioned as 23 whole after it has been administratively approved,
these should aisc be registered. It should, however, be seen—

(i) that the aggregale of the sanctions to detaned estimates aoes not
exceed, at any time, the amount administratively approved for the

whole project, and

(ii) that, until the project estimate  itself is sanctionea, the technical

sanctions to the detailed estimates are accorded only by the authority

competent to sanction the estimate for the whole project for an
amount equal to the amount of the administrative approval.

302. Al entries in this Register shou!d be attested by the Superintendent,
who will be responsible that no sanction or order which must be posted in this
register is entered in the Works Audit Register without the necessary entries
beine made simultaneouslv in this Register. The Register should be submitted

monthly to the Branch Officer for inspection.

i i
L4

BROAD-SHEETS OF BALANCED HEADS

393. As it is necessary to prove the accuracy of the monthly transactions
under each suspense and balanced head, and of the balances under the heads
“deposits” and «Takavi-Works Advances”. by 2 comparison of the results
brought out in the divisional cchedules with the Detail Book and the Ledger.
aand-shee!shou!dshouldbema' tained in Form TTT which should be su
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been

momsthly to the Branch Officer in charge after the reconciliation hag
effected. :

394. Deleted. _
395. Broad-sheets of transactions passed through the Remittances heads
should be maintained as described in Chapter 25.

NOTE BOOKS

396. A Note Book, in suitable form, should be maintained by each auditor
for motes of all points which have to be kept in mind as requiting action to
be taken, but which cannot be noted in any part of the Works Audit Register.
Each: entry should be made concisely but in full detail, so that the action to be
taken may be readily understood. A note; with necessary references, should be
made against each entry, in due course, to indicate the action taken, so that
all points still requiring attention may be known at any time. The Note Book

should be reviewed monthly by the Superintendent.

397. A separate Note Book should be maintained by each auditor in
which he should keep 2 note of all points mnoticed from time to time in the
course of central audit and ordered to be brought to the Inspecting Officer’s
notice. ¥t should be seen that all the points entered in the Note Book are
reportied to the Inspecting Officer in due course as required by paragraph 680.

i. Tt may also be urranged that similar points noticed by other audit sections are
commusmicated to the auditor in the Works Audit Department to be noted by him.
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CHAPTER 19—AUDIT OF VOUCHERS AND SCHEDULE DOCKETS
General 393 Vouchers 400
__Schedule Dockets i i 399 Schedule Docket for Payment 09
i Recoveries.
e GENERAL

308. When the audit of schedule Dockets and accompanying vouchers is
conducted, the instructions given in paragraph 424 in respect of transactions

with contractors should be specially borne in mind.
SCHEDULE DOCKETS

399. Schedule Dockets in Form P.W. A 24 should be examined so that
it may be seen—

(1) that, except in resp
the Account Code, Volume III), there is a voucher complete and in

due form in support of every charge,
that necessary particulars of all cash refunds are given and do not
indicate any financial irregularity,

are counter«

(3) that all other credit entries (i.e, all transfer credits)
balanced by cone or more items of charge in other schiedule dockets

or schedules,

(4) that the net charge of
with the corresponding entry in

(5) that each docket bears the initials of the Divisional Accountant.

the month is correct arithmetically and agrees
the schedule concerned, and

| VOUCHERS

check mentioned in paragraph  399(1) is applied to
en in Articles 86 and 215 of the Audit
3 Code and paragraph 8 shouid be followad unless there be something repugnant
in the subject or context: and the Treasury and Financial Rules relating to the
. preparation and completion of vouchers and the special points enumerated in

the following paragraph should be borne in mind. .

3
It should be seen tha: every voucher bears the dated initials of the

401.
Divisional Accountant in token of the preliminary check which he is required

to conduct under Article 215 et seq. of the Audit Code.

402. In the case of a running accounts bill, which is not the first bill of
a series relating to an accourt, it should be seen, by reference to the last
previous bill, that all “up to date” and other figures which are dependent upon
the entries in that bill are correct, and, in token of this check, the auditor shorid
note on the previous bill (with his dated initials) the number and date of the
bill under audit, and on the latter he should set his initials in red ink against
the reference to the former. g

17

400, When the
vouchers, the general instructions giv

act of unvouched charges (vide Article 232 of - .
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403—409]

403. In respect of payments to contractors whose contract agreements
have been sanctioned by authorities higher than a Divisional Officer, it should
be seen, as far as possible, that there are no unauthorised deviations from the
rates of payment and other relevant conditions of the agreement, as communicated
by the sanctioning authority. After audit, the pumber of the voucher, with
the name of the account month, should be entered in the Works Audit
Register against the entry of the sanction.
of actual completion should be noted in column 5 of Part 1II of the Register
when it should also be seen that the work was completed within the stipulated
time,

404. In respect of payments to other contractors, whether on a first and

final bill or on a running account bill, it should be seen generally that the value
of work done, or suppiies made, does not exceed the limit up to which a
Divisional Officer is authorised to accept a tender for a contract.

405. If any charge requires special sanction (vide Articles 230 and 234
of the Audit Code), it should be seen that such sanction exiss, and the charge
should be noted against the entry of the sanction in the Works Audit Register,

406. In respect of charges on new supplies of tools and plant it should be
seen that the articles for which payments have been made have been brought
on to the relevant numerical account (submitted to Audit) under the rules of
Government correcily on the authority of the voucher or account pertaining to

the charge.

vouchers in support of compensation for land acquired,
aragraphs 419 to 421 should be observed.

animents to a Schedule Docket

407. 1In respect of
the special instructions in p

408. Vouchers which are received as accomp
which supports a whole schedule and not merely an item in a schedule should
be compared individually with the rclevant items of the schedule concerned,
and it should be seen that all the vouchers required in support of each item
have been received. It should be seen further that the total of all charges
of the schedule, excluding works expenditure for which separate Schedule

Dockets exist, agrees with the net charges of the Schedule Docket.

SCHEDULE DOCKET FOR PERCENTAGE RECOVERIES

409. The instructions in the foregoing paragraphs do not apply to the
Schedule Docket for Percentage Recoveries. Form PWA 25, this Schedule
Docket should be checked simultanecusly with the schedules relating to the
expenditure on the works which are assessable to percentage recoveries on
“Establishment”, “Tools and Plant”, and “Accounts and Audit”

account of
charges. It should be seen (1) that the charges shown in Form P.W.A. 25,
under each of these heads, are calculated correctly in accordance with rule, (2)

i hedule concerned the total amount of these charges

has been debited correctly to the account of each work, and (3) that the
credits on account of recoveries under each of the three heads are brought to

In the case of final bills, the date, @

c
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account correctly in accordance with the directions in Articles 69 and 72 of
the Account Code, Volume III, thus:

veries” as “Deduct Percentage recoveries” in the
f Expenditure, Form P.W.A. 41 or as “Recoverics
Schedule concerned, Form PWA 9, as the

[409

(i) “Establishment reco

Classified Abstract o

Py of Expenditure” in the
case may be,

(ii) “Tools and Plant” recoveries as “Deduct recoveries” in thz Classified
9 Abstract of Expenditure, Form P.W.A. 41 or as “Recoveries of
. Expenditure” in Form P.W.A. 9, as the case may be,

(iii) “Accounts and Audit recoveries” as a minus debit to the major head
“36—Audit” in the Schedule of Debits to Miscellaneous Heads of
Account (Form P.W.A. 40) or as a credit to “XLVI—Miscellaneous
Fees for Government Audit” in the Schedule of Credits #1» Miscella-

neous Heads of Account (Form P.W.A. 40).
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CHAPTER 20—AUDIT OF WORKS ACCOUNTS

Works Schedules:

Government Works 410 Land Award Statements o 419
Deposit Works 411 Accounts of P-oject Estimates .. 422
Takabi Works 3 o 415 Contractors' Accounts 424
Works connected with Stock 417 Works Accounts Balances - 425

418

Unauthorised Works
WORKS SCHEDULES
GOVERNMENT WORKS

f\ ‘410. The proccdure for the audit of the Schedules of Works Expenditure
Form P.W.A. 27, relating to Government works is as described below :

(a) The expenditure of the month relating to each work should be checked—

of the works expenditure, with the audited net charges as

(i) in respect
the relevant schedule Docket, Form P.W.A. 24, and

shown in
(ii) in respect of percentage charges, if such charges are recoverable under
the rules, with the figure shown in the schedule Docket, Form P.W.A. 25
and then posted in Part 1 of the Works audit Register against the entry

for the work.

In case in which Schedule Dockets (Form P.W.A. 24} are not raquired to be sub-
Article 211 of the Account Code, Volume III,

1.
by the Divisional Accountant

mitfed under the provisions of Note 1 t
it should be seen that the necessary certificate has been recorded
against the relevant item in the Schedule of Warks Fspenditure.

(b) To this figure should be added the progressive total as previously recorded
in the Register, and the progressive total for the month, thus worked out should
be entered in it below the months’s expenditure, and it should be scen at the
same time that it agrees with the figure shown in the column for “Total charges

up to date” in the schedule.
(¢) It should also be seen that the progressive total does not exceed either
of the two limits of expenditure, Viz.—
(1) The amount of the sanctioned detailed estimate, as noted in column 4
of the Register, and
(2) If, under rule, an allotment is required to cover the expenditure of the
year on the work—
(i) the permissible limit of the expenditure to the end of the year (as set
forth in column 8 of the Register), if itis a work which was in
progress at the end of the previous year, or
(ii) the allotment of the year given in column & of the Register, if it
is a work started during the year,
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this effect

(d) If the work is shown in the schedule as completed, a note to :
should be made in the Register, and in case it is an qngmal work connected with
a residential bulding, it should be seen that the action towards the fixing or

revision of rent is taken in accordance with the rules of Government.

(e) The several totals shown in the schedule should then be checked and
agreed with the corresponding figures as worked out in Part I of the Works Audit
Register, vide paragraph 374 and it should be seen that the progressive total for
each group, for which there should under rule be a separate_allotment, does

. fiot exceed that allotment as recorded in column 6 of the Register.

DEPOSIT WORKS

411. The Schedule of Deposit Works, Form P.W.A. 33, should be

checked as follows:—
(a) The works detailed in Part I of the schedule should first be taken up.

(b) The monty's deposit (if any) for each work, as shown in column 5
should be posted in column 6, “Amount of Allotment”, of the Works
Audit Register (the name of the month being quoted in column 5,
“Authority”) and a line should be drawn below this entry, and under-

neath it shouid be worked out the deposit up to date.

The deposit up to date, as shown in column 6 of the schedule, should
then be agreed with the comesponding figure in column. 6 of the
Register.

(d) The month’s expenditure should be agreed with the audited net charges
as shown in the Schedule Docket, and the figures then posted in the
appropriate monthly collumn of the Register, as in the case of works
appearing in the Schedule of Works Expenditure (paragraph 374).

(e) The progressive expenditure should then be audited and it should be
seen that it does not exceed either the amount of the estimate or that
of the up to date deposit as recorded in the Register. If the progres-
sive expenditure exceeds the up to date deposit for a work, it should
be seen that the figures of the excess (i.e., both the month’s excess
and the excess up to date) are shown correctly in columns 10 and 11
of the schedule as debitable to the head—“Miscellaneous P, W.

Advances”,

(f) If the work is shown as completed, a note to this effect should be made
in the Register in the manner described in Clause (6) of paragraph 377,
and it should be seen that the Divisiona] Officer has taken action under
the Financial Rules of Government to refund the unexpanded balance
of deposits or to effect recovery of the amounts spent in excess of the
sums deposited, as the case may be. In cases of omission on his part,
his attention should be invited to the relevant rules and the adjustment
should be watched specially until the necessary plus or minus entry in
column 5 of a future schedule. (vide Note 1 to Article 219 of the
Account Code, Volume III) settles the account of the work fimally,

(c)
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412—418)
412. If any report of the progress of expenditure c-n_b 1ea é)eposg wog
ccompanies the schedule for transmission to the responsible administrator 0
4 s ; icle 230 of the Account Code, Volume I, it

the work (vide Note 2 to Art
should be verified and forwarded without delay.

413. When the account of a Deposit work is settled finally, the Soperinten-
dent should see that the word “Closed” is written in red ink against the entry of
the up to date deposit in column 6 of the Works Audit Register, So that sibse-
quent expenditure against the deposit may no longer be admitted in audit. He

should attest the entry.
414. Part I of this schedule,

and it should be seen that :111_ works
schedule, but do not appear in Part

if it is received monthly, should be checked
which were included in the previous month'’s
I of the current month’s schedule, have been
detailed correctly, If this Part js not received monthly, then whenever jt i
cen that it shows, with correct particulars all unsettled

received it should be s
Deposit works of the Works Audit Register, other than those which appear in

Part I for the month.

JAKAVI WORKS

415. Entries in Part I of
should be checked and posted in the Works Audi
those in Part I of the Schedule of eposit Works, s

totals, etc., have been checked, the

as deposits.  After all the entries including
entries Ieading to the closing balance of the account, Takavi Works Advances, as
shown in the abstract appearing on the lower loft hand corner of the form, should

be verificd and the opening balance agreed with the closing balance of the Pprevious
month’s schedule, B

le by debit o the mincr nead—*“Advances

1en a realisation is credited in this schady
1e audthority concerned,

1. Wi
to Cultivators™, it should be seen that the accepiagca of the debit by t
accompanies the schedule docket,

416. Part IT of the schedule should be checked and it should be seen that
all Takavi works which were included in the previous month’s schedule but do
1ot appear in Part T of the current month’s schedule, have been detailed correctly.

WORKS CONNECTED WiTH STOCK

and on other works connected wit
Officers in the Schedule of Debits to Stock, Form P.W.A. 28, ic i in

Chapter 22.

Is incurring an unauthorised Hability
facts instantly to the notice of the Competent Authority so that authority may
take requisite steps either to stop the work or to regularise its €xecution,




135
Chap. 20] AupiT OF WORKS ACCOUNTS

LAND AWARD STATEMENTS

419. On their receipt, land Award Statements should be checked arith-
metically and it should be seen that there is no doubtful point requiring &
reference to the Land Acquisition Officer. Pariiculars of the statements should
then be entercd in columns 1 to 6 of the Register of Land Charges, Form 109.

420. The procedure to be observed in the Audit Office in the disposals of the
Statements will be such as may be prescribed by the Accountant Geaeral with
reference to the rules made by Government for the payment of compensation for
land taken under the Land Acquisition Act. The audit of the payments made
against the awards should be noted in the Award Statement against the dated
initials ot the Superintendent, and the entries in Register of Land Charges should

be similarly attested, .

421. The Superintendent should see that delays in the completion of Award
Statements, causca by the non-receipt of connected vouchers, are investigated at
frequent intervals. If an item remains unpaid for an unusual length of time and
the cause of the delay is not known, before any reference on the subject is sent
out of the office it should first be ascertained from the audited accounts that

the payment has not actually been brought to account.

[419—424

ACCOUNTS OF PROJECT ESTIMATES

422. Whenever any expenditure on a sub-work of a project is placed under
objection as not being covered by technical sanction or beimng in excess of it,
and it cannot be known readily that the expenditure is less than the savings on
the project estimate as indicated by the register in Form 110, a suitable summary
of ali the actual charges booked against the project in the Works Audit Register
should be prepared znd it should then be seen whether or not the project estmate,
as a whole. has been exceed:d. Once a project estimate has been exceeded, the
total expenditure on the project should be similarly determined month by month

until the excess is removed.

1 If the works in connection with a project are entrusted to two or mors divisions
the figures of all the divisions should be taken together for the purposs of this paragraph.

423, Deleted.
CONTRACTORS’ ACCOUNTS

424, (a) Before the audit of vouchers is taken up, the opening balance of
all accounts in the Extract from the Contractors’ (Ledger Form P.W.A. 43,

should bz checked with the previous month’s Extract.

(b) Then, whilst the vouchers and schedule dockets are being checked (vide
Chapter 19), it should be seen—
(1) in respect of every Running Account Bill, or Account of Petty

Contractors, that the month’s transactions are posted correctly in the
Ledger, and that the closing balances as detailed in the Ledger are

correct; -
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that charges (if any) debitable to the account
payee have also been debited to  the
e vouchers; and

24 425

(2) in respect of all vouchers,
of .a contractor other than the ;
i proper Ledger account on the authority of th

(3) that all recoveries and cash realisation from contractors, and debits to
them on account of stores issued, are taken to their respective accounts.

cent. of all First and Final Bills, other paymeat

c) Next, about ten per
o ing Running Account Bills, should also be traced

vouchers of contractors, not be
into the Ledger.

(d) Finally, each Ledgzer account should be checked arithmetically and it

should be seen at the same time that—
(1) besides the cntries checked in pursuance of the instructions in clause
(a) to (¢) above, there are no entries other than (i) d.bits on
authority of muster rolls not submitted to audit, vide Article 232(b)
of the Account Code, Volume III, and (ii) debits and credits in respect
of First aad Final Bilis which have not been traced into the Ledger;
(2) the debir 2r:d credit entries mentioned in (1) (4) above counter-
balance cacir other in respect of each biil; and

(3) the details ot the closing balance of each account work up fo the total.

(e) Generally it should be seen that the rules relating to contractors’ accounts,
as prescribed in the Account Code, Volume III and the Financial Rules of
Government have been observed, and that there is no indication of a transaction
pertaining to a running account having been settled on a form of bill not permitted

to be used for the purpose.
WORKS ACCOUNTS BALANCE

425, The aud't of the works accounts for June should not be considered as
completed until Form P.W.A. 46, Annual Certificates of Balances, has been
received, and certificates No. 4, in that form, relating to works accounts has
been examined and it has been seen (1) that it is complete in all respects, (2)
that the closing balance of the accounts for “Contractors”, under each of the
three heads into which this account is divided, agrees with the to*al of the balances
as per audited Excacts from Contractors’ Ledgers, Form P.W.A. 43 and (3)
that the certificate does not indicate any deviation from rule requiring action on
the part of the Audit Office. Large flutuations in the balances may form the

subject of special enyuiry.

the -

et sl
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CHAPTER 21—AUDIT OF REMITTANCES
General i3 - 26 Seltlement and Exchange Accounts 436
Transfers bstween Publiic Transmission of Advices of
Works Oficers e 427 Transfer Debit .. i 438
Pablic Works Renuttansss 129 Certificate of Audit .- e 439
GENERAL

426. 1In the audit of the remittance transactions appearinﬁ in the Schedule
of Debits (and Credits), relating to Remittances (Form P.W.A. 39), it should

be seen first of all:
(1) that transfer adjustment is permissible in respect of each item;

of the cost of work dome by Divisional

(2) that transfers on account
Officers for other parties are supported by detailed Schedules of
Works Expenditure, Form P.W.A. 27, prepared in accordance with

the rule in the Account Code, Volume III;

for the department “&"
arrangement, vide para-
detailed schedules in the

(3) that transiers on account of revenue realised,
whose works are carried out as a standing
araph 429, are similarly supported by
prescrib2@ Form PW.A. 9;

(4) that Advices and Acceptances of Transfer, Forms P.W.A. 19 and
Divisional Officers, with the parties

20, have been exchanged by
concerned. nnly in the cases 1m which this is authorised; and

Audit Office exists in afl cases in

(5) that the necessarV authority of the
brought to account without it.

which a transaction should not be

The spscial peints, which also reqnire attention, are enumerated in the
followinz Paragraphs. '

TRANSFERS RETWEEN PURBLIC WORKS OFFICERS -
427 The head “Transfers between Public Works Ofﬁf:e_rs” is iﬂtencfed
for transactions between Public Works Officers (including Civil Officers acting
ts to the same Accountant-

as Public Works Dichurcers) rendering accoun > .
for every debit or credit, as the

General. Each auditor is responsible that,

case mav he either the corresponding credit or debit has been ]nrought to
account bv the division concerned (in the same month or in an egﬂter month)
or the auditor of that division has been warned to. watch that it 1s bro}taht to
account in due couree. With this obiect. transfer transactions of this class
appearing in all the divisional schedules (debit as well as cregit) of a paonth
should be paired, auditors being required to write the word “Agreed” in red
ink against the entries in each_other’s schedules.

1R :
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428. For items which cannot be paired, the procedure should be as

described below:

(i) If the corresponding entry appeared in an earlier month, the auditor
coacerned should certify this by writing the works “Adjusted in
" against the entry in the schedule under audit (see

also paragraph 483);

(ii) If the corresponding entry is still awaited, the auditor concerned
should keep a suitable note to aid him in wathcing it, and. in token
of this, he should write the word “Noted™” against the entry in the

schedule under audit;
(iii) Items awaiting adjustment [vide clause (ii) above should be
reviewed monthly. and if any of them remain unsettled for more
than two months, step should be taken in correspondence with the
Divisional Officer concerned; so that the items are cither adjusted or

withdrawn before the close of the year.

PUBLIC WORKS REMITTANCE

429, The head “Public Works Remittances™ is intended for transaction

of Public Works Officers with Treasury/D.A.O. and other officers of the Civil
Department (including the Forest Department) within the same circle of
officers (including Treasury Officers /D.A.O’s in other

accounts and with ? ce ; i
Circle of Account) in cases where the trapsactions originate in those circles,
This kead comprises the following three divisions:

(i) Remittances into Treasuries/D.A.O’s, i.e., cash remitted by officers
of the Public Works Department of Treasurics 'D.A.O’s in accounts
with the same Accountant General;

(#i) Public Works Cheques, i.e. cheques drown by officers of the Public
Waorks Depariment on Treasuries/D.A.O% in account with the same
Aceountant-General, and cashed at those freasuries:

Oth=r Remittances, i.e . transfer transactions between officers of the

FiHT)
Public Works Department on the one hand, and officers of Civil

Departments (including the Forest Department) in account with the
same Accountant General or officers (including Treasury Officers/
D.A.0%) nn other circles of account in cases where the transactions

originate in those circles, on the other.
]

1. Remittances into, and cheques drawn on, treasuries in account with another Accountant
General, are treated as transactions originating in the account cixcle of that {Acconntant
General.

430. 'The head “IIl. Other Remittances” is sub-divided into?
(a) Htems adjustable by Civil Officers; and S

(b) Items adjustable by Public Works Officers.

™
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: aining to non-Public Works head of account, which
originate in the accounts of Divisional Officers of the Public Works Department,
_ but, under rule, cannot be adjusted under those heads by Divisional Officers
in their Schedules of Miscellaneous Heads of Account (vide Note 2 below
Article 225 of the Account Code, Volume IIT), are classified under head (&)

of “Other Remittances”. But when 2 l'ransaction relating to the Public Works

Department originate in the Civil section of the accounts whether on the

authority of Treasury/D.A.O. or other departmental account rendered t0 the
Accountant General or, on the authority of the Settlement ©OfF Exchange
Accounts received by him, and it is not Classifiable under one of the Public
Works revenue Of expenditure heads, transactions under which are pcrmincd
to be adjusted direct on the Accountant General’s books, it is, debited or
credited, as the case may be, to “Other Remittances” under head (b). A

ing debit or credit of either class is allocated under (a) or (b),

respondin
according as the original transaction (credit or debit) is classified under (a)

or (b).
¢ the divisions «]. Remittances into Treasurics‘r’D.A.O's" -

431, In respect O
and “II. Public Works Cheques” of the hsad-—-“Pab]jx: Works Remittasces’, it

is sufficient to see that the totals shown in the schedule are supported by the
pecessary details in the Schedule of Monthly Settlement with Treasuries/
D.A.O's Form P.W.A. 26 relaticg 10 the treasuries within the Account Circle.

432. In the qudit of ihe Schedule of Setflement with Treasuries, Form

PW.A. 26, the points of imporfance (0 be seen are:

(a) For Part I—

(1) that the figures in line 4 are supported by original Consolidated
Receipts of Treasury Dfﬁc;rs/D.A.O's;

(2) that the closing difference (line 5) of the month is, in respect Of

each treasury/D.A.O., equal to the difference between the figures 10

line 5-A and 5.B; and

(3) that at the close of the year there is ordinarily no difference.

(4) that the ficures in line 4 are supported by the original Certificates of
Issues signed by Treasury Officer/D.A.O’S;

(5) that the difference in line 5 is, in respect Of each Treasmy’/D.b.O.
supported by the necessary details; and

at the close of the year there is ordinarily 10 difference except on

(6) that :
account of cheques issued up 10 30th June cashed by that date.

433. As regards the division “III, Other Remittances”, the special points
reqniriﬂgatwntionare: _ ; : -
(i)ma;aunemsmdasiﬁadmatyummm;
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(i) that the head “(a) Item adjustable by Civil Oficers” is operated on
only in respect of such original items as cannot, under rules, be

accounted for in the Schedule of Debits (for Credits) relating to

Miscellancous of Account; and

(iti) that the transactions under the head “(b) Items adjustable by P.W.
Otticers relate only to the transaction on account of remittances into,
and cheques drawn on, Treasuries/D.A.O’s in another zccount circle
(including Miltary Treasure Chests), to such responding debits or
credits as are adjusted on the authority cither of a special intimation
given by the Accountant General or of a general arrangement

authorised by him.

434, If any responding item is stated to have been brought to account
provisiopally, the objection raised by the Divisional Officer should be examined
and it should be seen that 1t does not indicate any deviation from rule, either
on his own part or on that of the other party to the transaction, requiring any
acuon on the part of the Audit omiice. In the case of transactions classitied
under the division “Other Remittances” the objeciions of Divisional Officers
should be communicated to the clearks who keep the Objection Books for
such transactions, and who are, therefore, responsible for walching  their
clearance. In all other cases, the auditor should see that the objection is

settled in due coursc.

435. Auditors are responsibic for walching the expenditure adjustmeng of
all jtems intimate to Divisional Ofiicers for response, To cpable them to
discharge this responsibility tie auditors concerned should be required to keep
4 mote of all intimations sent out to Divisional Officers. Delays in adjustment

should be investigated.
SETTLEMENT AND EXCHANGE ACCOUNTS

436. It should be seen that only transactions originating in the division
appear under the heads “Exchange Accounts” which are used for such transac-
tlons as are adjustable in another accounting circle.

Noie—Transiction; oa asoount o chegues drawn or, or remiitances made 10, treasuries/
D.A.O/'s are teeited 35 trzasiciions origlaatiag at those treasuries/D.A.O's and not as originat-
ing in raz divisiaa, w42 Note Bzlow Article 16 of the Account Code, Volume III.

437. After audit, the name of the exchange Account to which each item
classified by the division under the head “Exchange Accounts” pertains should

be noted against it by the auditor in red ink,

' TRANSMISSION OF ADVICES OF TRANSFER DEBIT

- 438. If an Advice of Transfer Debit, Form P.W.A. 19, has been received
with the schedule, under Note to Article 183 of the Account Code, Volume

HL, it should be transmitted, as soon as the schedule is audited to the division
concerned for necessary certificate (signed by the Gazetted Officer in charge),
uchers are not attached to the advice should

in respect of charges for which vo
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AUDIT OF REMITTANCES i [439—440

CERTIFICATE OF AUDIT

439. After the schedules have been audited, a certificate in Form 113
should be prescribed in respect of each original item representing the cost or
work done by Divisional Officers on behalf of other divisions, departments,
cases of works, carried out as a standing arrangement, for whose
d expenditure trans/actions the Accountant General will act as the

Sub-Audit Officer on behalf of the Audit Officer concerned.

Chap. 21]

except in

440. This certificate, signed by the Gazetted Officer in charge, should be
disposed of as indicated below:

(a) When the transaction relates to the head “Transfers between Public
Works Officers”, the certificate should be sent to the Divisional
Officer on whose behalf the work was done, and he should be asked

to respond to the transfer.
When the transaction relates to the head, “11I-Other Remittances”,

the certificate should be made over to the clerk keeping the register
for rhe clearance of transactions under this head.

(c) When the transaction relates to Settlement or in Exchange Account,
the certificate should be passed on to the clerk preparing the ooward

Settlement or Exchange Account concerned.

(b)
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CHAFI'-ER 22—AUDIT OF SUSPENSE HEADS, DEPOSITS AND TAKAVI ADVANCES
General Instructions : 441 Miscellaneous P.S. Advances .. 458
Stock 448 Deposits - 451
Purchases 450  Takavi Works Advances . 452

" 441. The audit of the schedules relating to the several suspense and other
balanced heads of account (see below) consists not only applying the ordinary
procedure of audit of expenditure and receipts to the month’s debit and_credit
transactions under these heads, but also in seeing (1) that the unadjusted
balances under these heads are correctly carried forward severally, from month
to month, (2) that these balances continue to represent bona fide assets or
liabilities of Governmeni capable of being realised or settled, as the case may
be, and (3) that satisfactory action towards such realisation or scttlement is
being taken by Divisional Officers. In this audit, the rules of the Account
Code, Volume III and the Financial Rules of Government relating specially to

these accounts should be borne in mind.

STOCK,PURCHASES, MISCELLANEOUS P.W. ADVANCES,
'WORKSHOP SUSPENSE, DEPOSITS TAKAVI WORKS ADVANCES.

442. Generally it should be seen that the accoumt of each of these heads
is so detailed that the clearance of each distinct item may be waiched indepen-
dently, But the account of stock is an exception to this rule, as in addition
to the values brought to account in Forms P.W.A, 28 and 29 there are quantity
accounts of all articles borne on stock which are kept and submitted under the
rules of Government and have to be scrutinised periodically and reconciled
with the value accounts. It is not sufficient to see that the balaunce carried
forward, from month to month, under one of these heads is correct, it
is an important function of Audit to see that the balance relating to each im-
dividual item, work or job, is kept; distinct and correc:, and that the balances
of the several items, etc., relating to each head of account make up the aggregate

balance recorded under that head.

1. This iostruction should be specially borne in mind when the account procedure
for the head **Workshop Suspense” is prescribed. yide Articles 168 and 174 of the Account
Code, Volums III.

443. The accurracy of the details leading to the balance under each head
should be verified monthly, or otherwise, according to the rules applicable to

each case, vide paragraph 393.

444, TIn course of the review.of the balances, it should be scen that no
item remains unadjusied louger than is reasonably necessary for its clearance
in the ordinary course, with due regard to the rules applicable to each case.
Delays in adjustment should ordinarily form the subject of an enquiry through
the Audit Note (Paragraph 532) but special cases may be taken up, with the
Divisional Officer or higher authorities, by correspondence also; and when
the delays become serious, or the Divisional Officer’s replies to audit enquiries
do not establish that adequate action is being taken towards clearance, the

items remaining unadjusted should be brought on to the Objection Book, vide
paragraph 544. _ i

O
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.'l
~ 445. The  audft-of the schedules for the closing months of the year
should, receive, specipl care, so that, as far as possible, the balances at the close
of the year ,Z]ay reduced and items open to objection- may be removed
from them. /The audit of the schedule for June should not be considered as
completed until Form P.W.A. 46, “Annual. Certificates of Balances” has been

_réceivegX and certificates Nos. 1 to 3 of it have been examined and

4] - recongied with the schedules.

6. At the close of the year the balance of each of the suspense accounts
gibordinate to the minor head “Suspense” under the different major heads of
~ expenditure should be worked out independently ; to and from the balance of
the previous year should »e added and subtracted respectively the total debits
and credits of the year as per Departmental Consolidated Abstract, and the
¢ resultant balance agreed with the balance worked out in the broad-sheet.

417. The following Paragraphs deal with some of the more important
poinis to be looked into when the monthly schedules of some of these heads

L]

are examined.

STOCK

448. The Schedule of Debits to Stock Form P.W.A. 28 should first be
checked and its expenditure figures posted in the Works Audit Register,
generallv in the mapner prescribed for schedules of Works Expenditure, the

points of difference being as follows :-

(1) in cases in which a detailed estimate can be dispensed with under
rule; that the expenditure as authorised by competent authority
may be accepted as the amount of a sanctioned detailed estimate.

(2) the figures of “oufturn™ from manufacture operations, as shown in
Columns 4 and 5 of the schedule. should also be posted in the Works
Audit Register. the progressive fisure being checked in the same way

as progressive expenditure : and

When a manufacture operarion s shown as completed, it should be
«2en that the Divisional Officer has taken action, in accordance with
3 Article 163 of the Account Code. Volume IIT, to adjust the difference

between the progressive faures of “operation” and  “outturn™: in
cases of ommission, his attention should be invited to the rule and
the matter pursued until the diference is settled and the account of
’ the manufacture closed, when a suitable note (attested by a member

of the Superintending staffy <hould be recorded in red ink in the
column for “Remarks”,

449. The Stock Account, Form P.W.A. 29, should then be taken up.
The second part, “Detailed Accounts of Issues” should be examined first.
The section of this part relating to “Issues to Works, etc.” should be agreed
with the relevant entries in all the Schedule Dockets of the month, and the re-
maining issues should be traced from the several accounts as indicated in the
form part ¥ should next be checked. It should then be seen that the closing
balance of Stock, excluding any items of the sub-head “Manufacture”, which
are not dehitable -against the sanctioned reserve limit of stock, does not exceed

that limit,

(3

e

'
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PURCHASE
450. In the alternative schedule, Form P.W.A. 31, if any transaction is
shown in respect of an item which was omitted in the previcus month’s
schedule the last entry Should be traced and a remark connecting it with the
entry under audit should be made against it in red ink. 3

451.

P.W.A. 32 a distinction should
regular transactions correctly pertainin
Advances, and items whic

MISCELLANEOUS P.W. ADVANCES

\
{n the audit of the schedule of Miscellaneous P.W. Advances, Porn
g to the head Miscellancous P.W.
egard of any financial rules,

h indicate either a disr
clearance of

nd errors awaiting adjustment. The

or losses, retrenchments a
hould be watched vigilantly and items. of the latter

items of

class should be registere

452.
Deposits,
(a)

(b)

(c)

(d)

(e)

453.

of Takavi Works, Form P.W.A. 36, is the Sch
of the Debt head “Takavi Works
ofven in marseranh 415

both classes 5
d in the Objection Book.,

DEPOSITS

The special points requiring attention in the audit of the Schedule of
Form P.W.A. 34 or 35, are the following:

In respect of “Deposits for work to be done” it should be scem that
the necessary details in support of this item are given in a Schedule
of Deposit Works, Form P.W.A. 33, the instructions for whose audit
are given in paragraphs 411 to 414,
If the schedule of Deposits shows that any of the deposit items have
been converted into any form of interest bearing security, it should
be seen that in respect there of the certificate printed at foot of the
schedule has been recorded correctly.

When the alternative form (Form P.W.A. 35) of the schedule is
checked, provious entries should be traced in the manner indicated

in paragraph 450. efc.

When the Schedule for June is checked, it should be seen that lapsed

deposits have heen duly credited to the Government in accordance
with the rules made by it, vide Article 170 of the Acconnt Code,
Volume ITF

The schedule for June should be accompanied by an Accounts of
Tnterest Bearing Securities in such form as may be prescribed locally,
vide Article 239 of the Audit Code, Volume TI. The Account should
be checked in detail, it being seen specially (1) that all conversions
of deposits into interest-bearing securities, as shown in the Deposit
Schedules of the vear. have been brought to account. (2) that the

transactions relating to the return or retransfer of securities to
denositors are supported bv proper acknowledegement of the depositors,
and (3) that -in respect of the balances at the close of the year the
necessary certificates of the Divisional Officer or sub-divisional Officers,

as the case may be, have been received.
'_I‘AKA‘W WORKS ADVANCES.

The Abstiact aopearing on the lower left hand corner of the Schedule
edule indicating the monthly state

Advances”. The instruction for its audit are

be observed between jtems which represeriNgzs
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Chap. 23] AUDIT OF OTHER MONTHLY SCHEDULES AND ACCOUNTS [454—458

CHAPTER 23—AUDIT OF OTHER MONTHLY SCHEDULES AND ACCOUNTS

454 Schedules of Debits (and Credits)

Hoddvof e relating to Miscellancous Heads

. of Account .s : 9.
Schedule of Refunds of Revenue .. 457 The Monthly Account 460
Accounts for June .. & 465

SCHEDULE OF REVENUE REALIZED

454. The audit of this schedule should be conducted mainly with reference
to the general directions contained in Articles 139 to 142 of the Account Code,
and the instructions in the following paragraphs, subject always to the financial
rutes of the Government, and the provisions of servic rules in regard to rents of
Public buildings (including installations, etc.) recoverable from persons
occupying them. :

Note—If undsr tas cuies of Government separate schedules of Rents of Buildings and
Lands are sshmred © taz Aadr O f:2 tae detailed procedure rezarding their audit will
be prescribed by the Accountant General in consultation with Government and incorporated

in the local Manual

455, To see that all revenue, or other debts due to Government, which have
to be brought to account in the Public Works section of the accounts (vide
Article 20 of the Acccunt Code, Volume III), are correctly and promptly
assessed, realised and credited to the public account, is primarily the responsi-
bility of the Divisional Officer. But it is also the duty of the Audit Office to see
that revenue and other receipts of which it has cognisance (either through any
entrics in the public account or otherwise, e.g., through orders as special
recoveries received from competent authority} are brought to account by the
Divisional Officer.

Note—Recoveries towards clearance of charges which are outstanding in any accounts

schedules or in the Objection Book will be watched those documents. All other recoveries
will be watched through Part IV of the Works Audit Register, vide paragraph 381.

456. The correct classification of receipts should receive the same attention
as the classification of payments, even though the receipts may not be susceptible
of audit check. Not only should each item of receipt be classified under the
majo1, minor and dztailed heads to which it pertains, but, in cases in which
separate revenue accounts of projects are kept, the receipts relating to each
project should be kept distinct. See also paragraph 457.

) SCHEDULE OF REFUNDS OF REVENUE

457, Refunds of revenues are usually classified in the same detalf as
revenue receipts, but the total amount of refunds should be taken in reduction
of the total revenuc receipts under the major head concerned. The audit of
these refunds should be conducted as laid down in Article 131 of the Audit

Code.

458. In dealing with the Extract from Registers of Refunds of Reven
(Form P,W.A. 9). it should be seen, in respect of each refund?f that o
amount refunded was available from the original receipt to which it pertains,

19
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and a suitable note specifying the amount refunded, should be recorded against
the entry of that receipt in the relevant receipt schedule, If the refund is one
made by the Divisional Officer in compliance with the orders of a court of law
remitting a fine previously credited to Government, it should be seen that the

original order of the court accompanies this schedule (vide Note 3 to Article 230

of the Account Code, Volume III), and the order should also be quoted against
the original receipt cntry of the fine.

SCHEDULE OF DEBITS AND CREDITS RELATING TO
MISCELLANEOUS HEADS OF ACCOUNTS

459. In the audit of Schedules of Debits (and Credits) relating to Miscellane-
ous Heads of Account, Form P.W.A. 40, it should be seen specially that the
instructions given in Note 2 to Acticle 225 of the Account Code, Volume III,
have been observed. and if the classification of anv items is not given in full in
the column “Head of Account” the auditor shou'd complete the entries by
nothing the de ziled classification in that column in red ink. For items representing
expenditure on works e.g., those relating District Funds and Local Loans, it
should be seen that they are supported by detai'ed schedule in Form P.W.A. 27.

1. Th2 us= of the schzlilz. Forrmn P.W.A. £ shold ke a:;:harised,_ip respect of any
class of triniztions, only when the Works Audit Dedirtment is in a position to deal with
them finally in audit and no audit proceedings on the part of any other section are necessary.

THE MONTHLY ACCOUNT

460. After the various schedules and accounts hav: been checked in
accordance with the instructions in the proceedng Chap'ers and Paragraphs, it
should be seen that the to‘als of the schedules concomned correctly work into

the Monthly Account Form P.W.A. 42,

461. Ttem No. 32 “Cash Balance d'm'niched/mcreased”, of the Monthly
Account shou'd then ke checkcd ard it hould be seen tFat it is equal to the
Jifference he'ween the closeing cash balance of the month (as certained by the
Divisional Officer on the Monthly Account or on the Report of Scrutiny of
- Accounts, as the case may be) and the opening balance of the same month
-(shown in the Monthlv Account), which should be checked with the previous

month’s closing balance.

1. The Memno of Miscellinerus Cash receints paid into Treasuries/D.A.O' and the O

Divisional OFizer’s “Ce-tificite of Cash Balince” recorded on the reverse of the Monthly
Account should be examined aundit should beseen that they do not indicate any deviation

from rule. .

462. Al the jtems of receipts and disbursements shown in the Monthly
Account havine thus been tested, the two total of the account should then be
checked arithmetically: if they agree with each other, the account is proved and
should be passed for an amount equal to the total of the column for “Disburse-
ments” _excluding the increase (if any) in the cash balance. The audit
enfacement, stating the amount passed bo‘h in works and fipures, should be
.recorded in red ink on the Monthly Account, over the signatare of the Gazetted

Bfficer- 4T AT L.oa =

O
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Chap. 23] AupiT OF OTHER MONTHLY SCHEDULES AND ACCOUNTS [463—466 -

1. It is mot mecessary to send a formzl intimation
as the resulkt of audit will be crmnmunicited to him 1o

the Oojection Statenzat (vide paragraph 532).
unt found to be incorrect should be

463. Any item in the Monthly Acco ;
corrected in red ink, and if, in conscquence of such correction or for any other
reason, the account does not balance, the difference should be brought

account thus—

of audit to the Divisional Officer
the form of the Audit Note

s d

(i) if the total recepts aré more than the disbursements, the difference
account should be brought on to the

representing  a  shortage in the
Schedule of Miscellaneous P.W. Advances, Form P.W.A. 32, by 2
suitable entry, necessary corrections being made not only in that

schedule but also in the Ciassified Abstract of Expenditure, From P.W.
A. 41, and the Monthly Account itself ;
exceed the receipts, the difference,

(ii) if the total disbursements
should be brought on to the Schedule of

representing a surplus, )
Deposits, Form P.W.A. 34 (or 35) by a suitable ecntry, necessary

corrections being made only in that schedule and the Monthly
Account.
With these corrections, the Account will balance as if there were no error in it of
in any of the supporung schedules.

the List of Accounts are not signed by

the Divisional Officer, and the Divisionai Officer’s Report of Scrutiny of Accounts,
ren days of the receipt of the accounts,

Form P.W.A. 45, is not received within
:ng at the same time mad: in the

it should be calicd for. a suitable remark be
Audit Note which should not be withdrawn unul the report is received and found

to be in order.

1. Ifit i3 eoticzd that she Montaly Account of a division is received habitually over
the signiture of the Divisiaail Accoantint, the fact should be brought to the notice of the
Iasaacting O fizer wiaea proceeling to inspect the accounts of the divisional office, vide

paragraph 630.

465. Deleted.

466. The grants and allotments of the year for all works and services
lapse on the last day of June. The annual maintenance and repair estimates
also lapse on that date, unless the Government has prescribed any other month
of the year as the last month of the working year for any class of such works.
All expenditure brought to account in Divisional Officers’ account towards
the close of the year, especially during June should, therefore, be scrutinised
with vigilance, and it should be seen (1) that the charges against the ailotment
aud estimates c' the year then closing, as brovgth to account, are regular, (2)
that the liabilities and assets of one year are not brought to accoun in anoher
year, (3) that, in order to secure compliance with the provisions of these
Testrictive rules, the Divisional Officers have not employed irregular method
of dealing with the liabilities and assets of the year as may either have caused
actual loss or expense to Government, or any possibilty result in logs
or extra expense or any be otherwise detrimental to financial efficiency. %

464, In the Monthly Account and

3
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467—468] AupIT OF OTHER MONTHLY SCHEDULES AND ACCOUNTS [Clsp. 23.

. 1-_Inthemditofthaaecoumdoﬂnmouihsoftheycar&lw.aswellultloul
inspections of Public Works Offices, these points should be borne in mind.

_ 467. If the June accounts of any division, or the Statement of cheques
issued during Jume [vide Article 234(b) of the Accounts Code, Volume ]
received from it, indicate an unusual and serious rush of payments towards the
close of that month, it is necessary to investigate the causes and, the effects of ]

the rush and the hurried payments which it must have involved.

468. The closing cash balance of the Monthly Account for June will be o~
supported by the originall reports and the certifictate mentioned in Article 234 4
(a) of the Accounts Code, Volume III. It should be seen that these documents
have been received and that the balances certified therein are equal, in
the aggregate, to the closing cash balance as shown in the Monthly Account.

r
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Chap. 24] MISCELLANEOUS RETURNS [469—4T1
Inward Returns—
Registers of Stocks and Tools and 469
Plants.
Completion Reports a5 i 471
Other Annual Statements = 481
INWARD RETURNS

REGISTER OF STOCK AND TOOLS AND PLANT

469. When the periodical Registers of Stock and Tools and Plant are kept
and submitted to the Audit Office under the rule of Government, they should be
subjected to such audit cheks as the Accountant General may precribe

the concurrence of Government. Among other points it should be seen—

Register is received back with it and is found

(1) that the previous audited |
no entries in it have been tam|

to be complete in all respects, and
Wiﬂl; Pl
(2) that the closing balances according to the previous audited Register
are correctly brought forward in the Register under audit and that the
results arrived at in the latter as the closing balances are correct:

(3) that there is a record of stock having been take within the previous
twelve months by some responsible officials whose names an desig-
nations are specified ;

(4) that no defect or irregularity in the mode of keeping the detailed value
accounts of stock is indicated either by any of the important discrepan-
cies in the rates for individual articles, or by the surpluses and deficit
under the total values of the sub-heads of Stock, for. this purpose, the
Future Issues Rates of articles should be compared not only with the
Current Issue Rates but also with the Market Rates; and

(5) that the shortage (if any) are not large and that there is no undue
delay in their adjustment.

470. After audit, a suitable audit enfacement should be recorded on the

Register over the singnature of the Gazetted Officer, and the Register should

be retumed to the Divisional Officer, accompanied, if necessary, by an Audit
Note and an Objection Statement, At the same time the previous audited

Register should be returned for final record.
1. An office copy of the Audit Note should be retzined in the Audit Office.

COMPLETION REPORT
ort or Statement of Works is received under

diture noted therein should be veﬁﬁeduwig

471. When a Completion Rep

the rules of Government, the expen
the figures recorded in the Works Audit Register and the documents sh
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forwarded to the Competent Authority. The accounts of the works should
then be closed, if this has not already been done, and if there is an excess

over the sanctioned estimate requiring sanction, the receipt of the sanction
should be waiched through the Objection Book under the instructions in

Chapter 28.

472. Deleted.
473. Deleted.
474. Deleted.
475. Deleted.
476. Deleted.
477. Deleted. T

478. Deleted. |

B. Deleted. &t Rt Ammatufing
479. Deleted.

480. Deleted.
OTHER ANNUAL STATEMENTS
481. As scon as possible after the close of the year, the following annual
statements should be prepared and forwarded to the authorities concerned, on
such dates as may be settled locally: '

S;Irial Information to be furnished. To whom submitted.
Q.
1 Detziled schedules of revenue and expenditure of the Pulblic Government.
Works Department (in such defil as the Government may
required) these schedules are ordinarily the samse as those
referred to in Serial No. 6 of annexuTe to Chapter 21 of the

Accounts Code, Volume IV.
Public Works Depart-

2 PFinancial details 1o be embodied in the Administration Report
on the Public Works Department (in such form as the  mentof the Govern-
Gvernment may prescribe in consultation with the Accountant  ment..

1. The Schedules for Establishment and Tools and Plants (pertaining to Statement No. 1)
saould be sapported by the necessary details showing the distribution of such charges over
major heads, in accordance with the rules.

-
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CHAPTER 25—SETTLEMENT OF REMITTANCES.
Introductory - s 482 Public Works Remittances = 485
Transfers between Public Works Settlement and Exchange Account 493
Officers - o 483

N

SETTLEMENT OF REMITTANCES

cen prescribed the detailed procedure for the
audit of the remittance tranactions appearing in the Schedules Debits (and
Credits) relating to “Remittances” received from divisional offices. Before the
audit of remittances can be regarded as complete, it is necessary to see (1)

that each transfer adjustment which remains without being cleared within the
Accounts of Public Works Otlicers for the month in which it is brought to
account is settled in due course by a corresponding adjustment of the opposite
character, whether within or outside the Accounts of Public Works Officers, (2)
tha: transfer adjustments which appear in the first instance, outside the
Accounts of Public Works Officers, but have to be brought to account by the
latter are so brought to account in due course, and (3) that, generally, the
settlement of remittance transactions of all classes proceeds expeditiously and
in accordance with rule. The detailed instructions for the achievement of

these objects are given in this Chapter.

TRANSFERS BETWEEN PUBLIC WORKS OFFICERS

483. The procedure for watching the clearance of unacknowledged
balances under the head “Transfers between Pubic Works Officers” is as
follows. After all the Schedules of Debits (and Credits) relating to
Remittances, have becn audited, all unacknowledged jtems of this class should
be posted in the Broadsheet of Public Works Transferts, Form 115, columns

dividual items should

1 to 5 being used for the purpose. The clearance of in s
be watched by the entry monthly. in the appropirate column of the Adjustment

portion (column 6 onwards) of the Broadsheet of the accounts of items
cleared from time to time: see also paragraph 482. After the audit of the

482, In Chapter 21 has b

November, March and every subsequent month of the financial
ith the Ledger balance should

accounts of N . y su
vear, a suitadle memorandum of reconciliation Wi
be recorded in the Broadsheet thus, for March the memorandum will be as

follows: -
000

Amount outstanding at end of November— -

Add Fresh items
December
January
February - -- v
March (A .-

Ti

E 8888 8

000
——s

000 -
PSS
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Deduct Items adjusted—
i Tk.
December .. o e e - - 000
Janvary .. - - i s 000
000
February - . - - - 000
March .. s - - e - 000
Amount outstanding at end of March i - =3 000
000

Amount outstanding as per Ledger

484. At the close of the year, there should be no balance under this
remittance head, and with this object, the list of outstanding items should be
reviewed monthly towards the close of the year, and steps should be taken, in
correspondence with Divisional Otflicers, to have all transfers adjusted or
withdrawn, before the accounts of the year closed. See also Article 185 of

the Accounis Code, Volume IIL
PUBLIC WORKS REMITTANCES

485. The detailed classification of the head “Public Works
is given in paragraphs 429 to 430.

486. The procedure for dealing with heads I.—Remittances into Treasuries/
D.A.O's and III.—Public Works Cheques is as follows. As the divisional
Schedules of monthly Settlement with Treasuries/D.A.Q’s, Form P.W.A. 26,
are checked, Broadsheets in Forms 116 and 117 should be posted from them
in respect of transactions (cheques and cash remittances respectively) with
treasurie in account with the Accountant General. Each Broadsheet, when
completely posted. should be totalled, and its totals agreed with the corresponding
figures in the Ledger. At the close of the year, the outstanding differences
should represent merely the accounts of cheques drawn up to 30th June
remaining uncashed by that date, and cash remittances in transit on that date.
All other differences should from the subject of enquiry and be adjusted before

the accounts of the year are closed.

l. This monthly reconciliation, so far as the Civil figures for each Treasury/D.A.O's
are concerned, is made on the basis of Treasury Officers/D.A.O’s monthly certificates received
wit1 tiz a:niats of Public Works Ofizers. If the month’s total, thus, arrived at, for
“Cazyizs cashed at treisucies/D.A.O’s” or Remittances acknowledged by Treasury Officers/
D.A.Os as the cise miy be agress with the corresponding figures in the Detail Book, no
referenze to treasury/D.A.O. schedules will ordinarily be necessary, but in case of difference,
a detailed compirison of the Treasury Officers/D.A.Q’s certificates with the schedules should

be made and the discrepancy traced.

2. The procedure for dealing with the transactions (cheques and cash remittances) of
Public Works Officers with treasuries/D.A.O’s in account with another Accountant General

is described in paragraph 489.
487. Debits and credits under head IIT.—Other Remittances (a) items

adjustable by Civil Officers, which appear in the accoonts of Public Works
Officer, should be adjusted in the Civil section of the accounts in the same way

Remittances™
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as similar transactions of inward Exchange Account. The procedure préscribed
in the Acccunts Code, Volume IV in respect of the adjustment of non-Public
Works transactions of inward Exchange Accounts should be observed; with

such local modifications as the Accountant General may deem advisable, the
ot only to keep a watch over the clearance of each item but also

object being n :
{o test the total uncleared balances under this head month by month, and
© 10 ensure the absolute adjustment of all items within the account of each

year.
488. All debits and credits under head III.--Other Remittances (b)

. Items adjustable by Public Works Officers should, for purposes of settlement
be sub-divided int> the following three classes:

(i) remittance inio, or cheques drawn on, treasuries/D.A.O's in other
accounting circles (including Military Treasure Chests):

(ii) transactions in respcct of which Advices and Acceptazces of transfer
are exchanged direct with officers of other accounting circles: and

(iii) miscellansous Public Works items.

489. In respect of items of class (i) Broadsheet in Form 116 (vide para-
graph 486), should be kept in the Works Audit Department. separately for
each account circle, as the responsibility for watching the ciearance of the
transactions devolves primarily on the Audit Officer with whem the Public
Works Officers are in account.

Not*—The monthly totals of these broadshesis should be reeonciled 1.
7 With the correspondins fizures in Detail
Book. :

(i) Cash remitted by Pailic YWorks Officers
(ii) Cheques issued by Public Works Officers  J
(iii) Ramittances acknyw'alzed o Trotsury 7 With the toras of i3 relevant credits
O feers/D.AO's. . ) = and debits (as the cse may be) inthe
(iv) Cazgiaes sashad at srosoriss ' DO inward Settlement o7 Zxchanga Account
1 coneerned.

0 Differences in respsct of (1) and (i) would indicate errors of accounting
which should be traceable within the office. If any difference is found in
. rtespect of (iii) or (v). the entries in Schedule concerned, reccived with the
inward accoun!, should be compared in detail with the relevant postings in

the Broad-shest and the discrepancies traced and settled. in communication the

@ Accounfant General cencerned if necessary.

490, Similarly, in respect of transactions of class (ii) a Broad-sheet in a
form similar to Form 115 sheuld be taken up with the Divisional Officer
concerned through Audit notes or correspondence as the Accountant General

may consider necessary.
491. All debits and crediis of class (iii), which appear in the Civil section
of the Accounts whether on the authority of Treasury/DA.O. or other

Departmental Accounts rendered to the Accountant General or on -the
authority of the Settlement or Exchange Account received by him, should be

20

L
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collected in a register (separately for debits and credits) in Form 118 and
full particulars of each transaction should be intimated, in suitable form, to
the Divisional Officer concerned to enable him to respond to the transaction.

492, The clearance of debits entered in this Register should be watched,
on the basis of responding credits and debits as shown under this head in the
audited divisional Schedules of Remittances, Form P.W.A. 39. It should be 9
remeimbered that unless special steps have been taken towards . cxpeditious
settlement of items to responded to by Public Works Officer, the earliest

month in which an item will be responded to in the ordinary ceurse is the .

secomd month following that in which the original debit or credit appeared in
the Civil section of the 2ccounts. As in the case of transactions under head
(a), it is esscntial that not only should the adjustment of individual items be
watclzed closely, but alse the total uncleared balances shou'd be tested month
by month, and all transactions of a year should be settled before the accounts

of the year are closed finally.
SETTLEMENT AND EXCHANGE ACCOUNTS

493. The detailed procedure for watching the clearance of original
transactions classified by the division under the head “Exchange Accounts”,
vide paragraph 436 will be the same as is followed in respect of the corres~
ponding transactions appearing in the Treasury Accounts/D.A.O. Accomts.

™.

= IR WL
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PART IV—FOREST AUDIT
CHAPTER 26—FOREST AUDIT

Cash Account 494 Review of Audit .. 505
Charges i i 473 Abstracts and Sum:naries = 306
Remittances e v 3 Results of Audit Y 57
Ledger Account S04 Prozress Reports .. & 3023

CASH ACCOUNT

494. The accounts of receipts and disbursements which are rendered by
Divisional Forest Officers in the forms prescribed in Chapter VII of the Account
Code, Volume III, should be checked so that it may be seen that the disbursing
Officers have rendered correct accounts of the transactions in their charge and
that all the subsidiary accounts correctly work up to the Cash  Account in

Form F.A.L
CHARGES

495. All vouchers in support of payments should be examined in the same
manner generally as payment received from treasuries D.A.O’s. Charges should
be examined with reference to sanctions and allotment, therefor, and it should be
seen that generally advances and recoverably payments are covered by proper
authority.

496. Works and conservancy charges beyond the powers of sanction of
the Divisional Forest Officer, either because of their nature or their amount,
should receive special attention, and it should be seen that the requisife sanction
exist and that it has not been exceeded without proper authority. Audit
Registers in Form 33 and 35 prescribed for Special and periodical charges
(paragraphs 135 and 141), with such modifications as may be considered
necessary, should be maintained for this purpose. N

497. A point of special importance in connection with works and
conservancy charges is that when expenditure on a work is spread over two or
three months, the total expenditure up to date should be watchsd against the
sanction. It should also be seen that the allotment for the head of account, or
any other prescribed unit of appropriation, is not exceeded. (See also Chapter
2). Care should be taken that works forming parts of a single schems. even
though sanctioned piecemeal, are ground together in order that it may be
verified that the whole scheme has received the sanction of compstent authority
and that the aggregate expenditure does not exceed the amount of the sanction

without proper authority.
498. Charges recorded under the head “Establishment” are subject to the
ordinary rules and procedure of audit relating to such charges.

499. With reference to the particulars furnished in the vouchers, in the

Classified Abstract of Revenue and Expenditure (Form F.A. 5) and in monthly
lists of sanctions received from the Conservator, it should be seen that the
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classified, and in particular that the allocation under

rescribed rules, In cases
should be obtained from the Departmental

Officers, so that the charges may be classified correctly.

499—504]

charges are correctly
“Capital” and “Revenue” is in accordance with the p

of doubt the required information

+ REMITTANCES

500. The monthly extract from the Registers of cheques (Form F.A. 2)
Forest Officers should be completed in respect of

recgived from Divisional ) !
dates-of encashment of CHEQUES at the treasury of register suitable From

should be maintained for checking the credits in the accounts of Divisional
- Forest Officer with the corresponding debits in the treasury accounts on account
-~ _of.gheques paid. The difference between two sides of accourt should be proved
by Ahe details of uncashed cheques, as brought out in the extracts from the
Register of cheques and individual items, if outstanding for more than three
months should he settled by reference to the Divisional Forest Officer.

501. Similarly, the remittances to treasuries/D.A.O’s as shown in the
monthly Schedules of Remittances (Form F.A. 6) should be reconciled with
the schedules received direct from treasuries D.A.O's and the consolidated
Treasury/D.A.O. Receipts received through the Divisional Forest Officers and
the debits in the Forest accounts should thus be checked with the corresponding
credits in the treasury,D.A.O. accounts, a register in suizable form being
mainiained for the purpose of this comparison. Differences should be settled

romptly by correspondence with the Divisional Forest Officer or the Treasury

Officer/D.A O. as may be necessary.

Dobits and credits arising out of inter-divisional adjustments, where
45 of the Account Code, Volume III should be set
s and debits respectively. Ordinarily, when such
transactions are paired. a note of agrecment should be recorded in red ink
by the auditors of both the divisions against the relevant entries in the Cash
Accounts: but if the number of transactions is large, a suitable register may be
prescribed, in addition. to facilitate watch over unadjusted transfer.

502.
permissible under Article 2
against corresponding credit

s03. ransactions with other departments should be classified as pertaining

to the Remittance or Sattlement Account concerned accordizg to the rules laid
down in the Account Code. Ttems passed through the inward Remittance
Accounts, which are adjustable on the Forest Divisional Books shotld be dealt
Note 1 to Article 108 and Note 2 to Article 138,

vithin the manner prescribed in
Account Code, Volume IV. The clearance of the head forest Remittances

-

st

should be watched in a Broadsheet as prescribed for Public Works Remittances. -

i. Trapsactions betwesn Forest and Public Works Officers of the same Audit circlé
whether originating in the Forest or Public Works Accounts, should be classified under the
head, “Pablic Worke Pomim=nces.”

LEDGER ACCOUNT

504. The Abstract of ‘Contractors’ and ‘Disbursers’ Ledger (Form F.A. 8)
should be checked so that it may be verified that all the tramsactions pertaining
thereto have been correctly posted, and that the opening and the closing balances
are correct. The closing balances should be reviewed for check -that the



157

Chap. 26] Forest Auprt [504—509

- relevant rules and orders governing their clearance are observed. Outstanding
balances which are not cleared within a reasonable period should form the
subject of special enquiry.
The instruction in paragraph 545 apPly muratis mutandis to Forsst Advances.

REVIEW OF AUDIT

505. The rules in Chapter 3 apply to both the concurrent and the post
Review of the audit of Forest Officers’ accounts

ABSTRACTS AND SUMMARIES

506. The rules for the preparation of Forest Abstracts and Summaries are
prescribed in Chapter 2 of the Account Code, Volume 1V.

RESULTS OF AUDIT

507. The results of audit of bills and accounts should be communicated
to the Divisional Officer in Objection Statements in Form 119 or 120, the latter
form being used in those Audit offices in which the system of combined Objection
Book and Objection Statement is in force. The Objection Statement will be
returned in original, within the prescribed time, through the conservator.

A list should be forwarded by the Accountant General to the Conservator
each month showing the dates on which the Objection Statements were sent
to each divisional office. The list will be completed and sent back to the
Accountant General by the Conservator after all the Objection Statements for

the month have been returned.
508. Objections will be registered and dealt with generally in accordance
with the rules in Chapter 29.
PROGRESS REPORTS
509. Monthly reports of the progress of revenue and expenditure, if

required by Conservators, should be furnished to them in such forms as may be
prescribed by Government to suit local requiremenis. An annual summary

may similarly be sent, if required.
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PART V—RESULTS OF AUDIT
CHAPTER 27—OBJECTION IN AUDIT

Introductory s 5 510 Objections to Insufficient or 526
Irregular Sanctions.
Registration of Objections 511 Periodical Abstracts of Objections 526
Clearance of Objections .. . 517 Financial Irregularity 527
Money Values of Objections .. 520 Audit of Expenditure against Grants,
Appropriations and Units of
Overlapping of Objections 523 Appropriations s 529
INTRODUCTORY

510. Subject to the general priciples and rules laid down in Section V of
the Audit Code the procedure for communicating the results of audit to the
proper executive and controlling authorities should be as described in Chapter
28 and 29, which pertain to the Public Works and other transactions
respectively. The general instructions common to both classes of transactions

are stated in this chapter.
REGISTRATION OF OBJECTIONS

511. Objections and observations arising out of audit should be communi-
cated at the earliest opportunity, but objections should first be registered in
detail in the prescribed records maintained in the Audit Office.

1. The iastructions ia this Chapter apply generally to all objections arising out of
andit whether coalductad contrally or locally, As an exception, objectivn: against disbursing
officer which hive arisen out of local audit, but cannot be expressed in money values, need
not bz rezistered in Objection Books.

2. Mere iastcuctidas D futare guidance need not be rezistered in the objection books
maintained in the Audit Ofize. If the pursuance of an objection indicates the need of
prescribing a naw procedare for general observance, such procedare shouid be communicated
by a gemera! letter and zot by any form or statement intended solely for the communica-

tion of objections.

512. The instruciions requiring the registration of all objections arising
out of audit are subject to the qualification that objection which are trivial
or have been waived by Audit Officers under any of the provisions of Articles
248 and 254 of the Audit Code should not be included in Objection Books,
though a separate office record of objections waived should be maintained for
production at the inspection of the Comptroller and Auditor General.

Note—The maintenarce of a1 separate record may be dispensed with in the case of
objections waived under Article 243 (1)(a) of the Audit Code.

513. Subject to any specific instructions contained in the Manual it is
left to the discretion of each Accountant General to follow the method of
maintaining the record of objection in such manner as may be considered
suitable according to local requirements. It is not necessary to keep objections
separately by major heads, but on this point, Accountant General should comply
with any express requests of the Government. 5 ;
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514. Again, for an_efficient review of objections and of the progress of
their clearance, it is desirable to keep the objections of each official year
separate, even though their clearance may be effected in a subsequent year.

1. In the case of prograssive expenditure such as that on works under construction

in the Public Works Department, an objecticn to excessive expenditure should be held to
relate to the year in which it was first raised in audit, even though further expenditurc

may be in:urred in a subsequent ye:ir.

515. All records of audit objections maintained in the Audit office should
be written upon with care, and watched closely both by the Superintendent and
the Branch Officer. Even though the Objection Statements have not actually
been despatched, an objection once raised can be removed from the records
of objections only after a Branch Officer or a member of the Superintending
staff has examined that due authority exists for the removal of the objection
and put this initials against the item concerned in token of his having done so.

516. As faras possible, the entry of an objection, whether in the
Objection Book or in the Objection Statement or Al.ldllt Note, should be ful}y
descriptive, sc that ordinarily their should be no necessity of referring again

to the voucher or account concerned.

CLEARANCE OF OBJECTIONS

517. The adjustment of each individual objection should be watched
through the prescribed records until clearance or withdrawal, as the case

may be.
518. The Accountant General should look to the Branch Officer and the

Deputy Accountant General for the progress of adjustment, and unremitting
personal attention to this duty on the part of the Branch Officer is indispensable.

519. When an objection once raised has been withdrawn, either on
reconsideration or in the light of information which was not available previously,
the disbursing Officer or other authority to whom the objection was originally
addressed should be informed forthwith, as, otherwise. he remains responsible
unnecessarily for the removal of the objection,

MONEY VALUES OF OBJECTIONS

520. If in order to make a collective presentation, whather to contrelling
authorities or to the pertinent of (1) the results of audit and (2) the progress
of the clearance of audit objections, it is found necessary to express the records
of objections in money values, money columns should be opened therein for
this purpose. There are however. classes of objection which cannot be suitably
expressed in money value, or which if so expressed, do not give an adequate or
fair statement of the degree and extent of deviation from rule. It is permissible
therefore, to omit values altogether in certain cases; in other cases where values
alone are misleading, other particular may be recorded in addition or values
may be dispensed with altogether, as may be settled in consultation with the

Ministry of Finance. .

_ 521. Money values should be recorded in vespet of objection of the disses
senumerated overleaf or similar objections, ' e = :

~
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GENERAL

521—522]

(1} Want of vouchers (if not received when the relevant accounts are under —

audit)
Note—In order to compiy with the demands of Government for statistical information,

a separzte subsidiary register may be maintained for the record of objections for want of
payees receipts. Objections for want of detailed bills also should be recorded in this register
in the absence of any other register prescribed for the purpose, sec paragraph 137. This
amount outstanding hereinafter

register should be cxamined every month and the total
the end of the second month (third month in the case of paviments made in remote localities
late should be transferred to the main Objection

following that to which the objections re

Book without any details bevond the Serial number or other indication that may be necessary
for identification. This procedure may, at the discretion of the Accountant-General, be
extendsd to other definite classes of obiection of a similar nature, provided that such objec-
tions do not involve substantial deviation from rule.

(2) Want of sanction to advances, losses, etc.
(3) Want of sanction to special charges.
(4) Want of any other specific sanction required by rule.

(5) Overpayments and short recoveries.

(6) Delays in the recovery of sums due to Government, if not recorded
within a reasonable period, which may be prescribed locally in respect of each

class of debt.
(7) Expenditure placed under objection on grounds of financial prioriety.

(8) Want of allotment of funds.
(9) Excess over allotment.

FOR PUBLIC WORKS TRANSACTIONS ONLY

(1) Want of sanctioned estimate

(2) Excess over sanctioned estimate

(3) Want of financial sanction to works

(4) Want of administrative approval

(5) Excess over administrative approval

(6) Expenditure of Deposit works debited to Miscellaneous P.W. Advances.

(7) Excess over sanctioned limit to reserve stock.

- :
ol

r L

-t %3S ) i
K [ 727522 # Money values need not be indicated in the records of objections of the

= ‘, following- classes:
* ., (1) An objection which takes the form of a simple direction for future
guidance or of a call for a document the absence of which is not

likely to affect the amount admissible.
*~(2) Stamp not affixed on a voucher otherwise complete. -
~/(3) Delays in the settlement of debis due by Government.

¢

b
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submission of account reurns, vouchers, etc.
unless an actual

Chap. 27]
\(4) Habitual delays in the
~(5) Fictitious adjustments and manipulations in accounts,

loss has resulted.
f disregard or evasion of

-(6) Deviations from rule which are indicative O
rule; but donot represent charges incurred without proper sanction.

~(7) Excess over allotment for Public Works Suspense heads when an
assurance is received from competent authority that the excess is
temporary and will not affect the net allotment for the year. (If, in the
value of the objection has

absence of such an assurance, the money
been registered, a minus entry should be made in the money column
for objection on receipt of the assurance.)

«8) Errors in accounts, vouchers, etc., which do not indicate
surplus.

+ (9) Instructions,

(10) Demands for information not received.

(11) Enquiries and remarks on doubtful points. ]

(12) Remarks calling attention to minor errors of procedure.

(13) Payment of Grants-in-aid when a certificate of utilisation is awaited

from the Inspecting Officer.) .y _ ; 'y

OVERLAPPING OF OBJECTION
work or distinct object of

any deficit or

and other remarks, regarding the form of accounts, etc.

523. When a single transaction relating to a
expenditure becomes upon to two or more objections, and it is customary fo
maintain the statistics af each of the classes of the objections separately, the
several objection on the transaction should be booked separately, as if they relate
to different transactions. This feature of the system of registration should, how-
ever, be borne in mind, and in all statistics and report where in the money
values of objections of several classes may be commented upon, Of presented,
collectively, every effort should be made to make due allowance for the exaggera-
tion caused by this overlapping of objection, and the existance of the overlapping,
and the steps taken to remedy it, should be mentioned prominently.

1. The Accountant General may, i ¢ Work: ransactions, permit
all objections on 3 transaction 1 be recorded under a single head—.i1e most serious, 0N
provided that suitable safeguards are adopted in order that (a) the removal of each of the
objections may be watc ,and (b) the general accuracy of statistics relating to objections may
be maintained.

(2) The detailed procedure for eliminating exaggerations due 10 the overlapping of obijec-
tions may be prescribed by the Accountant General. Tt should be set out clearly in the Office

Manual.
524, In some cases, it will be found impracticable to make allowance for
Public Works Department voucher,

the elimination of exaggerations, €-8, when a
relating to 2 number of works, is not received in aundit, and the amount of the
total expenditure covered by it is held under objection “for want of voucher”,

one or; mare parts of it may relate to expenditare on works which is
21 :
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held under objection for, say, “excess over estimate”, and “excess over allot-
ment”, and it may not, therefore, be possible, without introducting a system of
complicated registration, to determine the amount by which the separate
objections “for want of voucher” will cause an overstatement of the total
objections. In such cases, it will be found advisable to exclude from all collec-
tive statistics the whole figure relating to a particular class of objections and'to
mention this fact prominently in all reports and statements connected with the

statistics.
OBJECTIONS TO INSUFFICIENT OR IRREGULAR SANCTIONS

525. There is a class of important objection which cannot be omitted from
collective reports or statistics, but must be excluded from the ordinary records
of the objection booked against disbursing officers. These are objections to
insufficient or otherwise irregular sanctions accorded by any authority above
the disbursing Officer. A record of these odjections should be kept in special
Registers in Form 121. A separate Register should ordinarily be maintained
for the record of objection relating to irregular sanctions of the Administrative
Ministry (other than the Ministry of Finance) and it should be reviewed
periodically by the Accountant General. The Accountant General shall, at his
discretion. determine the number of registers to be maintained for similar objec-
tions relating to sanctions accorded by other authorities and prescribe the
manner in which the registers so maintained should be reviewed periodically.
Correspondence relating to such objections should be addressed to the authority
who accorded the sanction. The disbursing Officer or officers should, however.
be informed simultaneously that the sanction has been held under objection. If
at any time before the removal of the ‘objection it is considered necessary to
retrench the amount disbursed, such retrenchment order shall be communicated
to the disbursing officer through the sanctioning authority. 5

PERIODICAL ABSTACTS OF OBJECTIONS

526. If a Government so desires, abstracts of outstanding objections should
be prepared in suitable Form and submitted to it or to any authority specified
by it on such dates as may be settled in consultation with the Ministry of Finance.
See Article 244 of the Audit Code.

FINANCIAL IRREGULARITY

537. The instructions relating to the preparation of the Appropriation
Accounts and Audit Reports are given in Chapter 30. The detailed procedure
for the registration of special irregularities and for collecting such statistics as
may e required for the preparation of the Audit Report may be laid down by
the Accountant General. See also Article 241 and 253 of the Audit Code.

528. A record on the alphabetical card index system may, at the option of -

the Accountant General, be maintained. in Form 122 against the name of each
Government servant responsible, of all serious financial irregularities with
which his name is connected. If he is the head of an office inspected by an
officer of the Audit Department, a note of the state of his accounts as adjudged
at the inspection should also be made in this form. This record should be
{reated @s confidential. If well maintained, it would give a valuable indication
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of the attention paid by Government servants to accounts and audit principles,
and would not only make it easy for the Accountant General to advice Govern-
ment in matters indicating the need for disciplinary action, but also facilitate
compliance wth any enquries that the Ministry of Finance or the Public Accounts

Committee may make of him in such matters.
Nofe—The auditor who makes the entries in the card index and the Superintendent and
Branch Officer who examine them should attest the cntries by placing the dated initials in the

column provided for the purpose.

AUDIT OF EXPENDITURE AGAINST GRANTS, APPROPRIATION,
AND UNITS OF APPROPRIATION

529, In regard to objections for “Wants of allotment of funds” and “Excess
over aliotment”, it should be remembered that objections falling under these
heads are capable of being looked at from two distinct points of view. In cases
in which the further orders of a controlling authority will be sufficient to
regularise the actual expenditure, there is a financial irregularity the clearance
of which has usually to be watched by the Audit office on behalf of the Executive
Government. But, inasmuch as an irregularity under either of these heads may
cause a deviation from the Grant or Appropriation as specified in the schedule

ly will) exist a financial

of Authorised Expenditure, there may (but not necessari
of which has to be warched by the Audit offices on be-

irregularity the clearance
This distinction should be observed and made clear,

half of the Parliament.
where necessary, when preparing any reports of statistics which are likely to be

laid before the Parliament or the Public Accounts Committee.

530. The scope of expenditure against provision of funds is defined in
Chapter 1 of Section IV of the Audit Code. The objections raised should always
be expressed in money value (paragraph 521), separate records being maintained

in connection with—
(i) Audit on behalf of the Parliament, and

(i) Audit on behalf of the Executive Government.

1. The mainteaance of a separate Objection Book in respzct of objectivascovered by
(i) above is not necessary, as the notes of excess over Grants and Appropriations are required to
be made in a separate register maintained vide paragraph 665 for the purpose. For (ii) above,
a separate Objection Book should, however, be maintained if Government requires thatsuch
excesses should be reported to it. Forms 124 and 127 may be utilised for the purpose after

The Accountant General has full diseretion to decide

alteration of the hzadings where necessary.
which sections or section should maintain the Obiection Book.

allotment of funds are removed, during the
orders regarding the necessary allotment,
reappropriation or a Supplementary Grant as the case may be. As stated in
Article 56 of the Audit Code, no allotment or reappopriation within the Grants
of a year can be authorised at any time after the expiry -of the year. In
consequence of this rule, objections for “want of allotment” and “excesses over
allotment”, if the official year has closed, cannot be met by the issue of a formal

531. Objections relating to
course of the year, on receipt of
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order of appropriation, Subject, however, to any rule laid down by the Ministry
of Finance, such objections may, at the Tequest of competent authority, be

removed formally, provided—
() that there are known savings from which the necessary reapropriation @
could have been made if the year were stil] current,

(i) that,if where are no such savings and the expenditure, under objeciions
is subject to the vote of the Parliament, eithcr there IS no net excess ‘

over the grant concerped requiring the vote of the parliament, or, if
ihere is sucy an e cess, 1t 1s held se~aratl; under objection for (a)
inclusion i i Audit Report, and (b)

(iii) that, if there are no such savings
the vote of the parliament, eith

an excess, it is held separately under objectio.
Appropriation A« counts and Audit Report, and (b) wa’ch fo. the
Tegula.i ation in the manper provided in the Legislative Rules,

Objections on the ground of “Wan" of allotwen © of excess over allotment
mav be remo ed on submission to Go ‘ernmen of .he Appropriation Accounts
and Audit Report in which Jhey are included.
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CHAPTER 28—OBJECTIONS ON PUBLIC WORKS TRANSACTIONS
Objections Statement and Audit Note 532 Registration of Objections .. 554
Objection Statement 538 Clearance of Objections .. 556
Watch over Objections 544 Monthly Closing .. .. 558
550 Annual Closing .. .. 559

Objection Book
OBJECTION STATEMENT AND AUDIT NOTE

532. In the matter of communication to Divisional Officers of the results
of the audit of divisional accounts, a broad distinction should be observed
between (1) Objections to the substance of the accounts on the score of
deviation from financial rules or standards of financial propriety, on the one
hand, and (2) miscellaneous remarks, observations and enquiries on minor
matters, and objection to the form of the accounts and vouchers, as distin-
guished from their substance, on the other. The former should be entered in
an Objection Statement, Form 123, and the latter in an Audit Note, the form

of which may be prescribed by the Accountant General.

1. Objections arising out of the Audit of Public Works transactions not passing through
the accounts of Divisional Officers are not dealt with in the Works Audit Department.

553. The Accountant General will prescribe the detailed instructions
regarding the classification of audit objections and remarks for the purpose of
paragraph 532, but the general instructions given in paragraphs 534 to 537
should be observed in all cases.

534. The objects to be achieved are:

(a) that all irregularities in fransactions, as well as other points arising
out of the examination of accounts and vouchers, should be registered,
in one shape or another, unless they are trivial or the objection has

been waived by competent authority; vide paragraph 512;

(b) that they should be intimated at one to the Divisional Officer, and
thereafter pursued until they are regularised or explained satisfac-
torily; and

(¢) That the Superintending Engineer should be given an opportunity
of reviewing, month by month, in respect of each division, through
the Objection Statement relating to it—

(i) each irregular transaction which cannot be regularised without his
orders or those of a higher authority as soon after its occurrence
as possible;
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(iii) such of the other points raised in audit as may be considered
important or indicative of serious disregard of rule.

_ The reports mentioned in (c) (i) and (ii) above should be confined to
irregular transactions ncticed in the accounts of the division audited during
the month, though in respect of each item reported, the total amount held
under objection (including the amount of any previous objections) should be

indicated in the report.

The points mentioned in (c) (iii) above will be reported at once to the
Superintending Engineer only if the amounts involved are considerable, or
the deviation from rule is serious; ordinarily, matters falling under this category
shou'd be reported to him only when it is noticed that they are not receiving
adequate or prompt attention from the Divisional Officer. '

535. In the preparation of Audit Notes, a distinction should be observed
remnarks and observations indicating errors of omission cr

between (1)
commission, on the part of the Divisional Accountant, in the compilation or
2) points relating to the subs-

preliminary examination of the accounts and (

tance of the transactions brought to account. As far as possible, points for
which the Divisional Accountant appears to be wholly responsible and points
for which the disbursing officers or other executive officials are responsible,
who'ly or in part, should be recorded in separate section of the Audit Note.
Further details of the procedure for the preparation and disposal of Audn
Notes may be prescribed by the Accountant General who may also prescribed

the form for it. See also paragraphs 357 and 359.

536. All objections entered in the Objection Statement must be recorded
simultaneously in an Objection Book, Form 124 and the general instructions
in paragraph 563 observed. Of the objection entered in the Audit Note, only
those should be brought on to the Objection Book for which the maintenance of
a money value record is necessary; vide paragraphs 520 to 522. Such items should
be marked “Obj.” in red ink in the Audit Note, so that when they are cleared,
on the return of the Audit Note, the need for the adjusting entry in the
Objection Book may not be overlooked or, the Accountant General prefers a
money column may be inserted in the form of the Audit Note.

537. As soon as they have passed by the Gazetted Officer, khe Objection
Statement znd the Audit Note should be sent to the Divisional Officer for his
rks that the latter should be returned

explanations and replies with the rema
direct and the former through the Superintending Engineer so that he may add his

comments and orders.
OBJECTION STATEMENT

538. The Objection Statement is divided into two parts :
L Obijections regarding estimates and alloments for works.

II. Miscellaneous objections,
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objections of the following main classes should be

539. In Part I, only
the separate money columns

registeted, the entries of amount being made in
provided for the purpose :

(1) Want of sanctioned estimate, (2) Excess over sanctioned estimate,
(3) Want of Allotment, and (4) Excess over allotment. The first
entry in this part should be in respect of the total amount of objection
outstanding in the Objection Book under each of the four classes
named, and it should be made in red ink, thus total up to date

amount of expenditure held under objection on these grouncs, includ-
ing that pertaining t0 works detailed in this part.

Note—If the rules of Government so authorise 1, and subject to 2 limit prescribed by it
expenditure on repa‘rs may not be placed under obijection for want of allotment during the

first few months of the financial year.

Then. should be set forth objections of these four classes noticed in the audit
if the accounts of the month to which the Objection Statement relates, and when
this is+done, objection which are still within the powers of the Divisional Officer
to remedy may, with advantage, be set out together at the commencement, pre-
ceded by the following remarks made in red ink in column 3 of he form:

sive expenditure on which has not yet exceeded the
limits of the powers of the Divisional Officer to sanction on an estimate, Of
may be, but regarding which no intimation of

pass as an excess, as the case ;
the sanctions or order of the Divisional Officer or higher authority has

reached the Audit Office.

Next, should be detailed, under another red ink heading, all other objections
of these four classes i.e. objection which it is known definitely cannot be removed
without the order of the Superintending Engineer or higher authority.

List of works progres

540. Objection of the classes “For want of estimate” and “For excess
over estimate” may not always be indicative of irregularity on the part of the
disbursing officer, as he may be acting under the orders of superior authority.
In order that objections for which he is personally responsible may be distin-
cuished from those which should not be booked against him personally, these
two heads may be suitably sub-divided into two each if the Government desires

this distinction to be brought out in any reports or statistics of objections.

541. Part II deals with all miscellaneous objections not entered in the
Audit Note. In this part objections should be divided into two classcs 1
vouchers awaited, and (2) other items, a money column being reserved for
cach. The first entry, which should be in red ink. should be as fellows:

TOTAL AMOUNT OF OBJECTIONS AWAITING ADJUST!
INCLUDING THOSE RELATING 'IB{%HE ITEMS DETAILED IN
THIS PARYT

" Below this should be detailed the items t be reported ~ specially; thosc,
relating to previous month’s accounts should be shown separately from those

arising out of the accounts of the movoth to which the Objection Statemerit
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primarily pertains, and necessary particulars of each objection should be stated
concisely, but clearly, in the coiumn provided for the purpose:.

1. In the casc of “vouchers awaited”, the number as well as the amount of vouchers

. and the objections relating to the accounts

not received in the Audit Gffice should be stated
of one month should be kept distinct from those connected with the accounts of another,

vide paragraph 555.

2. Ia respect of unsettled objections of previous months which may be included in the

Objection Statement under paragraph 544, the particulars of the objection should include
tion itself. An entry in the money column will be necessary only

a brief history of the objec
if the money column of the **Objection Book™ is written up, vide paragraphs 520 to 522.

542. The amounts of objection when entered in thel money columns may

be expressed in the nearest Taka.

543. The last three columns of both parts should be left blank—the first two
for the explanation of the Divisional Officer, and the remarks of the
Superintending Engineer, respectively, and the last column for the record, on
the return Statement, of the action taken by the Audit Office on reviewing the

Statement (paragraph 547).

WATCH OVER OBJECTIONS

544. In respect of individual objections entered in the Objection Statement,
the Audit Office will exercise the necessary watch through the Objection Book
which should therefor, be reviewed closely by the Superintendent and the Branch
Officer when reviewing and passing the Monthly Accounts Delay in setting an
objection or circumstances which have come to light since it was raised my

warrant its report to the Superintending Engineer even though such action was
not taken originally. Such objections should be brought to the notice of that
officer; either through the Objection Statement then going out or otherwise.

Items which have remained unsettled in spite of two or more reports to the
Superintending Engineer, or are otherwise serious or important, should be
reported specially to higher authority.

Advances and Advance payments which have been made under
proper authority, and debtg due to Gevernment which do not indicate any
financial irregularity, should not be placed under objection or entered in the
Objection Bock with the object of watching recovery or adjustment otherwise.
The realisation of such assets is watched separatelly through one of the accounts
prescribed in the Account Code, Volume III, or this Manual, and an entry in
Objection Book is necessary only when there is a real objection e.g., for want

of sanction, for want of necessary certificate and so on.

546. Each auditor is responsible that objections which arise out of (1) the
audit of periodical returns, and (2) the Audit inspections of Public Works
offices, are duly brought on to the Objection Book, before the objections are
intimated to the Divisional Officers’ concerned, in all cases in which the main-
tenance of a money value record of the objections is necessary; see also Rule

2 to paragraph 511.

545.
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547. Objjection Statements on return, should be review

as soon as possible, in the: Works Audit Register,
thereby should, at the same time, be adjusted, vide paragraph 557.

1. It should be seen that the explanation and replies of the Divisional Office are signed
by the Divisional Officer himself and not by the Divisional Accountant, and that if a state
ment contains @ sanstion OT ordsr which is to be the authority for th® removal of
an objection or the passing of 2 transaction in audit, the sanction ot order, as the casemay
be, is signed by the competent authority.

OBJECTIONS ON PUBLIC WORKS TRANSACTIONS

should be maintained in the Works Audit
n be watched the prompt disposal of Qbjection
Statements and Audit Notes. The Superintendent chould review this register
weekly and take any action that may be necessary and at 'east once a mon the
register should be laid before the Branch Officer.

1. Office copies of Audit Notes may be dispensed with the original documents are written
up ligibly and do not contain many corrections and office notes.

549, It should be remembered  that the Objection Book has not
corresponding Ledger head in the Accounts, and consequently any item which
appears in, it must have been taken to some€ prescribed head of account, the
entry in the book being nothing more than areminder that it has only be
The auditor and the Superintendent will be responsible
that all entries are made with due care, so that the book may at all times present
a complete and accurate record of all objections rais of their clearance
effected on receipt if the necessary order. explanation or information, and of the

balances outstanding.

. 548. A suitable register
Department through which ca

adjusted provisionally.

OBJECTION BOOK

550. TIhe object of the Objection Book, Form 124 are (1) to serve as a

continuous record of the objections and clearances of items placed undet

objection during and to end of each month separately for each division, (2) to
afford a ready means of reviewing the outstanding objections, and (3) to
facilitate the compilation of such statistics of objections as may be required from
time to time.

551. Objections connected with the settlelment of Remittance Accounts
transactions should not be entered in the Objection Book, as a separate book
;svl))rovided for them (vide Article 110 and 142 of the Account Code, Volume

_ 552. A set of pages of the Objection Book should be reserved for each
distinct class of objections of which a separate record may be required for any

- purpose. The main classification of objections is given in paragraphs 538 to 541.
The head “Miscellancous” is usually devided into a number of convenicnt paris

22
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(one of which will always be “For want of vouchers™) according to local require-
ments, e.g., “For want of sanction to special charges”, “Overpayments and short
recoveries, and “Delays in the adjustment of debts due to Governments”. In
cases in which the Audit office is required to verify the existence of the necessary
administrative approval to works (vide Articles 231 and 232 of the Audit Code),
it will be necessary to open two more heads. viz (1) For want of administrative
approval, and (2) For excess over administrative approval.

553. A set of pages of the Objection Book should be reserved for notes of
overlapping objsctions (paragraphs 523 and 524).

REGISTRATION OF OBJECTIONS

554. Undsr each head, the objection relating to each distinct transaction
should be ireated as a separate item, and serial number should be assigned to
it. When the collective expenditure on a work or an object of expenditure is
placed under cobjection, the whole work or object should be treated as one item.
In the case of works, ectc., the transaction relating to which are of a progressive
character ali subsequent objections should be held as relating to the same item,
unless the nature of the obiection required it to be registered as an objection of

another class.

555. The amount placed under objection during the month in respect of
any item should be noted against it in black ink in the appropriate column of
the month concerned and below this entry should be noted in green ink (as the
denominator of a fraction the numerator of which is the entry of the amount
placed under odjection during the month) the progressive total of the amounts
placed under ohjection to end of the month, In the case of objections classed
as “Miscellanecns” full particulars of the objection should be placed on record.
In the case of items, for which the money columns are not required to be filled
in (vide paragraphs 520 to 522), the auditor will set his initials in the amount
column of the month in which the item has besn placed under objection. The
postings of all items placed under objection should be verified by the Superinten-
dent at the iime of his concurrent review of the accounts of the month, and in
toksn of this, after the cntries of the month have been abstracted he should

initial the entries in the abstract (vide paragraph 558).
recorded originally

L. If the case of any obiection tne money value of which was not
it transpires subsequently that it should be recorded, the total amount under objection at the
time of the discovery should bs entered agaist the item concerned in the money column of
the carrent rmdath, with a suitabls explanation in the column “Remarks”, which should be
attested by the Sunerintendent.

2. Objections regarding “Vouchers awaited” should be recorded in the Objection Books as
two items, viz. (1) number of awaited vouchers, and (2) amount of awaited vouchers, the
objections retaining to the accounts of different months being shown under different groups
The numbers may be written in red ink or otherwise distingaisked so  that they may not

be included in the amounts when total are struck.

CLEARANCE OF OBJECTIONS

556. An objection should be removed as soon as the necessary sanction
voucher, or document is received, or when the audited accounts shown that the
expenditure under objection is adjusted or recovered, or when the delay, defect or
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doubt, as the case may be, has ceased to exist or has been explained. The
removal of an objection should be indicated in the Objection Book Dy an entry
of the amount adjusted in the column “Amount cleared” for the month following
that of which the accounts were last audited, the progressive total of adjustments
being also noted, at the same time, in the manner prescribed for the ting of
the amounts placed under objection. In the case of items, for which the money
-olur i filled in, the adjustment should be indicated

merely by the initial of the auditor in the column for the month concerned.
ink line should be drawn across the page in'ell

a precaution against error, a ¢ uld !
the remaining columans. In the case of objections classed as “Miscellaneous k.

(vide paragraph 538), the reference to the order, account, voucher or other

document on the authority of which the objection has been removed should

also be noted in the column provided for the purpose.

1. Brief notes of, of references 1, all correspondence of other action taken towards
hould b2 keot in the column “Remarks” of the Objection Book.

clearance of any ohiection sh
557. All entries regarding e adjustment of ohjections should be attested
by the Superintendent. In respect oOf objections removed by sanctions and
ther documents the examination or acctgf-
y

orders, or by accounts, vouchers or © > r
tance or which can be completed before the receipt or audit of a mou

account, the Superintendent will be responsible that the adjustment is effected
without delay and that the adjustment entry is attested by him at the same time
as any sanction, or order, is noted in the Works Audit Register (vide paragraph
547). Adjustments dependent upon the receipt or audit of a monthly accounts
shou'd be made as soon as the awaited event takes place,

VIONTHLY CLOSING

558.. Atter the Superintendent has completed the concurrent review of the
accounts of a month (vide paragraphs 353 to 355) all entries in the columns
“Amount placed under objection” and “Amount cleared” for the month should be
totalled, separately for cach class of objections, and a general abstract should
fe prepared in a separaie section of the Book. The Superintendent should
examine and initial this abstrzch.

1. Tn: prozeeisive tatal of eleu Lbad ai objections should be carried forward from
moath to moath and tne unadjasted b2lamse from vear to year, but in respect of objection
relating to allotments, 2 paragraphs 559 €0 560.

ANNUAL CLOSING.

559. The Objectioit Boox should pe closed annuaily and the balances of
outstanding objections (except those in respect Of allotments vide paragraph
560) should be carried forward to the following year’s Book, the entries being
artested by a member of the Superintending staff. In the Objection Book of
{he new year, all such items should be noted (in relevant groups), in a separate
section thereof. If the outstanding balances thus brought forward relate t0 two
the balances of each year should similarly be registered in @
separate section. This action, however, cannot be taken completely until the
Supplementary Account of the year has been audited but it is permissible in
anticipation of this event to transfer to the mew year’s Objection Book such
iten_zsnfthcoldBookasmaybeaﬁectedbythe accounts of the new Yyear
audited before the Supplementary Accounts. The Superintendent is, howewer,
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responsible that any correction due to the Supplementary Account are carried
out nearly in the new Objection Book, in due course by pius or minus entries, as

the case may be, made with suitable remarks.

560 Unsettled objection for (1) “Want of allotment” and (2) “Excess over
allotment” should not be carried forward to the new year’s Objection Book but
the Branch Officer in charge should see that nccessary action has been taken in

accordance with paragraphs 529 to 531,
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CHAPTER 29—OBJECTIONS ON OTHER TRANSACTIONS

Objection Statement—

¥ Forms and preparation 561 Adjustment Register 378
Despatch 353 Closing of Objection Book .. 331
Disposal and Retura .. 364 Broad-sheet of Advances and 532

Suspense.
Auditor’s Responsibility . 305 Broad-sheet of Departmentai .. 433
Adjusting Account,

e Retreachment Slip 366

" Qbjection Book— Watching and Testing—

Form and Contents 368 Abstracts of Objections 3 s8d

Advances recoverable .. 370 Review of Objections = 385

Suspense Account 573 List of Outstandings .. 586

Items adjusted but awaiting for 574 Objections on Transactions appear- 587

final clearance. ing in Inwards Remittance

Account.

Service Payments for Recovery .. 575 Combination of Objection State- 388
ment and Objection Book.

OBJECTION STATEMENT
FORMS AND PREPARATION

561. In most cases audit objections should be intimated direct to the
jal printed audit memoranda

disbursing or other responsible authority in speci
and other half-margin forms., The Treasury Officer/D.A.O. should be addressed

only when recoveries have o be orderzd, or in respect of objections for the
removal of which he is directly responsible. Such intimations, together with
important Treasury/D.A.O. irregularities and directions or enquiries arising out
of account, should be sent to him through Objection Statement (Form 125). The
auditor should have hefore him, at the time he deals with the accounts oOr
vouchers, the requisite Objection Statements, s ecial printed audit memoranda
and other half-margin forms, and shouid write these up, as each point requiring
gotice becomes evident during the course of his scrutiny of the accounts and
audit of the vouchers. All objections, whether communicated directly to
responsibie authorities, or to the Treasury/D.A.O’s should be entered in the
Objection Book. A Register of half-margins should be kept up in each audit
cection showing fhe issue. return and disposal of these audit memoranda and
half-margins.

Note I—All copies of retrenchment orders issued to Treasury Officers/D.A.O’s should be
forwarded simultaneously for the information of the persons affected, directin the case

of gazetted and non-gazetted Governm:nt servants who draw their own bills and throngh the
h=ad of the office in the case of other non-gizettel Government servants.

Note 2—Printed audit memdranda and ofier half-margin forms should be dealt with in the
same manner as the Objection Statement. : Y
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562. There should be two Objection Statements for each month—one
relating to the first schedules of payments (which_ ought to ;eacl:t the Treasury
Officer/D.A.O. before the end of the month as 2 guide to him in his next month’s
payments), and the other to the second schedules and the C?sh Apcount. The
auditor will be responsible for seeing that the objections which arise upon that
part of the audit work which he has transferred to another section (paragraph 28)
arc duly entered in the Statement before despatch, unless a separate Objection
Book #s kept by that section.

Vote—Inz Aceountiai-General may atnis discreiion a-range in prder qf time, c:c. all
the processes of the work to be done inconnechion with the :]s: sCieduies of Daymem
subject t) fthe restriction that in o case shail the comdleiion of the work inchuding the
review of tudit and issae of audit objections, be delayed tic ioth  of the fol.owing the
monta. Important objections should. howeve:, continus to besent out as Soon 1s they are
detected. The Acciuntant Geaeral, Civil, is allowed 15 days extra for the compietion of the
work connected with the Ist Schedules reczived from those Treasuries or D.A.O’s effice

which are situated in remote localities

DESPALCH

563. Each Objection Statement will issue in original, over the signature of
a Gazelted Officer, after the review of audit and objections prescribed in para-
giuphs 38 to 41. Before despatch (which must not be delayed) the objection
must be nearly posted into the Objection Book (Form 127) by the auditor. Each
Superintendent should keep a memorandum book for note of the Obijection
Statements which he passes should ascertain daily that all have gone out, and
should take precautions to secure the eniry in the Objection Book of all the
items in the passed statement, whether or not their amounts are carried into

anv menev column.
 DISPOSAL AND RETURN

564, The returu or the Objection Statements must be watched with equal
care. They are due to be returned by the Treasury Officer/D.A.O. within the
time prescribed under Article 242 of the Audit Code and he should not be
allowed to keep them back on the ground that one or two of the objections
require further enquiry. These can be extracted for separate disposal, while

&

ths other items are replied ic.
AUDITOR'S RESPONSEBILITY

565. The auditor is responsible for the prompt disposal of the Objection
Statemeni when refurned. If a recovery is ordered, or a sum is debited under
Advances Recoverable against a named Government servant, he is responsible
for watching the recovery. Though the Government servant concerned be
transferred to another department, the item will not be removed from the
Objection Book of the old to that of the new department, but a note of the
tranefer will be made, it will, of course be noted on the Last Pay Certificate by
the Officer in charge of the Treasury/D.A.O. from which he last drew pay and
may also, with advantage, be intimated to the one who will pay him in future.
On the occasion of a transfer of a gazetted Government servant against whom

o

(o

&)

o
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an order of retrenchment has issued, the auditor concerned should ascertain
what amount is still outstanding, and should send a slip of warning to the new

Treasury Officer/D.A.O. -
1. If it is necessary to make a recovery from a Government servant who has passed
under the jurisdiction of another Accountant-General warning should be given on the Last

@ Pay Certificate or by a special letter if the certificate has already issued. In such cases the
objection should entered inthe Objection Book but with a note that reguisition for recover:
has been sent to the new Audit Office.

RETRENCHMENT SLIP

. 566. The consideration whether the pay and allowances drawn are
admissible involves disallowances of improper claims and watching the recovery

of money improperly drawn. When it is considered necessary to order the
General should send

recovery of any erroneous payment, the Accountant
e office concerned by a

warning to the Government servant or the head of th
hich the ground of the retrenchment should be stated

slip in Form 126, in w

clearly (an advice being sent invariably to the Treasury Officer/D.A.O. at the

same time). This slip will give the Government servant retrenched an opportunity

of forwarding to the Accountant General an explanation which may cause the
The withdrawal of modification of an order for

recovery to be dispensed with.
recovery should be communicated both to the Treasury Officer/D.A.O. and the

Government servant concerned.

567. On similar slip should be noticed short payments or overdeductions;
they should be noted, too, for future guidance in the Objection Statements, but
need not be entered in any money columa of the Objection Book, for the Audit
Department has done its duty when it has warned a Government servant that
he has a further claim, and cannot compel him to prefer it. See Article 252 of
the Audit Code.

OBJECTION BOOK
FOR S AND CONTENTS

568. The Objection Book {of which there must be one for each Treasury’
D.A.O. for Departmental Account) are the permanent office record of entries
which have been made in the Objection Statements prepared upon the examination
But, besides these

of each schadule of payments and of the Cash Account.
ts debited under Advances

2 objections, they contain also note (1) of all amoun
Recoverable, (2) of all amounts credited or debited of suspense, and (3) of
gh not under objection. They are kept

items adjusted out not cleared, even thou
in Form 127 and the objections are detailed under the following heads:

Advances Recoverable.

Receipts.

Payments.

Items adjusted but awaiting for final clearance.

Service payments for recovery. ;
heads. B is

Unlike the others the first two have corresponding Ledger ]
imperative that entries pertaining to two months accounts should not be entered

on the same page. :
1. When the gazetted Government servants® bills ‘or other classes of bills are andited

by separate sections, separate Objection Books may be kept in those section. - .- ©- .
2. For objection in respect of appropriation sudit see paragraph 530.- - -

»
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569—572]

569. The amount of entries which may not require action by the Treasu.
Officer/D.A.O. though noted for his future guidance (e.g. overcharges of fun
subscriptions, should not be posted in any money columns, and the mone, -
columns under “Mode of adjustment” may be scored through.

ADVANCES RECOVERABLE

570. Uncer “Advances Recoveradle” will appear payments which may be
classified as “Advances Repayable” under Article 36 of the Account Code,
Volume 1. Neither loans to municipalities or private persons made under
seders of the Government and bearing interest, nor advances to cultivators
(takavi), nor permanent advances, DOr special classes of advances need appear
here, as they are recorded in separate Registers.

{. I larze or frequent advances are made under tie operation of any general rule, the
jal procedure for auditing. watching and recovering

yvooyantant General should arrange specl
tham.

571. This column will show also advances made in other audit circlcs
(paragraph 282) and advances which enter through formal transfers in account,
the entries will thus differ from those of the Classified Abstracts by the amounts
of these two classes though the total of the broad-sheet will agree with that of the

=tail Books which will include transfers.

572.  After the Objection Books for June have been closed, it may be found
ts already placed under

necessary in the June Final accounts to adjust amoun
In opening the Objection

Objection or to place fresh items under objection.
es should be provided, after the pages

Book for the new year, separate pag
containing the entries of the outstandings of the previous year, 1o record the
objection raised in June Final Similarly, in the Adjusmment Register there
should be a separate page or pages for the record of adjustments made in June
Final. The entries in these records should be totalied monthly at the time of
clesing the Obijection Bock for subsequent months. and the net debit or credit
d to or deducted from the

resulting therefrom should be worked out and adde
h, so as to work out in a separate

balance of the Objection Book for the month,
entrv at the foot of the Objection Book the correct halance of objections
outstanding at the time. Unless they are the direct outcome of transactions
incorporated bv book adjustment in the general accounts for Juns Final, the
adjustments in respect of outstandings of the previous vear need not be included
in the Adjus'ment Register of June Final (Form A.T.M. 128) but may be
carried out in the new year. The above procedure will be followed till the
accounts for June Final are closed. When the accounts for June Final are
closed, the saparate ohiections and adjustments under the heads, “Objection
Book Advarces” and “Objection Book Suspense Account” should be totalled,
and the total posted into the June Fina' column of the Broad-sheet (see para-
graph 582) for the past year, and the correct closing balance worked out. The
difference between these fotals should also be added or deducted, as the case may
be. at foot of the June Obijection Book for the past year, so as to make s
palance agree with the Broad-sheet and the Ledger. This agreement shouid be

made and certified bv the Superintendent.
ney column

Note [—Items under objection, the amounts of which are not entered in the mo
of the Objection Books, need not be transferred to the Obiection Book for the new yeat
antil the June Final accounts are closed. The settlement of any such items prior to that

date should be noted in the old Objection Book.

Note 2—The transfer of other outstanding items to the new yesr’s Objection Book may
at the discretion of the Accountant General be deferred uatil after the close of the Jume
Final accounts, the adjustments made in the meantime being noted against the entries in

the old Objection Book.
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~SUSPENSE ACCOUNT
» are provided two columns, one for credits

¢ taken under this head, except with the
See also Article 37 of the

573. Under “Suspense Account
and one for debits, but no item should be
special sanction of the Branch Officer in charge.

Accouunt Code, Volume I.

In the column for “Receip’s” will appear only sums shown for credit to a
debit head, but imperfectly described. Any item of revenue  receipt, of which
full particuiars are not given, must be taken of the credit of the minor head
“Miscellanous”, under the revenue head to which it appears to belong. But
such items must be rare; nor does the fact that they have been so credited and
included in the aggregate receipts of the month relieve the Accountant General
of the duty of ascertaining by correspondence what their real nature is and of
transferring them to the credit of the proper head by debit to the head originally
credited; they may be made the subject of special correspondence with officers
concerned, but must, in all cases, be noticed in the Objection Statement and their
amount entered in the column of the Objection Book headed “Items adjusted

but awaiting final clearance”.

In the “Payments” column will appear items not only of charge for which
such particulars are not given as will enable the audit office to classify them
properly but also charges written back on disallowance from the Exchange
Accounts or charges disallowed trom the inward Settlement Accounts which are

not susceptible of final adjustment against some other head.

ITEMS ADJUSTED BUT AWAITING FINAL CLEARANCE

574, The third head will contain those items, to which technical objection
is taken, unexplained receipts (see Paragraph 573), Payments cn abstract
contingent bills not covered by countersigned bills and in fact all items which
cannot be admitted finally in audit. It will be cbserved that this column has no
corresponding Ledger head and consequentiy any item which appears in it must
have been taken to some prescribed head of account, the entry here being nothing
more than a reminder tha it has only been adjusted provisionally.

1. If Extract Rezisters of Deposit Receipts do mot arrive in time for andit before
closing ths Objection Book, the amount shown in the Cash Account should be noted in
the third column of the Objection Byok but no entry need be made in any money column
Wien rezisters of payments are not forthcoming, their amounts should be dealt within the
sans mimaer. Particular care must be taken to write off these objections when the registers

are reccived.

2. Cash remitfanzes, even though a complete voucher is absent, should not be entered
in the OYection Bydk at all, as a separate register is provided for them. Deficiencies in
such remittances will,- however, come in the ordinary course into the Objection Book ag

**‘Advances Recoverable”, il

23
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SERVICE PAYMENTS FOR RECOVERY

ms taken against service heads
when a payment is made on

575—879]

575. In the last column will appear all su

for which orders of recovery have issued. For,
account of a completed service on a proper voucher the fact of the payment is

not altered because some portion of it represented an overcharge. The payment
must be accepted and must be recorded against the Grant or Appropriation for
which it was made; but at the same time it should be recorded as under objec-

tiom.

1. The amount of gratuity to e refunded under the rules of Government by a person
re-emploved should be noted in the Audit Register for recovery. Recoveries will be credited
to the Government. The fict of the complete refund of the gramity should also be noted
in the History of Service according as the person concerned is a gazetted or a non-gazetted

Gowvernment Servant.

ADJUSTMENT REGISTER

576. As the objectionable items are adjusted in whole or in part—

‘Advances’, by credit to Advances Recoverable,
‘Suspense’, by credit or debit to that head,
‘Uncleared items’ by being cleared,

‘Service payments for recovery' by recovery or by

the adjustment is to e posted in the Adjustment Register (Form 128), and also
against the original item in the Objection Book.

removal of the objection,

577. The mode of adjustment adopted with reference 10 each item will be
shown in the column “How adjusted™; and the Superintendent OF Assistant,
Superintendent will initial eack entry in proof of his having examined and found
it correct in every particular.

I. If an advance Or suspense jtem debited in district or department as it recovered
in district or department B. the adjustment of it must be recorded in the Adjustment Register
and Objection Biok of district of denartment A only. This is annther source of difference
between the Objection Book and the Classified Abstract vide paragraph 571.

578. In the Objection Book, in the column of amount under “Mode of
adjustment”, will be entered each successive fragment disposed of; each entry

in the Adjustment Register must have its distinct answering eniry in these
srintendent at the same

columns, and both entries will be initalled by the Sup
time.

1. In the case of objections against which
of the Obiection Book, no entries should be ma

n3 amounts are entered in the money column
de in the Adjustment Register.

2. The entry in the Objecrion Book of each adjustment may be certified by the initials
of the Sumerintendent, provided that the entry is made in the Adjustment Register clearly,
and in all cases in which the order communicating the objection has pot been compileted
with fully. on the authority of an order signed by the Branch Officer in charge. The
Branch OFcer will, at crurse, review not only the Objection Bock, but also the Adjust-

ment Register at frequent intervals,

§79. K, in the case of items awaiting clearance, a real objection is after-
words found to exist (e.g., recovery is ordered of part of the charge), only the part
cleared will be entered, and the rest will still remain outstapding till disposed of.
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Chap. 29]
Care must be taken that the real objection, when found, is duly communicated
A.O. or other authority or Government servant, and

to the Treasury Officer/D.
noted in the Objection Boo!

580. But if the explanation of the items shows that it belongs to the
«Advance Recoverable” or “Suspense” class (e.g. a deposit repayment is objected
to for waat of a voucher, which, when it is reccived, turns out to be for a less
amount that the charge), the item will be adjusted so far as regards the column
-Awaiting clearance”, but again be brought on the Objection Book, in the new
mon:h under “Advances Recoverable” or “Suspense”. Reference will be made
both in the adjustment and in the new objection to the transfer entry by which the

amount is debited to the new head.

CLOSING OF OBJECTION BOOK

581. After despatch of the Objection Statements on the second Schedules
of Pavments and the Cash Account, the money column in the Objection Book
should be totalled, the balance of the past month should be added, the totals of
adjustment should be made in the Adjustment Register and entered in the
Objection Book and the balance struck. The Superintendent will sign the
certificate at the foot of the page or last page of the Objection Book for each
month which will be closed and balanced on the 29th of the following month.

*=> 1. The difference between the totals under ““Advances Recoverable” in the Objection
Byok and in tne Classified Abstract is explined in paragraph 571. In the same way the
totals ualer “Susoease” difer by tae items written back on disallowances from the Exchange
Ageounts (Paragraph $73). There will be ditferences when an item adjusted in the accounts
of one distet or department is entered in the Adjustment Register of another (see rule !
under piragcaph 377). Tae Supecinteadent will sign the certificate after personal inspection
of the Adjistment Register of tae other district or department.

2. The outstandinz balance in each columa of the Objection Book is to be carried
forward from month t> month and from year to year.

3. The A.G.(C) is allowed one month extra for closing his Objection Books, which

k below the original objection or as a foot-note to it.

_shoulci e clossed and balance on the 29th of the second month.

4. The due date for closing the Objection Books relating to Forest Accounts is the
6th of the scond month following that to which the accounts relate.

BROAD-SHEET OF ADVANCES 'AND SUSPENSE

382. A Broad-sheet in Form 129 is mamtained of the debits, credits, and
balances under the heads “Cbjection Book Advances” and “Objection Book
Suspense Account”. The debits and credits are posted monthly from the
Objceiion Book and Adjustment Register and their totals are agreed monthly
with the posring in the Ledger and Broad-sheet submitted to the Branch Officer
in charge for inspection. The opening balances are brought forward from the
past vear'si Broad-sheet after the correct balances are worked out in it in the
column for June Final as stated in paragraph 572. The monthly balances in
the new year's Broadsheet can then be struck and will agree with the Ledger

balances month by month,

As the original entries under Suspense receipts are wholly unconnected with
the original entries of charges under Suspense, there should be one Broad-sheet
for Suspense receipts and one for payments. R : S

- — .
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All the balances shown on the Broad-sheets of Advances and Suspense should,
for purposes of verification and control, be resolved monthly into the items of
actua' transaction, which should be reviewed completely by the Gazetted officer
in charge. A list of item more than3 months old showing infer alia the reasons
for delay in their clearance and the action taken to expedite their clearance should
be drawn up monthly and submitted to the supervisory officer (Deputy Account-
ant General) for review. The items more than 6 months old will similarly be
" reviewed month'y by the Accountant General himself. It is not necessary that
the above review by the supervisory officer or the Accountant General shoutd
cover all the broad-sheets each month. On the other hand the monthly review
should be so arranged that each of the broad-sheets in question comes under
review once in a quarter. The same procedure should apply mutatis mutandis to
the reconciliation and clearance of the differences between the figures in the
Broad-sheets and the Ledger.

Note ]—The drill mentioned in sub-para 3 above regarding the monthly review of items
outstanding for more than 3/6 months will apply equally to all that may be required to
be maintained in the audit and accounts officss. Tac detailed procedure of how this drill
is to be gone through in actual practice may be laid down in the relevant Manuals of

the Accountant General's office.
Note 2—The accounts of Advances Recoverable and Suspense upon the Ledger should be
broken up into as many detaiied heads as are convenient for the purposes of audit and

account. One of these heads should be “Objection Bouk Advances” or “Objection Book
Suspense Account” and the balznce of it should be agread with that of the Broad-sheet

made up as prescribed in this poragraph.
BROAD-SHEET OF DEPARTMENTAL ADJUSTING ACCOUNT

583. For each detailed Ledger head subordinate to the Suspense head
“Departmental Adjusiing Account”, the departmental auditor will maintain a
Boardsheet should be posted meonthly from the schedule of receipts and the
Broad-sheet should be posted monthly from the schedule of receipts ad the
second schedule of payments of each Treasury/D.A.O, and from the suspense
slips representing items transferred from other sections. The adjusting entries,
which wi'l be minus credits or minus debits, should be posted from the Depart-
mental Absiract and the difference worked out. The net total difference for the
audit circle should be agreed with the pestings in the Ledger and a memorandum
of reconciiiation prepare as shown in Form 130, wherein the progressive difference
from the beginning of the year will be resolved into the individual items of which
it is composed. The Superintendent will then sign the certificate at the foot of
the Broad-sheet, which should be submitted to the Branch Officer in charge, with
the mentorandum of reconciliation not later than the 10th day of the second
month following the month to which the Broad-sheet relates,

Note—If the nunber of suspense slips received in a section is sufficiently large, a receipts
egister may be mainiained in & suiiable form, and the total amount transferred through the
uspense head as worked out inthat register may be posted as a single original entry in
the Broad-sheet.

The Branch officer and the Superintendent should exercise special care to see
(1) that the adjustment of the credits and debits to the Departmental Adjustment
Accounts is not neglected, (2) that the clearance is effected in the accounts of
the month to which the transaction relates and (3) that in any case no difference
is allowed to remain unadjusted for more than one month, s
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WATCHING AND TESTING
ABSTRACT OF OBJECTIONS

in Form 131 must be attached to each Objection Book.
The previous year's balance posted in the first column on the opeaing of
the book. With the prelimin.ary balance in last ycar's abstract as detaited in
the list prescribed in paragraph 586. Later on their will be corrected in red
ink into the June Final balance as worked out in the last year's Objection Book
and Abstract of Objections. The other entries in the first column will be made
at the closing of each month. The adjustments of each month should be
distributed over the period of objection from the information in the Adjustment
Register and posted in the proper line at the time of closing the book for the

month,

Chap. 29]

584, An abstract

REVIEY OF OBJECTIONS

Officer concerncd to wazch carefully all

585. It is the duty of the Gazetted
ttled for three months and six months

outstanding objections. Items left unse _
should be cniered in separate parts of the same Register. A summary of all

relevant correspondence should be recorded against each item in the second part
(six monthly outstandings) and all subsequent correspondence  should also be

recorded. The Register should be submitted to the Branch Officer at least once
in each month. On the occasion of each such submission he should review care-
fully all items in the second part.  [tems in the first part he should review at

ieast once in every quarter.

Note—If the results of the review enjoyed by pa;:r‘graph 582 are satsfactory disclosing
very few items the Accountant General may at his disc etion _dispense with the review of
outstanding objections through this Register and have the individual items entered in the
quarterly analysis.

LIST OF QUTSTANDINGS

586. A list must be made up annually, for each district or department or
sectional Objection Book, of all the items outstanding at the close of June Final
arranged in chronological order (that is in the order in which they appear in the
Objection Book) and in the same form a&s the Objection Book. The total of
each district or department list should equal, and must b2 compared with, the
balance struck at the bottom of the column or perliminary balance in the abstract
prescribed in paragraph 584 in the Objection Book, and the comparison

initialled by the Superiptendent after agreement of the

should be made and initial
Advance Recoverable and Suspense balance with the June preliminary balance

in the Broad-sheet mentioned in paragraph 582.

The list should be inserted in the new Objection Book as part of it.

Note—The list may at the discretion of the Accountant General be made up after the
close of the June Fina! Accounts (sez Note 2 t0 paragraph 572), and the procedure described

in the paragraph modified suitably.

OBJECTION ON TRANSACTION APPEARING IN INWARD

_ REMITTANCE ACCOUNTS
587. The procedure laid down in this Chapter will apply to the upkeep of
Objection Books and Adjustment Registers in respect Of items appearing in the
loward Remittance Accounts which are held undet objection. eI
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Combination of Objection Statement and Objection Book

588. An alternative plan by which the Objection Book is replaced by the
file of original Objection Statements on their return from the Treasury/D.A.O.
has been tried with success in some Audit offices, and it may be adopted by any

Audit office at its option,

The Objection Statement is drawn out in Form 132, which adds to the
ordinary Objection Statement the adjustment columns of the Objection Book.
It also contain on the final sheet of the objection on the second Schedules of

Payments the closing entries of the Objection Book.

As under this plan the Objection Statement must contain all the o’jections
hitherto entered in the Objection Book, even objections for want of detailed
bills and those communicated to the officers concerned by separate audit
memoranda should be included in it

1. This scheme need not be applied w objections raised by Special Audit Branche
{e.g. Gazetted and Pension Audi), or by the Account Current Branch where district arrangemen
is nof observed,

Every adjustment should be recorded at once in the Adjustment Register
and also in the Objection Statement. If, however, any adjustment cannot be
entered simultaneously in the latter owing to its not having been returned by
the treasury, D.A.C. a distinguishing mark should be placed against the item in
the Adjusiment Register, in order that the record may be copied into the Objection

Statemen® on its return.
The Abstract of Objections (Form 131) will be maintained under this alternz-
tive plan also, This abstract and the Adjustment Register will be closed on the

29:h of the month, as laid down in paragraph 581. The closing entries will be
made in the final sheet of the objection on the second Schedules of payments on

its rzturn from the treasury/D.A.O.
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INSTRUCTIONS ON APPROPRIATION ACCOUNTS, 589

Chap. 30] :
REPARATION OF APPROPRIATION

CHAPTER 30—INSTRUCTIONS FOR THE P
COMMERCIAL ACCOUNTS, FINANCE ACCOUNT, AUDIT REPORT AND -

ACCOUNTS
FINANCIAL STATEMENT.

GENERAL
Nature of Reports to b¢ prepared 589 Instructions for the preparation of
Apprppiration Accounts e 604
Extent of Application of these Instruc- 590 Subsidery statements and Accounts 628
tions
General Instructions for the preparation Audit Commenis 646
of the Accounts and Reports—-General 596
Finance Accounts and Audit Report—
Appropria.tionfcommqrcial Accounts Title of the Compilation - 650
and Audit Report Title of the com-
pilation i % 598 Form and arrangement d 651
Form and arrangement Appropridtion Instruction for preparation o5 652
Accounts and Audit Report A 599
Commercial Accounts and Audit Report 599 General Financial statement—
) Title of the Compilation .. 633-A
Subjects for inclusion 601 Form and arrangement 653-B
Instructions for drafting comments of Instructions to be fallwed in the
Irregularities i - 602 preparation of the Accounts
Reports for press .. e 654
Procedure for dealing with Irregularities Submission of the Accounts and
etc. e ok 63 Reports to the Comptroller an
Auditor General i 636

publication of the Account and 659-A
Reports.

Consideration of the Accounts and
Reports by Parliaments S

NATURE OF REPORTS TO BE PREPARED

589. As explained in Article 258 (1) of the Audit Code, while article 128
(I) of the censtitution of the People’s Republic of Bangladesh imposes on the
Comptroller and Auditor General the duty of reporiing on the accounts section
4 of the Comptoller and Auditor General (Additional Functions) Act, 1974
prescribe that the Comptroller and Auditor General form the accounts kept by
him prepare and present annually both Approprition Accounts and Finance
Accounts. In addition he is required to prepare and submit a compilation of the
Commercial Account on the basis of Manufacturing. Trading and Profit and
Loss Accounts, Balance-Sheet and any other accounts that are kept by the
Ministries/ Divisions and offices of the Government, Statutory public autherities,
public enterprises and local authorities with his Audit reports prepared in each
case, in pursuance of the provisions of sections 5 and 6 of the Comptroller and
Auditor General (Additional Functions) Act, 1974 as amended by the Comptrol-
ol Auditor General (Additional Functions) (Amendment) Act, 1975. 'The
Comptroller and Auditor General is also required to prepare and submit
annually a general financial statement incorporating a_summary of the accounts
of the Govemnment, Statutory public authorities, public eaterpries - and local
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anthorities for the last preceding year and the particulars of their balances and
oustanding liabilities and containing such other information as to their financial
position as ithe President may direct to be included in the statement pursaant to

the provisions of section 7 of the aforesaid Act of 1974 as amended by the Act

of 1975 ibid. These Accounts together with the reports are respectively called
the “Appropriation Accounts and the Audit Reports”; Commercial Accounts
and the Audit Report, and the “Finance Accounts and the Audit Report”. <
The nature and object of these Accounts and Reports are explained in Chapter

2 of secticn V of the Audit Code. With reference to  Article 132 of the
constitn.ion aund sections 4, 5, 6 and 7 of the Comptroller and Auditor General 4
(Additional Functions) Act, 1974 these Accounis and Reports are submitted by &
the Compircller and Auditor General to the President who shall .cause these
reports to be laid before the Parliament. Under the existing arrangements the
“Appropriaticn Accounts and Audit Reports” and the “Commercial Accounts
and Audit Reports” are examined by the committee on Public Accounts.

EXTENT OF APPLICATION OF THESE INSTRUCTION

590. Except where the contrary is specifically provided or appears from
the context the general instructions contained in this chapter and in chapter-2
of Section V of the Audit Code apply to all officers who prepare Appropriation
Accounts. Commercial Accounts. Finance Accounts, General Financial statement
and Audi ts,  The speeial instructions regarding the Form and arrange-
ment of ihese Reporis are given in the subsequent paragraphs and in the
“Skeleton Drait Appropriaticn Account” and “Skeleton Draft Finance Accounts”
{printed scparately),

Instiuctions rela‘ing to the preparation of the Appropriation Accounts and
Audit Reports of the P, T&T. Department, Railway Department and of the
Defence services are given in the Manuals of the Audit Officer concerned.
Similarly the special instructions for the preparation of Commercial Accounts
and Audit Reports are laid down in the Manual of the Commercial Audit

Departmen:,

591. As stated in Article 258 of the Audit Code there are Four separate
Appropiiation  Accounts of the Government. viz, Dsfence, Railway, Posts.
Telegraph and Telechones as well as for other departments of the Governments,
The Appropriation Accounts relating to Civil Department (Except Railway,
P. T&T. sad Defence) will be prepared by the Accountant General (Civil) and
of the Posts. Telegraphs and Telephones Depariment by the Accountant
General, Posis, Telegraphs and Telephones, Defence services by the Military
Acccuntant General and the Railways by the Financial Adviser and Cheif
Accounts  Officer, Bangladesh Railways. Three separate compiliations of
Commercial Acccunts on the accounts of (1) Statutory Public Authorities relating
to works. (2) Government Commercial undertakings, Nationals Fadustries and
Commercial Insti-utions and (3) Local Authorities and Statutory Public Autho-
rities (other than these relating to works and commerce) are prepared respectively
by the Accountant General (Works and WAPD), Director General Commercial
Audit and Director-General Local and Revenue Audit, . - o

RESPUNSIBILITY FGI! PREPARATION @ ]
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compilations as under—
(1) Audit Report on the Accounts of the Government of Bangladesh

(i)

(iii)

(vi)

( vii)

(Civil Departments) by the Accountant General (Civil).

Audit Report on the Accounts of Post, Telegraph and Telephones by
the Accountant General, Post, Telegraph and Telephones.

Audit Report on the Accounts of the Defence Services by the Military

Accountant General;
Audit Report on the Accounts of Railways by the Director General,
Railway Audit; _
Audit Report on the Accounts of Statutory Public Authorities and
Lecal Authorities relating to works by the Accountant General (Works
and WAPDA);
Audit Report on the Accounts on the local Authorities and Statutory
Public Authorities other than those relating to Works and Commerce
by the Director General, Local and Revenue Audit;
Audit Report on the Accounts of the Government Commercial under-
takinzs. Nationalised Industries and Commercial institutions by the
Director General, Commercial Audit.

responsibilities of preparation,

Instructions regarding the distribution of
printing and publication of the above audit report are described in Appendix 6
of Audit Code.

Note—If there is anv doubt aboat the particular Appropriation Account and Audit

Report In which a financial i >
the s»urce from which the funds irresularities applied were provided
ought to the notice of the Parliament through the Audit Report

irregularity should be br ]
rtment which actually srovided the money.

irregularity should be included the deciding factor should be
, that is to say, the

of the Depa

592. Like the Appropriation Accounts and Audit Report there is a
Finance Account and Audit Report for the Government. There is only one
compilaticn centaining the Finance Account for all the transactions of the Govern-
ment of Bangladesh including those of the Civil (including P.W.D.), Defence
services, Railways and Posts, Telegraphs and Telephones Departments. The

Finance Account is prepared by the Accountant General (Civil).

593. 1In order to enable the Accountant General (Civil) to prepare the
documents referred to in two preceding paragraphs, all other Accounts and

At

I mmae

Auu.h Onccrs sh
receipts and disbursements with which they have dealt in such form and detail

as the Accountant General (Civil) ma
priation Accounts, Finance Account

cvld supply him with fhe necessary material concerning the

y require for the preparation of Appro- .
s and Audit Reports. The Accountant

General (Civil) is anthorised to edit such materials before including it in the

report, and if he considers
Jrrespective of the responsibilities of other Audi
instructions jo this chapter. the Accountant Gereral (Civil) as the compiler

this to be desirable, to omit any portion of it.
t officers with reference to the.,
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Appropriation Account, Finance Account and Audit Reports of the
Government should take steps to ensure that all comments of an adverse
character which it is proposed to include in the Appropriation Accounts or
Finance Accounts or Audit Reports are shown in draft in the first instance
to the departments concerned of the Government, unless thers is clear evidence
to show that such comments have already been communicated by Audit officers

concerned direct to the appropriate departments of the Government.

Note—The material prescribed in  this paragraph should be prepared very carefully
The responsibility for the accuracy of facts and figures it contains will devolve upon the
officers furnishing. When, however, the material is originally prepared by Audit officers
subordinate to the officer who forwards it to the Accountant General (Civil}, the officer for
warding it is expected to edit it and to take the entire responsibility for iis contents.

of the

594. The dates for submission of the material mentioned in paragraph 593
will be settled in consultation between the supplying officer and the Accountant
General (Civil) as the latter is responsible for the punctual submission of the
Reports. The material should be supplied in duplicate, but should not be
printed. One side only of the paper should be used, so that one entire copy
may be placed on record for future reference when the other has been cut and

pasted as may be convenient.
595. Deleted.

GENERAL INSTRUCTIONS FOR THE PREPARATION
OF THE ACCOUNTS AND REPORTS.

506, The more important instructions which should be followed in the
preparation of Appropriation Accounts, Commercial Accounts, Finance Account
and Audit Reports are contained in Chapter 2 of Section V of the Audit Code.
As stated in paragraph 590 these Accounts and Reports should follow
respectively the models of the “Skeleton Draft Appropriation Accounts and
Audit Report” and the “Skeleton Draft Finance Accounts and Audit Report”
and also follow the instructions issued from time to time by the Comptroller
and Auditor General. It should be understood. however, that these models
are illustrative and it is open to the Accountant General to modify or amplify
them as may be necessary to suit the material which from vyear to year it falls

to him to handle. In two respects. however, there should be no substantial

departure from the model, viz. (a) the order of arrangement of subject and

(b) the tabular statements for the exhibition of figure. No subject heading -

should, however, be given: in either of these accounts and Reports when there
is nothing under it to bring to notice.

597. The points to be borne in mind in preparing the Appropriation
Accounts, Commercial Accounts and Audit Reports are mentioned in paragraphs
598 to 649 and those in connection with the preparation of Finance Accounts
and Awdit Reports in paragraphs 650 to 653 below.

7
-
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APPROPRIATION/COMMERCIAL ACCOUNTS AND

e THE AUDIT REPORT

Title Of The Compilation

o the accounts of Government should be

described on its title page as the Appropriation/Commercial Accounts of
Accounts the name of the Government being printed at the top. The title
page should be printed in the manner ‘ndicaed in the Skeleton Draft Appro-
priation Accounts and Audit Report and also in the manner prescribed from

time to time by the comptroller and Auditor General.

i

598, The compilation relating t

The Audit Reports on the Appropriation/Commercial ~Accounts  are

published separatelv.

FORM AND ARRANGEMENT
Appropriation Accounts And Audit Report,

509, As indicated in the preceding paragraphs the Appropriation Accounts
should be prepared in the following arrangements:

(i) Prefactory Remarks;
(i) The Appropriation Accounts with explanatory Notes and Audit
comments;

Annexure A being meant for giving the
cases of financial irregularities remaining unfinalised in respect of
transactions accounted for in a previous year —concerning which
further information has become available and transactions in a later
concerning which it is desirable that the Government should possess
early knowledge, and Annexure B for exhibiting a list of Departments
which have not conducted the physical verification of Stores in their

charge and have not furnished the requisite certificates to the officer

concerned.

(iii) Annexures A and B, the

A detailed description of the nature of the information to be given in part I
and instruction relevant thereto are given in the ‘Skeleton Draft Appropriation
Accounts and Audit Report’. Similar infrmation in regard to the matters
connected with part II is given in paragraph 604 et seq.

The Audit Report on the Appropriation Accounts should be prepared ip
accordance with the following arrangements:

(i) Prefactory Remarks;
(ii) General review of the results of Audit;

(iii) Points outstanding from the previous repotts. - -
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COMMERCIAL ACCOUNTS AND AUDIT REPORTS

599-A. The commercial Accounts should be prepared in the
manner prefactory Remarks.

599A—601)

following

Part 1
Relating to the accounts of Government Commercial undertakings:

(i) General Review;
(ii) Accounts, Review and Audit comments.

Part H

Relating to the accounts of statutory public authorities, public enterprises
and Local authorities:

(i) General Review;

(ii) Accounts, Reviews and Audit comments.

The Audit Reports on the commercial Accounts should be prepared in
accordance- with the following arrangements:

(i) Prefactory Remarks;

(ii) Introductory;

(iii) General Review;

(iv) General Remarks and Audit certificates;

(v) Audit Reports.

The commercial Accounts should be printed as on Appendix to the Audit
Report.

600. The Appropriation Account and Audit Report of the Posts,
Telegraph and Telephones should in addiiion coatain a review of Finance of
that Department. This review should ke prepared by the Director-General,

Bangladesh Post Office and the Chairman T&T Board but should be audited
by the Accountan: General and an audit certificate duly signed

by him attached.
SUBJECTS FOR INCLUSION

601. The more important subjects which should be included in these

Accounts and Reports are detailed in Articles 263, 264 and 267 of the Audit
and the manner in which relevant comments should be drafted is

indicated in Articles 265 and 267 ibid.

~
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Chap. 30]
Some illustrations of the principal types of irregularities and other matters
which, subject 1o the terms of the relevant rules in chapter 2 of section V of
the Audit Code, may be included in the Appropriation/Commercial Accounts
and Audit Report are given below.
(a) Any expenditure on a service which has not been duly authorised in
Authenticatcd Schedule of Expenditure,

Note—Ia ths absence of an_ auathoritative definition of the term “‘ncw service' the
Accountant General saould be guided by such case law as may have _been evolved by the
commnittez on pudlic Accounts canzerned; and in doubtful cases he should take the orders

of the Compirolier and Auditor General.
(b) Any reappropriation required to be brought to the notice of the Public
Accounts commiitee uncer the rules referred to in Article 258(2) of

the Audit Code. ‘
If the Ministry of Finance has so required or agreed, any expenditure
¢a an object disapproved by the Parliament or requiring, but incurred

without cbtaining, its approval.
Note—TE= Ministry of Finance will keep the Accountsnt General informed of all such
cases,

ic)

4

(d) Aay important expenditure incrurred without necessary sanction or
coatrary ¢ 2 valid conditions or restriction imposed by Parliament.

(e) Any large claim against a foreign Government, local body or other
ouside party which has been outstanding for an unduly long time.

( £) Any irregularity connected with a contract. vide Articles 124 to 129
of the Audit Code.
Kemissicns of revenue (except land revenue remissions) and aban-
deaniznis of claims to revenue, which are requirsd to be reported
tu the Audit office by Heads of Departmients, losses of Government
3 P 3

maoney or property (whether or not recorded as expenditure in the
App:opriation Accounts.)

ANote—all iosses or deficiencies ete., of an Important or unusual character relating to the
jparticular apprapriation account should be mentioned in the notes at the end of that account
irrespective of whernzr the loss, deficiency, write off or nugatory expenditure is actually

dedited in tiz a::unt or not. When any such case is mentioned, it would ordinarily be
suficieat t2 gzive oalv a brief statement of the circumstances which led to it without any
criticism, 2ud! 2at, demand for disciplinary action, ete. A marked tendency to increase
of losses exirax v or uneconomical payments or claims to compensation. however, will
ora the subject of -+ ument.

In the case of losses of stores, the test of importance should be net
value after crediing any sums recovered and not the gross value
cf the swores lost. Small losses by fire, or in tramsit or in other
circumstances beyond the ‘control of any responsible person need not
be mentioned in the account; but a heavy loss will probabaly lead to
an increased charge and consequently a note explaining the charge

may become necessary.

All important cases of remissions and abandonments of claims of revenue

in the Railways, Posts, Telegraphs and Telephons Departments above a certain
fairly high monetary limit to be fixed by administrative authority should “be
medtioned individually. i =
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(h) Any extranrdinary or apparently unnecessary expenditure, such as—

(1) Paymenis made as acts of grace,

(2) Compensation paid for demage sustained,
(3) Payments in excess of amounts admissible under contract or rule. o

(4)) Paymenis necessitiated by failure to enforce the terms of a contract,
and C

(5) Irrecoverable balances of advances payments made on account of
service, etc, which were ultimately not rendered.

(i) Any uneconomical or apparenily wastful expenditure due to—
(1) the inceptien of worhs without adequate investigation of their
uiility or feasibility.

(2) the execution of works by a Government agency which lacks the
ability or the facilities to execute them properly.

(3) the unsatisfactory working of Government commercial undertakings.
(4) the fixation of the rents of residential buildings; and
(5) other similar causes,

(j) Any irregularity in connection witih the withdrawal and disbursment
of money, designed to bring expenditure into closer accord with
alloimen's such as—

(i) withdral of money in advance of requirements, particularly
towards the close of a financial year, and

(ii) postponemsnt of payments which are due and fully matured,

(k) Any importan irregularity in the realisation of revenue—

(1) Any instance of the absence of administrative regulations and O
procedure sufficient to secure a proper and effective check upon
monetary transactions,

Note:—Any serioas dzlay ia the issue of necessary financial or account rules (statutoryor
non-statutory) by a Govzranzat shyald receive suitable notice in the Audit Report, unless
the Accountant Geasral considers that the rules to be framed are pot so important as to
cause any seridas 1233 of efizizazy, or is satisfed that there will be no further delay.

When making any commeats, he shoald, however, state the causes of the delay, particularly
in cases in which it would be unfair to comment without indicating the causes. '

INSTRUCTIONS FOR DRAFTING COMMENTS OR IRREGULARITIES

602 Subiect to the general instructions contained in chapter 2 of Section
V of the Audit Code, the following instructions should be observed in drafting

comments on irregularities to be included in the Appropristion Accounts and
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ts bearing directly upon the nature and exccnt of the

(i) Relevant poin
jrregularities should alonc be mentioned and the comment should be

based on facts and not on inforences. Date should be given when
they are necessary for a clear presentation of the case. It is unnecessary
to give a narrative account of the discovery of the irregularity.

(ii) If, in any case, it is absolutely nzcessary to refer to any correspondence

with the Comptroller and Auditor General or with the executive Govern-

ment, the subject matter of the correspondence shculd be summarised,
as briefly as a compatible with clear exposition.  Similarly, if it
is necessary to refer 10 th- infringement of any rule, whether statutory
or not. The gist of the rule should be concisely summarised and the
actual or possible effect of the violation on {he financial interests of
the Government clearly cxplained. ' _

(iii) In reporting cases of financial irregularity, criravagant  expenditure
incurred or savings effectedt ot the instance of Audit, the actual
amounis involved should as ior as possible, be stated. Otherwise
figures should not be given ~s5 they are necessary for a clear
presentation of the case.

(iv) The name of the official personally responsible for an irregularity

should not be mentioned. and his designation should not be cited if

that gives an unmistakable clue to his identity. Subject fo such
preservation of anonvmity. the report chould indicate the status of the
official responsible.

Care should be taken to avoid asperity in comsaents. The use of such

words as “fraud” or sembezzlement” which denote crime should also

be avoided unless the crime has been proved. It would cenerally be
sufficient to use some colourless word, e.g., “loss” in such cases.

1v)

(vi) The wording of a comment, sheuld ordinarily make it clear whether
it relates to a voted or 1o chargad item.

(vi}) Unless in any case it be otherwisa prescribed in this Chapter, it is not
accessary for the Accountant General to obtan the approval of the
Comptroller and Auditor General before making 2 comment; but
Joubful and difficult cases niay be freely referred to him and his
advice may be sought when necssary.

(vii) Case may arise in which it may not be possible or advisable to give
publicity to the full details of an irregularity by including them in the
Report. If the details which may properly be pubtished are
considered inadequate to enable the Comp'roller & Auditor General
10 judge of the gravity of the case, further information skould be
furnished to him, by confidential letier if necessary.

PROCEDURE FOR DEALING WITH IRREGULARITIES, LTC.

603. As stated in Article 268 of the Audit Cede, it is very desirable that
the Government should be given an opportunity to make such observations and

comments as it thinks fit to make before important cases of financial irregularities
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Accounts and Audit Report. As further

such cases to Government
ccountant General and the

603—605]
are included in the Appropriation _
stated in that Article, the procedure for reporung
should be such as May be scttled between the A
Ministry of Finance of the Government.

(1) (i) In handling reports on irregularities connected with the accounts
which come under his audit, the Accountant General (Civil) should
adopt the following procedure :
nistered dircctly by a Ministry, he should in
mit his report on the irregularity to Ministry
that Ministry is not considered
to the Anistry of Firance.

(a) 1f the subject is admi
the first instance, sum
concerned. If the action taken by
adequate, he should make a report

ered through a Local Administration he

(b) Jf the subject is administ
at Admizistzaion and also send

should address his first report to th
a copy simultaneously to the Administrative Ministry concerned and
the Minisiry of Finance of the Government.

Accouniant General (Civil), shwuld also be adopted

Vote—The procelure preseribed for the

by the Aczountant General, Posts, Telegraphs and Telephones.

(ITy Deleted.

such cases; i.c., cases likely to be mentioned in hte audit
the notes appended to the Appropration Accounts them-

(23 In respect of
prepared dusing the conrse of the

report or in
selves, draft paragraphs should be
vear as soon as the necessary preliminary investigation of the case has
teen completed or reaches an advanced stage, and a copy of the draft

once for consideration and comments

paragraph should be supplied at
fo the Administrative authorities to whom the reports were addressed.

aftar comments from the administrative awshorities and the
received, the finzl draft of the paragraph
s or the Audit Report shou'd be pre-
of the Appropriation
~:id be supplied to the
totis murandis 1o

(3)  Similarly,
Ministry of Finance have been
for the Appropriation Account
pered without waiting for the compilation
Accounts or the Audit Report, and copies s
same authentics, The above imstructions ap
the Commercial Accounts and Audit Report compiled by the Dirsctor
General, Commercial Audit. Director General, £1) Local and Revenue
Audit. and Accountant General (Works and WAPDA).

INSTRUCTIONS FOR THE PREPARATION OF APPROPRIATION

i ACCOUNTS.
604. The following instructions should be observed in connection with the
preparation of Appropriation Accounts.
605. Grand Summary—Prefixed to the Appropriation Accounts, there
f;h:i:lﬁd be; 3@; grand summary of the appropriation results of the yeas compiled
in Ferm : o ol

“
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INSTRUCTIONS ON APPROPRIATION ACCOUNTS [666—609

Chap. 30]

606. Below the grand summary should be given an audit certificate in the
following Fo;n unless the Audit officer deems it necessary to suggest a modi-
fication of it as a result of the audit conducted under _his direction. No
modification in this certificate should be made without prior consultation with

the Comptroller and Auditor General

“The account above has examined under my direction in accordance with
the provisions of Article 128 of the consfitution and Sec. 5 of the
Comptroller and Auditor General (Additional Functions)  Act, 1974. I
am assured that my officers have obtained all the information and explana-
tion that they have required and accordiug to the best of my information
I certify that the account is correct subject to the observations in the

report.”
Dacca Comptroller and Auditor Genersl
of Bangladesh,
The..o o _

The above instructions apply mutatis mutandis to the Commercial Accounts
and Audit Report compiled by the Director General, Commercial Audit,
Director General, Local and Revenue Audit and Accountant Genera}

(Works and WAPDA).

607. The Appropriation Accounts—As the standard form of Appropriation
Account, the Comptroller and Auditor General has selected Form 134 which
should be compiled with due regard to the instructions attached to it.

608. There should ordinarily be a single appropriation account for cach
srant voted by the parliament, including charged appropriations connected
with the service for which the grant is voted, and for the complete appropriation
authorised for each wholly charged head of expenditure. If however, the
Committee on Publile Accounts or the Ministry of Finance desires that two or
more accounts should be prepared in respect of a single big grant, this may be

Note—In cases of this kind. it will ordinarily be desirable to press for the instruction of
2 new grant to cover that part of the expenditure which it is proposed 0 exhibit ina
separate appropriation account, -

609. The Appropration Accounts should be arran serially b 3
and appropriations, the distinguishing number of each g;g:ft or aiprgpgzgz
with its name being printed at the top of each page which deals with it. If a
particular account deals with charged items only, or voted items only the fact
should be prominently recorded upon its face, ; ke

25 | , -
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610. Below the title of each account which forms the subject of comment
in the Report the words “See also the Audit Report” should be printed in thick
type. To facilitate reference in such cases, an index should be carefully pre-
pared and inserted at the end of the compilation.

611. Where the Appropriation Accounts relate wholly or in part to
transactions, the audit of which devolves upon an Audit « fficer other than the
Accountant Generul who prepare the report on the Appropriation Accounts,
the latter should obtain an Audit ceruficate in Tespect of such trasactions
included in the Appropriation Accounts. The Certificate should as far possible,

be in the form given below :

“I have examined the above account and according to the best of my
information as a result of a eSt audit of the books and consideration of
explanations given to me the account iS correct subject to the obServations

in Teport on the Accounts™

Tf, however, the result of the test audit conducted under his diretion lead
the Accountant General to a different conclusion, the certificate should be

modified accordingly.

612. Tt so desired by the Finance Minist'y, the compiling officer should
send to each au:hority responsible for coatrolling expenc.iture against a grant
an advance copy, in manuscript or proof, of the appropriation account of the

Grant.

613. Sab-heads.—An appropriation account should be detailed, not
necess ry py the minor or other suborlinate heads of account prescribed for
the classification of expenditure in the general accounts, but by such sub-heads
as m1y ae Jocally selected for the purpose. The.e su> heads should be
arrangea as far as possible, under the major and minor heads of the General

accounts classification.

614. The selection of sub-heads for the Appropriation Accounts rests with
Finance Ministry but that Ministry will not ordinary, without .he consent of
the Comptroller and Auditor General, prescri’ e sub-heads under which expendi-
ture caanot be compiled from the general accounts without a change of classi-
fication in the latter. A contemplated prescrlgion of this kind should
therefore, if he Govrernment desires to pressi, be feferred by he Accourtant
General for the orders of the Comp roller and Aucitor General. Similarly if|
the selection of suh-heads im sich as to make if dificujt, though no impossible
to apply the essantial principles of Appropriation audit, the Accoun ant General,
should represent to the Finance Ministry the desirability of revising them in the
next years estimate. Jf the Finance Ministry do not acept this proposal, the
advice of the Comptroller and Auditor General should be sought.

615. While it is for the executive Government to selec’ the sub-heads, the
Accoantant General is entitled to cri icise the selection in his Report if it is
such as to hamp:r appropriation audit or to obscure he presentation to the
Committee on Public Accounts of the true results of the year. (See Note

¥

D

©
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under Article 52 of the Audit Code). In offering such comments, the
following points, among others, should be borne in mind,

(a) A single sub-head should not cover expenditure so large or activities
50 various as to necessitate extensive analysis in the explanatory
notes.

(b) On the other hand, excessive sub-division into sub-heads is under-
- sirable, as it adds to the bulk of the compilation and tends to distract

the attention of the reader from essential pointy
(c) Such items as recoveries taken by deduction from expenditure and
outlay on grants-in-aid should, if of appreciable sizs, be accommo-
dated in separate sub-heads. _
(d) Lumpsum deductions for probable savings should preferable be shown
under separate sub-heads. _
616. The figures erlating to each selected sub-heads should be separately

compiled in the Appropriation Accounts. The explanatory notes, if any,
relaiing to each sub-head, should, as prescribed in paragraph 619, be printed

immediately below the relevant line of figures.
617. The figures of expenditure entered in the Appropriation  Accounts

must be the final figures of the year under report, as they stand after the general
accounts have been closed. Every effort should be made to include in them

all chagges made by entries in-the-supplementary accounts for June, as it is of

the utmost jmportance that the figures of the Finance Accounts of the Govern-
ment should taily exactly with those of the Appropriation Accounts. Such agree-
ment must be effected before the general accounts of the year are closed, and no
change should be made in the "Appropriation Accounts if it cannot be incor-
porated in the Finance Accounts by the Comiptroller and Auditor General,

618. Notes on the Accounts,—The explanatory notes on the Appropriation

" Accounts should be prepared by the officers compiling the accounts,

619. The notes explanatory of each sub-head should be printed
immediately below the relevant line off figures and the column or columns to
which- the explanation relates may be mentioned at thé commencement of each

note,
620. The main object of the note under a sub-head i to explain divergencies

- (1) between the allotment for the sub-head orginally voted or authorised and its

final figure as modified by supplementary provisions, surrenders, withdrawals
and reappropriations, and (2) between that final figure and the actual expendi-
ture under the sub-head.

621. The responsibility for furnishing the necessary explanation rests
upon the officer compiling the accounts. If he finds jt necessary to collect
information from.departmental officers, he must make his own arrangements
for doing so, wmvoking, if necessary, the assistance of the Fi Ministry,
Even where his explanations are based upon such infermation, he will be
understood, in the absence of specific statement to the countrary, to endorse
the departmental explanations and except them as correct. _'
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622. (a) It is unnecessary to explain the reasons for  individual
reappropriations, withdrawals, surrenders or supplementary provisions unless—

(i) they are of appreciable size, on
(ii) the expectations with which they were made or obtained have fallen
notably short of fulfilment.

(b) Trivial discrepancies between the final figure of the. allotment for_ a
sub-head and the actual expenditure under it need be explained. If possible,
an agreement should be reached with the Government and the Committee on
Public Accounts, prescribing a money limit, possibly modificd by a percentage
limit, below which discrepancies may be disregarded as ‘lrmal. Thes.e limits
should not, however, prevent imporiant matters of principle from being men-

tioned.
623. In drafting explanations the following instructions should be

observed —

(i) Brevity should be carefully studied and unnecessary repetitions avoided,
Information should be supplied in the simplest form compatizble with
the object of bringing the facts clearly to the notice of the authority
which authorised the supply to funds.

(i) General terms should not be employed. It is, for example, not
adequate explanaton of saving on the purchase of stores to state
that “fewer stores were purchased”, The reason for the smaller,
purchases should be given,

(iii) Criticism should be avoided. Its proper place is in the audit
comments which follow the _accounts and notes. Attention may,

. 624. The following points should be bomme in mind in explaining
discrepancies.

(i) The provision under the sub-head is the unit voted by the parliament,
If there is no appreciable saving or excess on the sub-head as a whole,
It 1s unnecessary, in the absence of very special circumstances, to
explain discrepancies in respect of items falling within the unit,

(ii) In explaining uncovered variations between the final grant or
appropriation and the actual expenditure, the reasons why it was
Jmpossible to surrender unwanted funds or to obtain an additional
provision should be fully set forth,

(iid) If variations are due to several causes, the approxi .
to each f_heSe Should be Statd. 5 PProximate amount dm

(iv) In explaining asvings, those which are due to tem t
of expenditure _shqqld be distinguished from theprgﬁl?gfs gco:nc?;;t
retrenchment or dehberatt; - abandonment of projected schemes. If
a service or wakforwhxhp:?w_wg made in the budget is

(
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_ deliberately abandoned in order to make funds available for expendi-
tur:: for which no such provision was made the fact should be

mentioned.

(v) Comments should be made, where necessary, upon. failure to. realise
“probable Savings” for which allowance was made in the budget.

n a variation under a sub-head cannot be explained in a note of

ation should be incorporated in an appendix to
note below the sub-head.

[624—627

625. Whe
resonable brevity, the explan ¢ ;
the account, a reference to this fact being made in a

626. If there is a net excess over a total Grant or Appropriation, the main
reasons for the excess should be summarised in separate note at the end of
the account. A similar course be followed when the percentage of total savings

1

is notably high.
627. In addition to explanations of variations between authorised provisions

and expenditure, it is frequently desirable to supply other information in the

explanatory notes. The following are examples of such information :

(a) Although the Appropriation Accounts do not deal with receipts,
cases often arise in which there is some corclation between improtant
items of expeaditure and the corresponding receipts, which may be
excepted to vary in proportion to each other. If this expectation is
for any reason not fulfilled, the reason should be explained, unless it
is fully apparent from a subsidiary statement or accouat attached to

the Appropriaton Account.

Mote—The appropriztion for Defence Service is a net one, i.e.,the total net expenditure on
Defence Service after deducting receipts is limited to the amount appropriated for these
services. The Approzdtion Accounts of Defence Services should include an examination
of the receipt side of the account also, though mot in great detail, in order that the
Appropriation Accounts may completely fulfil their function.

(b) If recoveries of expenditure are not shown under a separate sub-head,
bus the expenditure, less the recoveries is exhibited as a net figure, the
notes should show the gross expenditure and the gross recoveries, both
estimated and realised, with appropriate, comments on variations.

Note—This is an exception to the general rule set forth in paragraph 624 (i) z2bove.

(¢c) If important itams of expenditure are mutually so related that variations
in one of them should normally affect another, the actual figures of all
should e set out in the notes and comment made upon notable

divergences.

(d) If a debit to a particular account is offset by a credit elsewhere the fact
should be stated in the notes,

(e) If similar feature of different appropriation accounts are explained by a
single cause or series of connected cause, a note should be inserted in
some suitable p'ace exhibiting the cumulative effect of such cause or
causes, and a reference to this note should be made in dealing with
each of the accounts e
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(f) On the completion of a special scheme or other temporary object of
expenditure, which is of appreciable importance, suitable remarks
regarding its unadjusted assets and liabilities should be made in the note
below the relevant sub-head. If any stores or other classes of property
were acquired by charge 1o the grant for the scheme, the acival or
intended disposal of such property should be explained and any deficien-
cies noted or losses incurred should be mentioned. When an institution
or department has been closed or transferred to another department
the effect upon the accounts of the closure or transfer should be
indicated.

(g) When any important immovable property is purchased relinquished or
exchange for other property, such details of the transaction as may be
known should be incorporated in the note below the relevant sub-head.
Thus in the case of sale, particulars of original cost may, if available, be
given, and compared with the sale-proceeds and with any estimate which
may have been included in a project estimate.

(h) Where the Appropriation Accounts are not compiled by the Audit
Officer the compiling officer should endeavour. When drafting his
explanatory notes, to anticipate and meet any comments which the
Audit Officer may be expected to offer upon the figures of the sub-

head concerned.

(i) In general, it should be remembered that it is desirable to give an
explanation of every transaction which cannot be presumed to have
been contemplated by the Parliament or the Governmet when voting
or alloting tne funds from which it was financed,

SUBSIDIARY STATEMENTS AND ACCOUNTS

628. In respect of certain classes of expenditure, it is desirable to attach
to the Appropriation Accounts, Subsidiary Statements and Accounts. Examples
of these are given in the following paragraphs.

629. Statements of New works—(a) In the detailed budget estimates
provision is ordinarily made for individual works if the expenditure upon them
is expected to exceed a prescrived monetary limit; and in addition, funds are
provided in lump of minor items of works expenditure and, in some cases, for
unforeseen charges also, Expenditure on individual works is not, however, as a
general rule, shown separately in the appropriation accounts, the outlay being
shown as a whole against one or more sub-heads,

(b) En order to bring out the extent to which the approved programme of
expenditure has been followed, detailed statements in from 136 should be append-
ed to the Appropriation Accounts. A separate statement of this kind should
be appended to each account which deals with appreciable expenditure upon

new works; and if necessary such statement should be sub-divided. Thus,
outlay upon new Civil Warks should be exhibited under the four
“Tools and Plant

headings “Building”, “Communications”, “Miscellaneous™ a



199
[629—635

New supplies” and the portion deling with “Buildings” may itself be sub-
divided to such extent as the Finance Ministry may desire.  Similarly, Lrri-
gation works should be sub-divided into “Works”; “Extensions and Improve-
ments” and “Tools and Plant—New Supplies”.

(c) Notes

marked variations
works or groups of works, as the case may be.

appended to the specimen form.

630. Statements on similar lines may at times be usefully employed in

setting out the progress of Expenditure arising out of a concerted programme

of outlay upon abjects other than new words, such, for example, as political or
f inquiry or reorganisation.

other mission or a scheme o

631. Trading Accounts.—Trading Accounts are designed to ‘show the
commercial resulis of undertakings of a quasi-Commercial character which are
financed, directly or indirectly, out of public funds.

632. The Director General, Commercial Audit will make arrangement to
incorporate in the relevant Commercial Accounts the Trading and Profit and
Loss Accounts and Balance Sheets of Government Commercial undertaking/
Ministeries/Departments and/or such other accounts as may be prescribed in
consultation with the Ministry of Finance. Such accounts should ordinarily
set out, in addition to the figures of the year under report, those of the year

immediately proceeding it.

633. Similarly in respect of quasi-Commercial undertakings, the officer
compiling the accounts should move the Finance Ministry to decide the nature
and form of the subsidiary accounts and statements, if any which . should be
appendel to the Appropriation Accounts. The orders of the Comptroller and
Auditor General should, however, be taken if the decision of the Finance
Ministrv involves a substantial change in the form of any regular account or a
material departure from any general form prescribed for a similar purpose with
the approval of the Comptroller and Auditor General.

Chap. 30] INSTRUCTIONS ON APPROPRIATION ACCOUNTS

should be included in each statement in Form 136, explaining

between the estimated and actual expenditure upon individual
Examples of suitable notes are

634, Every Trading Account included in the Commercial Accounts should
hear the signature and designation of (1) the officer in immediate charge of the
undertaking, (2) the accountant or other person responsible for the book-
keeping and the compilation of the accounts and (3) the officer responsible for
their audit. The last named officer should append a Certificate of audit in such
form as may be prescribed for the purpose. In case of statutory corporations,
their published accounts will be included in the Commercial Accounts alongwith

the names signateries to this account,

635. Stores Accounts.—The Appropriation Account of a grant covering
expenditure on the purchase of stores which will be brought gradually into use
furnishes no evidence that the stores actually parchased were really required and
that they have been properly ufilised. Irregularity in the disposal of public stores
in equivalent, to irregularity in the handling of public money. In order,
therefore, that the appropriation account of such a grant may be comp

cte. &t

1
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is desirable that it should be supplemented by a Stord Account showing the
transactions in connection with stores actually carried out during the year. This
is particularly desirable where the value of Stores is considerable.

635—640)

Store Account as the

636. There is another reason for regarding a
ppropriation account in such cases. The
stocks. If it shows a

neccessary complement of the a
appropriation account is no guide to the adequacy of
riation for purchase of stores, the real nature
ined without reference to the condition

saving or an excess over the approp:
of such saving or excess cannot be determ
and end of the year. The latter along can
y made upon the stock in hand. A Store

keep a watch over the actual

of the stock account at the beginning
show the true extent of the drafts actuall
Acccount is, therefore, essential if it is desired to

consumption of Stores.

637. The Store Accounts of departments of undertakings not under the
audit to the Audit Department should not be applied to the Appropriation
Accounts/Commercial Accounts without the consent of the Fianance Ministry.
The officer compiling the Appropriation Accounts/Commercial Accounts should
ask for such consent where the extent of the stocks purchased or held renders
this desirable. ; i

638. Stock Accounts should be in such form as may be locally prescribed

for the purpose, and should give the following information.
(a) The values of—

(i) the opening balance, (i) receipts during the year, distributed, if so
desired, over principal sources of receipt; (iii) utilisations, sales and
other disposals during the year, (iv) depreciations, shortages, etc.,
written off during the year and (v) the closing balance.

(b) The results of stock verification and of revaluation, if any.

(c) The agency employed for such verification and revaluation. Where,

‘as in the case of Salt and opium stores, the stocks are large and of a

more or less homogeneous character, the accounts may with advantage
show quantities and, if possible, rates in addition to values.

It may be advantageous to exhibit stores balances by categories, and
this method will be specially helpful when high balances have to be

explained.

639. As in the case of Trading Accounts, Store Accounts should bear the
signature of the officer in immediate charge of the stores and of the accountant
responsible for the preparation of the accounts. If, the audit of the Store
Accounts has been entrusted to an Audit officer, an audit certificate should be
signed by the latter. When an account not under such audit is appended to the
&g;s)r?a;lgauon account the explanatory note under the relevant sub-head mention

640. Accounts of Expendifure from Grants-in-aid.—Separate Accounts of

expenditure, by grants, from grants-in-aid should be appended to the
Appropriation Accounts in cases where the submission of an audited account or
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of the accounts of expenditure to Government audit is made a
All such accounts should be signed by the

the subjection
certificate of audit.

specific condition of the grant.
granted or by his responsible accountant and should bear a

641 Where grants-in-aid are sanctioned for expenditure on the publi?
ts o

service by, or under the control of a Government official, separate accoun
such expenditu ¢ should not be attached to the Appropriation Accounts unless

the Ministry of Fianance SO desire.

642. Accounts of Depreciafion and other Reserve Funds.—Where a
Depreciation or other Reserve Fund has been instituted for a particular depart-
ment or underiaking of Government, the accounts of such funds should be
appended to the Appropriazion- Accounts, ‘n such form as may be prescribed
for the purpose by the Comprroller and Auditor General.

643. Accounts of lump sum provisions,—Where a lump sum provision is
made 1n a grant or sppropriation, for distribution by recapprepriation over
different sub-heads of the grant or appropria‘ion. it is desirable. if the transac-
tions are numerous to append to the Appropriation ~ Accoun's as statement
showing the actual, wilisation of the provision. the transanctions are
comparatively ‘ew. it should ordinarily be possible to deal with them in the
explanatory nores under the relevant sub-head.

644, Explanations of complicated Accounting procedure.—Where it is
desired to ghv2 @ detal explnpation of complicated accounting procedure. such
as the nature and meaning of a particular Suspense head, this should ordinarily

be dope in an appendix attached to the Appropriation Accounts. It is desirable

to avoid over-loading the explanatory notes below the sub-heads.

645, Whenever a statement account, review or report bears the signature
and designation of the officer preparing it, the date and the name of the station

also should be mentioned:
AUDIT COMMENTS

646. Appended 1o each Appropriation Account should be Audit Comments

of the Accoursan: General. These should deal with the Appropriation Account

;g iary acconnts statements or appendices atteched to it.
similarly aud. \merts of the Director General, Commercial Audit on the
proforma Accounts © sach commeriol institution as well as on the accounts
of statutory corporations, etc.. should be printed in the Commercial Accounts.
- aseaants subiect to asdit are ingorporated in the Adminis-
seats coracerned. ot ot 2ppended o the appropriation
= lvw the aspronrizton account will. in addition. mention
—wqsaqnts have been audited by the Accountant General concerned
A1 resnlts of such aidit, j.e. either that the results are satisfctory or

itself and wih

647. The comments should deal with irregularities of the types described in
paragraph 601 and with these connected with budgeting or confrol over expendi-
ture. where thesc have not been deemed of sufficicnt imporfance -fo justify

N4
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inclusion in the general review of the results of audit. They should not ordinarily
contain remarks about the improvement or deterioration in budgeting or control
of expenditure but whenever it is though necessary or justifiable to express a
definite opinion (instead of leaving the facts to speak for themselves) that there
has been ‘improvement’ or ‘deterioration’ in budgeting or control of expenditure,
such comments should be very carefully tested first for correctness in the light
inter alia of the other sides explanation. Comments of this kind should not be
made on a superficial view, say, of a net percentage figure.

Note—The main test of the ad puicy of exosnditire contralis the extent to which
there exist, at tne close of the financial year, differences 'etween expenditure and autho-
rised provision under individual heads or sab-head, unrectified in the case of excesses
by the pro.ision of additional funds and, in the zase of savings, by surrender to the,
Finance Ministry. The statistics of expenditure plzced under objection also shed a valua-
ble side-Fight on the efe iency of control. Any comments made should be illustrated by
facts and figures, and should be directed mainls =t establishing the need for security
of methods of control, As apparent misusz of dslegated powers of reappropriation is,
however, a subject for legitimate commeats.

648. The following among other matters, may with advantage be men-

tioned in the commentis:
(i) instances of postponement to a latter year of payments or adjust-
ments which should have been made during the year under report;

(ii) instances of payments or adjustment carried over from a previous
year;

(iii) important assets awaiting realisation and the
realising them; and

(iv) progress made in the recovery of recoverable expenditure including
such expenditure regularly debited as final outlay.

649. As indicated in paragraph 639, an Audit Officer canmot certify to
the correctness of the Stores Accounts where the audit of stores transactions of
the department concerned has not been entrusted to the Comptroller and Auditor
General and unless a Store Account has been audited in detail and with care it
is difficult to comment on it with authoritv. The Audit Officer may, however,
assist the Public Accounts Committee in their investigation into the stores
transactions by comments on some aspects of these transactions in the Appro-
priation/Commercial Accounts. Comments may, for example, deal with the
following points:

(1) Whether the closing balances as disclosed in the Stores Accounts
appears to have been excessive.

(2) Whether the amounts written off by way of de reciation, shortages,
eic. during the year appear to be abﬁormaﬂyﬁigh.

(3) Whether the stock wverification and revaluation, if any,
made by proper authorities.

(4) In a case the Public Accounts Committee has desired that the Stores
Accounts should indicate surplus Stores, if any, the Audit Officer
may comment i cases where such surplus appears to be abnormal

progress made in

has been
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and after enquiry from the departmental officers he may also be in

[649—653

a position to say whether adequato measures are being takea

to dispose of the surplus.

The foregoing list is by no means exhaustive and what is really desired is
that all Audit Officers should continuously realise that they are expected not
merely to reproduce the Store Accounts but to audit them with reference inter
alia to the points mertioned above. No comments meed, however, be made in

the Appropriation Accounts unless there is anything special to be said, Remarks
such as “the closing balances appear to be suitable” or other equally colourless
remarks do not help any one and may even be misleading and dangerous, as
they may lead the Public Accounts Committes to refrain from investigation in 8
case where a correct appropriation of the position can be formed only after

examination of the departmental witness.
FINANCE ACCOUNTS AND AUDIT REPORT
Title of the compilation

650. As in the case of Appropriation Accounts, the Finance Acccount
relating to the accounts of Government should be described on its title page
as the “Finance Acccunts (year of accounts)” the name of Government being
printed at the top. The title page should be printed in the manner as indicated
in the “Skeleton Draft Finance Accounts”.

Form and arrangement

651. As indicated in the “Skeleton Draft Finance Accounts”, the Finsace
Accounts and Report should be divided into two Section as described in
Article 275 of the Account Code, Volume IV.

Instructions for preparation

652. A detailed description of the nature of the information to be given
in each Section and wmstructions relevant thereto are given m the body of the
“Skeleton Draft Finance Account and Audit Report”, Articles 275 of the
Audit. Code and paragraphs 301 to 302 of this Manual. In reviewing the
balances under various heads the following information should be furnished:

ok

(1) a statement of each ledger balance which is 1o be explained;

(2) an explanation of the nature and conditions ef the liability involved
In 1it; '

(3) a statement of the nature of detailed accounts kept of the transac-
tions connected with it, and how far the final results of these detailed
accounts work up to, and agree with, the balance on the Ledger;
and

(4) information as to whether the person or pefsons by whom the
balance is owned or from whom it is due, admit its correciness,
and if they do not, where the difference lies : this would not apply
to such items as deposits or ordinary advances, but it should be
explained how far the latter are believed to be really recoverable.

653. Deleted. | o
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General Finance Statement
Title of the Compilation

653A —653B]

653-A. The General Financial Statement relating to the accounts of the
Government and Statutory Public Authorities, etc., should be described on its
f Year of Account”, the name of

title page as the “General Financial Statement of £ 1 0
the Government being printed at the top. The title page should be printed in
“Skejeton Draft General Financial Statement.”

the manner as indicated in the
Form and arrangement

653-B. Durinz pre-liberation period the Comptroller and Auditor Genezal
had to compile a publication named. “The Combined Finance and Revenue
Accounts of the Central and Provincial Governmentis in Pakistan” in pursuance
of the provisions of Articles 277—280 of Account Code, Vol. IV and para 11(4)
of the Audit and Accounts Order of the erstwhile Government of Pakistaz. In
Bangladsh the Compiroller and Auditor General has been entrusted with the
duty of preparing a “Government Financial Statement” in lieu of “Combined
Finance and Revenuc Accounts” under the provisions of Article 128 of the
Constitution of the People’s Republic of Bangladesh and Section 7 of the
Comptroller and Auditor General (Additional Functions) Act, 1974 and this
statement is requized to be submitted to the President persuant to the provisions
of Article 132 of the Constitution.

The main object of this compilation is to present to the President a gemeral
summary of the accounts of the Government, statutory public authorities,
public enterprise and local authorities showing in brief the particulars of
income and cxpenditura/profit and loss and balances and liabilities for the year
under report.  The detalled accounts of Government and these institutions are
separately published in “The Finance Accounts” and “The Commercial Accounts

and Audit Repert”.
The Genera! Finaccial statement
arrangement—
Prefactory Remarks: : 7
Introductory.
Part-1. §
(Relating to the Accounts of Government).
General Remarks.
Accounts and Reviews.
Pari-IL
(Relating to the accounts of Statutory Public authorities, Public enterprises
and local authorities).
General Remarks.
Accounts and Reviews. =

Instractions o be followed in the preparation of the Accounfs aud Report for
z - - e s gk =

should be prepared in the following

o
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[654.

654. In preparing these Accounts and Reports for press, every pndeavqm
should be made to keep the cost of printing at the lowest level consistent with
the presentation of a clear, intelligible and readable production. The following

points, in particular, should be borne in mind—
(a) Before a teport is sent to press, the general arrangement

(b)
(c)

(d)

(e)

of its
printing should be carefuily considered, and the instructions given
should be sufficiently clear and precise, particularly, in respect of the
matter referred to in clause (g) below to obviate the necessity of
calling for a second proof. The manuscript should be legibly type-
written and should be sent in its final form.

The size of each report should be “royal octavo™.

Expenditure charged on the revenues of the Government should be
printed in bold type.

Index letters for fcot-notes should be printed in the definite order
from the top to the botiom columns and from left to right of the
statement.

Heads of Accounts against which there are no figures should not be
printed. A head without figures on one side of the account may,
nowever, be printed when the same head has figures against it on the
other side of the account. :

(f) Deduct figures appearing in detailed accounts of revenue and

(g)
(h)

(1)

expenditure by minor heads of part A of the Finance Accounts should
be printed with minus sign before them. :

Different distinctive types should be employed in printing the heading
of main and subordinate heads in part "B’ of the Finance Account.
Paisa should be omitted from all figures. Elsewhere than in the
Appropriation Accounts, it will frequently be convenient to express
sums in thousands of Taka. When this is done, the usual prefix
should be omitted and it should be explained, in a prefactory note to the
Report, that figures not preceded by this sign represent thousands
of Taka.

Deleted,

(j) A balance acccunt with no more than two or three entries on the

credit side and very numerous entries in the debit column occupies
an unnecessary amount of space. Instead of printing it as a tabular
Statement it will often be possible to divide it into three separate state-
ments, recording respectively balance, receipts and issue, on the line
of the example given below :

STATEMENT I—Balance.

Taka.
Baiance on 1st Jjuly, 1972 - e a 2,68,325
Receipts (Statement 1) . o = 6,41,455
9,09,780
Issues (Statement III) .. i % P 7,48,345

Balance on 30th June, 1973 = i - S " 1,61,435
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STATEMENT II—RECEIPTS e
Twenty items (set out in detail)
STATEMENT HI—ISSUES
: Twenty items (set out in detail)

(k) Unnecessarily large spacing between lines, and unnecessary blank
should be avoided.

(1) A single set of totals will suffice for each Appropriation Account, even
if it covers several pages. It is unnecessary to “carry forward” page
totals.

655. No more copies of these Accounts and Reports than are really
pecessary should be printed. The number reguired for the use of the Govern-
ment should ascertained from the Ministry of Finance. The number of copies
required by the Comptroller and Auditor General is stated in paragraph 656.
The compiling officer himself should estimate his requirements for his office
library, for circulation among his establishment and for supply to the officers
with whom he exchanges publications. A number of copies may be offered for
sale if the Government so desires.

SUBMISSION OF THE ACCOUNTS AND REPORTS
TO THE COMPTROLLER AND AUDITOR GENERAL

$56. Proof and final copies of the Appropriation/Commercial Accounts
and Audit Report should be submitted to the Comptroller and Auditor General
S0 as to reach him on or before the dates mentioned below. The number of
final copies required in each is also indicated.

_Name of the Appro- Due date of proof copiss, Due date of Number
priation commercial final copies. of final
Accounts & Audit copies.

Reports.

L. Appropriation Accounts 15th Jaauary of the year 28th February of theyear “ifteen
of the Govt. of Bangla- following the financial following the financial
desh (Civil Departments),  year to which the Ac- year to which the
counts relate. Accounts relate.
2. Audit Report on the 15th Fedruary of the year 15th March of the year Twelve
Accounts of the Govt. following the faancial following the financial
of Bangladesh (Civil year to which the year to which the ac-
. Departments), Accounts relate. couats relate.
3. Appropriation Accounts 15th February of the year 15th March of the year Tiwelve,
of the Posts, Telegraph  foliowing the finaacial following the financial
ana Telephone Depart- year to which the year to which the
ments. Accounts relate. Accounts relate.
4. Audit Report on the IS5th March of the year [5th April of the year Twelve.
Accounts of Posts, Tele-  following the financial following the finandal
graph & Telephone year to which the year to which the
Departments.

Accounts relate. Accounts relate.
5. A.Ippmpna tion Accounts 15th March of the year 15th April of the year Twelve.
of the Defence Services.  following the financial following the financial
year to which the year to which the
Accounts relate, Accounts relate.

6. Audit Report on the I5th April of the year ISth May of the year Twelwe,
Accounts of Defence  following the financial  following the financial
Servicee. year to which the year to which the

Accounts relate. _ Accounts relate.
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Nin: of the Appropriition Due date of proof copies. °5 Due date of Number
Commercial Accounts and final copies. of final
copies.

Audit Reports.

— | ——

47. Appropriation Accounts 15th May of the year 15th June of the year Twelve
. of Bangladesh Railway. following the financial  following the financial
vear to which the year to which the

‘Accounts relate. Accounts relate.

D 3, Audit Report on the {5th June of the year 15th July of the Second Twelve
Accounts of Bangladesh following  the financial financial year after the
Railway. year to which the financial year to which
Accounts relate. the Accounts relate.
9. Audit Report on the 15th January of the year 15th February of the Twelve
Accounts of Statutory follawinz the financial  year _ following the
Public Authorities re-  year to which the financial year to which
lating to works. Aceounts relate. the Accounts Relate.
19. Appendix to the above 15th Fehruary of the vear 15th M_eu'ch of theyear Twelve
Audit Report (Commer- following the financial following the financial
cial Accounts). vear to which the Accounts  year 10 which the
relatz. Accounts relate.
{5th January of the vear 15th February of the
follawing the financial ~ year following the Twelve
year to which the Acco- financial year to which
the Accounts relate.

1. Audit® Report” on "the
Accounts of the Govt.
Commzraial undertak-
ings, Nationalised Indus-
tries and Commercial
Institutions.

unts relate.

12. Appendix to the above {5th February of the vear 15th March of the year Twelve
Audit Report (Commer- fallvying  the financial following the financial
al Accounts). vear to which the vear to which the
Accounts relate.

Accounts relate.
15th Tanuary of the vear 15th February of the year Twelve
Accounts of the Local follawing the financial following the financial
Authorities and Statutory  ¥ear to which the year to which the

& Public Authorities other ~ Acexunts relate. Accounts relate.
than those relating to
work and Commerce.

14. Appendix to the above
Q Audit Report (Commer-

{3 Audit Report on the

15th February of the vear 15th March of the year Twelve
follnwing the financial  following the financial
which the year to which the

cial Accounts). year to
‘Accounts relate. ‘Accounts relate.
—————

The due dates for submission of proof and final copies of the Finance
‘Accoun's and Reports 10 the Comptroller and Auditor General are given in
Article 276 of the Account Code, Volume IV. The Comptroller and Auditor
General requires fifteen copies of Finance Account and Audit Report.

The heads of all Audit and Accounts Offices and all concerned have to
follow the above programme sictly in submitting the proof and final copies of
the Appropﬁation/CMm:ial Accounts, Audit Reports and Financial

eports to the Comptroller and Auditor General. If for any

Accounts and R an
special reasons, the due date for the submission of any of these Accounts and
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556]

Reports to the Comptroller and Auditor General cannot be observed, the fact

should be intimated to him as soon as possible, in any case, the intimation
should reach him on the duc date prescribed for submission of proof copies.

The Comptroller and Auditor General requires two proof —copies in all
Cascs,

will be printed finanaly only after the
iitor General in the course of checking
yn Aczcounts brought to final shape.
sies will be seat 1o Accountint Generzl
sise of the Flanince Account. as well
25 are naticed. the Accountants Generdl
1 Acsants should be considered to have
¢ in the Finance Account 35 2
wients on the proof copies of the
2yerasnanding fzures in the Appropriate
4 and sent 10 press for proof. Th e
1 \ccn—lrﬂnt General

. on the proof copie
sount nave been fnally

Note 1—The Finaace Accoust and Audit Report
discrepancies mticed by t22 Comoatraller and A
the proof have been s an!l tas \pﬂ
An intimation of the final settlement of 4
by the Comptraller and Auditor Trenerid m
as the Anaro"pr:w.m -\wﬂ-‘:r If na &
will be informed acoordin e AP
been brought ‘m 1 e wh=a the o
rasult of the Comnotroller and A . Lior
Finanzz Aceouat have besn car
tion \“ﬂ' ats and the litler hc-'-: ;

the F'"-a:m: :

{4 of the Cpaptr ‘I

of the | \199; Etion Accorants a

courrected

fiml

Similarly, the Appropriation Accounts and Audit Report will be printed
finally only af‘.ﬂr the discrepancies mnoted by the Comptroller and Auditor
General in the course of checking the procf with the Finance Account of the
Government have been seitled. There should be no correciions in the figures of
actual expenditure shown in the Appropridiion Accounts after the Finance

Acccunt have been sen: for final prini,

Unless, otherwise directed by the Cempirolier and Auditor General for
special reasons which will be communicated to the Accountant Gener
separately, his orders for final printing of the Finance Account and the Appro-
priziion Accounts after the stages indicated above will not be necessary.

In the Railways and Defence Appropriation Accounts. however, the check
of actuals prescribed above is conducted by the Director General, Railway Audit
and Military Accountant General. The information of ths reconciliation of ths
two sets of figures sent by these officers to the Railway Board and the Military
Accountant Gezeral should be regarded as having issued on behalf of the
Comptreller and Auditor General and as me seting the requ,rﬁmﬂn 's of this note.

Note 2—°L Jar

Note 3—Deletz].

Note: 4—Two cop%ﬁ af Appronsiation/Commerczi Accounts and Audit Reports should bear
the writer's signamire in original. Thespace for the Comotroller and Auditor  Gaasrat
signature in these two copies as well as in the copies of Finance Account and A:
Report should be left blank and the Comptroller and Auditor General will put hissiz

ture in origiazl inthese mpm

Note 5—The -\ucwntan: General/Director Genemal. Commercial Audit, in charee at ths time -
when the Report is printed off finally is reponsible for it and should therefore siznit. ¢

o

Q
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557. These Accounts and Reports should be forwarded to the Comptroller”
and Auditor General with a covering Jetter in which Accountant Gener
Ditector General should mention points in their Reports which they consider

ints in the letter is necessary

to be most important. NoO discussion of these po: he lette
but the Accountant General /Director General should furnish in it such further

information on any subjects included in the Reports which is to incorporate
there. This letter should also mention if any, included in the Appropriation
Accounts and Audit Report at the request or with the concurrence ot
the Ministry of Finance which might otherwise have been excluded from it.

Copies of these Accoun's and Report may be supplied to the Ministry of
Finance in advance of their transmission by the Comptroller and Auditor
General, for such preliminary action as they consider necessary but the
stipulation should be made that the copies should be used for purely depart-
mental purposes and not supplied to members of the Parliament or other non-
officials unit the document is signed by the Comptroller and Auditor General
and formally submitted to Government.

658. As soon as possible after the submission of final copies o the
Comptroller and Auditor General. the Accountant General should ascertam
from the Government and communicate to Auditor General the date on which
the Government will lay its next budget estimates before the Parliament in
order to enable the Comptroller and Auditor General to submit the Accounts
and Report to the Government before thar date. He should also arrange that
a copy of ihe Reviewed Estima:e of the following year and of the Budget
together with 2 copy of the Budget Spcech of the Financc Minister for the
second succesding vear is supplied to the Comptroller and Auditor General.

659. Correction slips should not be issued for errors and misprints
discovered in the Appropriation/Commercial Accounts and Audit Report after
their preseniation to the committee on Public Accounts unless they are
important. When, however, a corccction is issued, it should be issued in the
- pame of the Accountant General Director General who is responsible for the
preparation of the Report. The C omptroller and Auditor General requires one

copy of corrections in excess of the number of copies of the Accounts and

Report supplied to him.
PUBLICATION OF THE ACCOUNTS AND REPORTS

[657—660

General will year by vear take such steps as are

659-A. Accountants
Accounts and Report to the

open to them io see thai presentaticn of the
Parliament js prompt and that pubiication also is not delayed. The fact of
publication wiil be reported to the Comptroller and Auditor Gereral at once
and an additional copy of each Accounts and Report furnished to him; this
copy will be placed in the Press Room of the Bureau of Public Ibformation,

Government of Bangiadesh.
CONSIDERATION OF THE ACCOUNTS AND REPORT BY
PARLIAMENT.

660. The procedure which the Parliament follow in dealing with these
Accounts and Reports may be prescribed in the Rules of ~Business. The

following points may also be noted in this connection.
27
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9

61— GG60)
Appropriation/Commercial Accounts and Audit
lic Accounts does not functior_; as an executive
body. It has no power, even after the most minute examination and on the

clearest evidence, to disallow any item of expenditure or to issue any kind of
order. It may offer advice upon any question arising out of the Accounts or

Report, but its function is advisory only, and its finding must be cast in the
form of recommendations to the executive Government or to the Parliament.

661. In considering the
Report the Committee on Pub

662. The Accountant General/Director General who prepared the
Appropriation/Commercial Accounts and Audit Report should be present in
person at such meetings of the Committce on Public Accounts as he may be
invited to attend. His presence is in all cases desirable, and particularly at
those meetings at which evidence is taken; but it will rest with the Ministry of
Finance of the Government to secure the issue of the invitation.
If no invitation is received, the matter should be reported to Comptroller and

Auditor General.

663. Deleted.

664. In those cases in which the detailed proceedings of the meetings of
the committee on Public Accounts and of the evidence give thereat are published
the Accountant General/Director General should keep a record of all engagements
and promises which he may make :n the course of the proceedings, in order to
ensure that they are duly honoured. In other cases, the printed proceedings

should constifute such a record.

663, As laid down in Article 276 of the Audit Code, it is the duty of the
Finance Ministry of the Government to communicate the orders of Government
on matters arising out of these Accounts and Report but the Accountant General
who initially prepared the Reports is responsible for watching the action on them
and should maintain a suitable register for the purpose(see also Article 277
and 278 of the Audit Code.).

660. A reports on the manner inh which these Accounts and Report are
dealt with by Government and Parliament should be submitted to the Comptroller
and fmd!!nr General. These reports should contain information on the following
points :

(1) The actual method of clection of members of the Public Accounts
Committee and the Chaimman.

(2) The actual composition of the Public Accounts Committee, i.e.
whether it includes any members of the opposition.

(3) The time when the Public Accounts Committee sits and also whether
the accounts (Appropriation/Commercial and Finance) were made
available in any way to the Parliament or the public before the sitting
of the Public Accounts Committee.

(4) The manner in which the accounts are treated by the Public Accounts
Committee and the attitude displayed towards audit criticism.

(]
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(5) 'The disposal of the report of the Public Accounts Committee by the
Parliament.

(6) The time and manner of the presentation of the Finance Account to

the Parliament.
ascertain whether the Public

report is to
the scheme of Parliamentary

Essentially the object of this
ely its part in

Accounts Committee plays effectiv

- Financial Control.
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PART VI
INSPECTIONS AND LOCAL AUDIT

CHAPTER 31—INSPECTIONS AND LOCAL AUDIT

General 667 Local Audit 669
Inspection 668
GENERAL

667. As explained in Chapter 8 of Section III of the Audit Code Central
Audil conducied in Audit office has to be supplemented for cerfain purpose by
inspections and local audit of transactions of certain Government institutions and
offices. These inspections and local audits should be conducted by a selected
staff of the Audit officz consisting of several peripatetic parties.

INSPLECTIONS

668. The necessary instructions in accordance with which inspections of
Public Works offices and treasurics are conducted are given in Chapters 32 and
33. If in addition to these instruciions any detailed or supplementary instructi-

ons are considered necessary for the guidance of the Inspecting Officer such
instuctions should be prescribed in the focal manuals. (See also paragraph 713)

The use of any form of ques ionnaire is prohibiied. The Inspecting Officer will
remain responsible for the efficiency of the inspection work as a whole, though
in accordance with the local instruction or local usage, some of the items of works
may be entrusted to the subordinate staff.

LOCAL AUDIT

&69, The classes of accounts with which the Local Audit staff has to deal
are so varied that it is not possible to lay down any general rules and instructions
Which may be applicable to all local audits. The instrucrions in this Chapter
and 2lsewhere in this Manual mention some of the important matters fo which
attemtion should generally be given by the Local Audit staff and the Officer in
charge of that staf. The detailed instructions for their guidance should be

included in the local manuals.

670. It should be borpe in mind that the essential object of accounts of any
institations is to present a definancial picture and that an intelligent audit
is imxpossible unless there is some consideration of the geperal financial picture
as well as investigation of the details of the transactions, the mass of which work
to the financial result. The Local Audit staff should, therefore, before taking
up the audit of any particular institution study the system of accounts and books
prescribed to see why they have been prescribed and how far they fulfil the
desired end. They should consult the periodical administration report or any
other Government publication where the accounts of income and expenditure of
the imstitution appear, so that they may obtain a correct perspective of the finan-
cial sile of the institution and make their audit both intelligent and useful instead
of allowing it fo become merely a process of checking register in‘a disconnected
and mechanical way. - p ;

&y

0
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671. As laid down in Article 21 of the Audit Code the primary function of
Audit is to verify the accuracy and completeness of accounts. All possible
attention should, therefore, be devoted to the examination qf mmal records and
accounts. Initial records such as Cash Book, etc. should be invatiably checked
with the counterfoil of receipts and the treasury remittance books. It should
also be ascertained whether the Treasury Rules are being properly followed by

the departmental officers.

‘The local audit of expenditure should be of a limited character. It should
be scen (a) that the vouchers not required to be sent to the Audit office are kept
on record duly cancelled; and (b) that entries in the local accounts are propetly
vouched. It should also be examined that expenditure on contingencies, works,
etc., is being properly regulated according to the financial rules and the

accounts indicate no laxity in supervision and control.

672. The Local Audit staff should also examine the leave accounts and
Service Books of the non-gazetted Government servants/employees in the office
and ingtitutions visited by them to ensure that they are kept in a satisfactory
manner. A small percentage, say 5 to 10 of all leave accounts, should be checked
and cases of the irregular grant of leave should be noticed. In the case of
offices which are not inspected locally, the leave accounts of non-gazatted Govern-
ment servants should be checked when the Inspecting staff visit for other i -
tion the headquarter stations of the area within the jurisdiction of which ﬁose
offices are located. The Jocal check can be supplemented by the central check
where the worn is much in arears. The leave accounts of such persons as are
likely to retire before the next inspection takes place should be checked carefully.

673. The balance sheet and the profit and loss accounts of commercial
concerns require special attention. In theory the settlement of the form and
contents of the balance sheet is the responsibility of the management and the
function of Audit is restricted to reporting upon it. In practice, however, the
balance sheet is almost invariably submitted to Audit for approval before it is
finally seattled. Audit should see that the balance sheet satisfies the following

conditions:

(i) it should be properly drawn up;

(ii) it should be true;

(iii) it should be correctly stated;

(iv) it should be in accordance with the books; and

(v) it must not convey a misleading impression of the state of affairs of
the concern.

The first second and fourth of these conditions should not present any special
difficulties, and if the first four are complied with, the last will almost jl;v.ertsu'uly

be fulfiled.

674. Whether a balance sheet is in accordance with the boo)
that is stated therein is true, are generaly questions of fact mpﬂ&fm
but the difficulty arises when in audit it has to be decided whether the various
items are correctly stated as this is frequently a matter of opimion.
balance sheet can be regarded is correctly stated, it mmst conform fo sound
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accounting principles.
itmy be true to state t
correct to take it so, if att
in market.value. It will be the duty o

the Audit report.

675. When the Officer in charge is present at the audit of a commercial
concern he should attend personally to the more important matters, for instance,

le should himself do a considerahic portion of the Cash Book audit, examine
and check the postings

the vouchers for large amounts and for unusual charges
of these amounts into the General Ledger. He should personally vouch the
Journal paying particular attention to depreciation, bad debts, work in progress
valution of floating assets, reserves and all indirect charges and  check the

He should himself conduct the audit of

postings to the General Ledger.
sanctions. He should check the Trial balance with the ledger accounts, and
see that all accounts are properly ruled off and that only the Balance Sheet items

remain.
In the absence of the Officer in charge in these duties will devolve on the

Superintendent.

What is true is not necssarily correctly stated for instance
hat stock is teken at cost but it would not wsually be
he date of the balance sheet there has been a fall
f Audit to call attention to such points in

\$
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CHAPTER 32—INSPECTION OF PUBLIC WORKS OFFICES.
676 Review of Divisional Accountants 701

Introductory .. 5 i et
Objects of Inspection 632
Test Audit of Accounts of one month 683 Arrears .. .o 5 702
General Examination of Accounts .. 689 Inspecting Officers’ Reports s 703
Disposal of Reports e 705
INTRODUCTORY

676. The Accountant General should arrange for the inspection and test
audit of the accounts of each Public Works division, by a Gazetted Officer of his
establishment, according to a programme of inspections the principles of which
are settled from time to time in consultation with the Comptroller & Auditor
General. Ordinarily heavy and important divisions should be inspected once
in a year. i

1. Ordinarily junior Gazetted Officers with less thanfivey ears” service should not be
entrusted with this work, otherwise than as assistants to a senior 5

677. The Inspertion Officer should be assisted, at the inspertion of each
divisional office, by a stff adequate to complete the inspection of any office, the
work of which is not exceptionally heavy, within six days. The staff must
include at least one experienced accountant. Inspection work is important and
requires special qualifications and the staff should be selected carefully.

678. The work of test audit and inspection should be conducted ordinarily
at the headquarters of the Divisional Officer, but it is open to the Accountant
General to require the account records of a few subdivisions or subordinate
offices, every year to be inspected in the offices concerned.

679. The Divisional Officer should be given sufficient notice of the probable
dates of inspection and requested (i) to obtain from his subordinate offices, the
necessary books, papers, etc., which should be specified, and (i) to be present
at his headquarters to meet the Inspecting Officer in time to discuss the resulis
of the inspection with him.

1. In the case of maney records, a general scrutiny has to be applied to all entries
made therein since the date of the previous inspection. In some case, it may be sufficient
to require the records of a shorter period to be produced; in others it may be desirable
to ask for the production of documents covering a longer period, e.g., Works Abstrcts for
a few works. Again, it may be advisable to name certain records specially. The records
required for production should be selected by the Inspecting Officer himself, whe should take
care not to disclose the mame of the month, the accounts of which it is proposed to test
audit, nor to specify (without simultancously remaining 2 few other works) the works the
accounts of which are to be examined in detail.

If important records are produced at an inspection, every possible
should be taken to secare their production. If suglf‘:;fons areaynnsumful,sgg
omirssions should be mentioned specially in the report and such records should
be obtained for examination in the Audit office if such examination is considered
to be necessary. ' 5T
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2. Whilst it is desirable to give Divisional Officers enough time for the collection of

the necessary records, the notive of the inspection should not be longer than is necessary
for the purpose. The tour programmes of Inspecting Officers should be treated as confidential
until the notice of the inspection is addressed to the Divisional Officer concerned.

680. The following documents should be supplied to the Inspecting Officer
from the Audit office:

(i) a complete set of the audited accounts for one month, with schedule
dockets and vouchers, and also foils of paid cheques relating to the

accounts of that month;

(ii) one or two abstract travelling allowance bills of the division cashed
during any month at the Treasury/D.A.O. at which the Divisional
Officer is authorised to present establishment bills, if the Government
has not authorised the submission to the Audit office of the journals
of lower subordinates and members of the petty establishment;

(i1i) the last annual Account of Interest-bearing Securities as well as the last
periodical returns of Stock. and Tools and Plants, if still in the
Accountant Generals office, where any such accounts and returns are

rendered to the Audit Office, and

(1v) a2 memorandum, signed by the Deputy Accountant General. of points
noted from time to time since the previous inspection as requiring
special attention or examination on the spot (vide paragraph 397),
e.g. delays in the clearance of any arrears in work or of any outstanding

suspense or other balances.

681. The Deputy Accountant General should single out one major work,

or two minor works, whether completed or in  progress, for a complete analysis
and examination of their accounts since commencement, and supply to the

Inspecting Officer all Schedu'e Dockets (with vouchers) relating to such works.

detail the accounts of any

1. The Inspecting Officer will. be at liberty to analvse in
but he shauld report his

other work or works, in case he fiads this desirable on the spot
reasons to the Deputy Accountant General

OBJECTS OF INSPECTION

682. The primary objects of this inspection are (i) a test audit of such
accounts voucher, etc., as are not audited in the Audit office or as cannot be
checked completely except at a local audit,, (ii) an examination of the initial
accounts from the accounts rendered by Divisional Officers are compiled, or on
which they are based, so that it may be seen that those accounts are properly
maintained in the prescribed forms, and (iii) a view of the work of the Divisional
Accountant posted by the Accountanf General so that it may be seen that
the Accountant discharges his duties with efficiency. See Article 149 of the Audit

) Code.

€
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683. All unvouched, cash and transfer entry charges, as shown in the
schedule Docket taken from the Audit office, should be audited in detail. It
is not sufficient that the total amount of such charges should agree with the total
of the vouchers produced for examination. It should be seen (1) that there Is ol
record a voucher correct in all respect in suport of each item of expenditure
for which a voucher is not required to be submitted to the Audit Office (vide
Article 232 of the Audit Code, Volume 111) and which appears in the several

Book, (2) that the charge is in order, 3)

Cash Books and the Transfer Entry :
that it is traceable into the schedule Docket concened and (4) that in the
o items treated as unvouched charges, which should

Schedule Dockets there are n S v
not have been so classed. It should be seen 1n particular_that all the vouchers
were checked by the Divisional Accountant at the proper ume and duly cancelled

as required by Article 215 of the Audit Code and the Financial Rules of
Government.

684. The audited vouchers of the selected month, taken from the Audit
office should be examined so that it may be seen (1) that the quantities for which
payments have been made are traceable, with the supporting details, in the
records of measurement quoted in the vouchers, (2) that in each case, the record

of measurement itself is in order, (3)that the rates at which payments were made
her are in accordance

for the several times of works or supply as shown in a vouc!
with the terms and conditions of the relevant agreement, indent. or order, etc.
ditions had been duly sanctioned by competent

and (4) that those terms and con
authority before the liability was incurred and are not open to any objection
from an audit point of view.

685. The foils of paid cheques brought from the Audit office should be
checked in detail with counterfoils, Cash Books and vouchers so that it may
be verified that payments have been made actually to the persons entitled to
them. The endors
be examined intelligently
fraudulent payment. The endorsements on the paid
with the aquitance on the relevant voucher or vouchers and inter alia it should

be investigated whether any divisional employee figures in them. The Inspecting
Officer himself may exercise the scruting prescribed in this paragraph

for may entrust it to his staff, The fact of the necessary scrutiny having been
exercised should be recorded in the office notes relating to the inspection.
Nore— The Accoantant Genara! may at his discretion prescribed that only a percenta f
the paid c1271es of the sslected moath should be checked as laid down in th.i??aragrag?pg,
the percantage to be prescribed shoaid not, however, be less than 10 per ceat.

686. (a) It should be seen next that, if any of the vouchers and transfer
entries of the month, including those taken from the Audit office, affect the Stock
Account, or the accounts of works, the charges against or credits to those accounts
are shown correctly under the appropriate sub-head or suspense account and .
in the Contractors’ Ledger or the materials account concerned. If any charges
relate to collection of road metal, thecormpmdingenn"minthe!{mdmal '
Remtnkeptmdu:iherublot_Govmentshquldbetmced. '

28
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(b) All transfer entries involving the rectification of errors should be
examined and it should be seen (1) that the rectification was necessary and in
order, and (2) that the original error does not disclose a defect in the system
of accounting or indicate any financial irregularity.

687. The Stock accounts of the selected month should be examined and
it should be seen that they are maintained in accordance with rule, the points
of speciall importance being (1) that the quantities of both receipts and issues

have been taken to account correctly, (2) that both receipts and issues are
valued correctly, and (3) that the issues to works have been classified under

the appropriate sub-heads or suspense accounts and carried to the ledger or

materials accounts concerned.

688. After the Works Abstracts of the month have been checked, the total
charges on each work should be agreed with the total of the relevant Schedule
Docket, and it should then be seen that the Works Abstracts have beem posted
correctly into the Register of Works and that all entries in the / latter were
reviewed by the Divisional Officer at the proper time.

GENERAL EXAMINATION OF ACCOUNTS

689. The initial accounts of cash and stock, the measurement books,
muster rolls and detailed accounts of works, for the entire period covered by
the inspection, should be examined generally and it should be seen that they
are meaintained, and checked, in accordance with the: prescribed rules, and that
the writings do not indicate any attempt to tamper with the records or :o evade
the requirements of rules. The recorded transactions should be surveyed
intelligently, and, if necessary, doubtful and abnormal items should be examinad
closely. Points requiring special attention are detailed in the following
Paragraphs. The more important items of work, to which the Inspecting
Officer should devote his personal attention, are given in Annexure ‘A’ to this
Chapter. He should also bear in mind the directions contained in Article

152 of the Audit Code.

690. Cash Bocks.—(a) It should be seen specially that all receipts of
cash as shown in the counterfoil of Receipt Books, which have been used by the
Divisfonal Officer, or which are still in Subdivisional Offices, are traceable,
under proper dates and with correct particulars, in the cash book. In respect
of counterfoil of receipt books used by officers other than the Divisional
Officer, which have already been recorded after check by the Divisional

Accountant, only a small percentage of the items need be traced.

(b) Next, it should be seen that the entries in the current month’s cash
books are correct, and that the resultant book balances agree, in each case,
with the cash in hand plus the amounts of imprests and temporary advances,
" which should be supported by the latest acknowledgements of the officers
concernied, as recorded in the last accounts of elsewhere (vide Article 234
of the Account Code, Volume TII). The verification of the actual balances of
cash is not incumbent upon the Inspecting Officer and it should always be
dispensed with in cases in which the officer in charge of the cash chest is not
present at the station. See also Arficle 151 of the Audit Code in this connection,
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if in any case the cash balance pertaining to a Cash Book is counted, a simul-
+aneous count of all cash balances (with relevant accounts) 1n charge of the
disbursing oificer or other custodian of the cash chest is desirable.

unt, specifying the amount counted both in words and

_ . A note of the co
figures, should be made in the Cash Book or account

(¢) It should also be seen that all recent tramnsactions
imprests and temporary advances, of 1o additions to existing ones, are 1 O
and that the memorandum of uncashed cheques, €fc., as recorded in the divisional
cash book of a selected month is correct in respects.

relating lo nEW

ubject to the general directions in Articles 143 ®
147 of the Audit Code, the Accountant General will determine the audit proce-
Jure with the concurrence of the Government. Such a procedure should,
however, provide for the’ examination to the accounts in the foliowing

respects :
(a) It should be seen (i) that issues of stock materials to works are
classified correctly under the two categories “Issues to Contractors”

and “Issues direct to Works” (Asticle 126 of the Account Code,
Volume-III) that the rules of Government are observed in respect

of “Issues to Contractors” and that contractors are charged
correctly in all cases and do not derive, directly or indirectly, any
unauthorised monetary benefit or aid in consequence of any
arrangements in force, (ii) that there is no unnecessary acccrmula-
tion of stock materials of any class; and (i) that “Issue Rates”
and “Storage Rates” are fixed in accordance with the rules prescribed

by Government.

(b) A few selected items of stock which were certified by the Divisional
Officer in the Register of Stock, as having been verified, should be
examined in detail so that it may be seen that both the quantity and
value accounts thereof were duly corrected in accordance with
recorded results of the verification.

(c) It should be ascertained that action has been taken with regard to
the adjustment of profit and Josses due to revaluation, stock-taking
or other causes, and these are not indicative of any serious di
of rule, and that adequate action has been taken as to the disposal
of surplus and unserviceable materials.

(d) All important jtems of new purchases should be examined and it
should be seen that the purchases have been made to the best
advantage of Government cither by invitation of tenders or through
comparison of quotations from different markets dealing with the

stores pur

(e) A few items of market rates filled in the Rigister should
exmmedsothatitmagbespenthm_mcymwmme.m:

qnwﬁmsorothetmhnblemfommm

691. Stock Accounts—S
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(ix) if materials has been purchased for issue to contractors whether the
prescribed rules have been observed;

(x) a few old items outstanding in the Suspence account “Contractors—
Other transactions” should be examined and any delay in their
adjustment investigated it being seen in particular that there has
been no omission to mark the necessary recoveries in cases in
which any “On Account” or “Advance” payment has been made
to the contractor in connection with the work;

(xi) if the sub-head ‘“Additional Charges for Materials issued to
Contractors” (vide Article 127 of the Account Code, Volume-IIT)
hass been opened in the accounts of any works the accounts of
which are kept by sub-heads, a few charges falling underr this
category should be examined for verification that they were
correctly debitable to Government and not to the contractor

concerned.

(xii) the materials accounts of a few works should be examined so that it
may be seen that, without sufficient reasons, materials are not collected
in excess of the requirements of works, that charges debitable to con-
tractors are not shown in materials accounts, that the rules relating
to the verification of materials are observed, and that differences are
adjusted in accordance with rule;

whether the outturn from manufacture operations is priced at rates fixed
by competent authority in accordance with rule, and whether, if there
is a loss or likelihood of a loss on any operalion, the causes at work
have been investigated and it has been seen that they do not indicate
any financial irregularity or the fact that the departmental opzrations
are less economical than acquisition of materials by purchase would be;

and

if any closed accounts of completed or abandoned works were
reopened, the debits or credits booked against the reopened account
should be scrutinised specially and it should be seen that no irregularity

has been committed,

695. - The Works Abstracts, and connected accounts relating to one or two
selected works (vide paragraph 681) should be examined in detail from the
commencement, and all transactions recorded in them should be analysed and,
if necessary, compared with the details of the sanctioned estimates,, and with
contract agreements, measurement books, stock accounts and other relevant
documents, including the schedule dockets (with vouchers) brought from the

Audit office.

696. (a) The accounts of interest-bearing Securities should be examined
and it should be seen that the rules relating to them are observed and that a few
entries of the register maintained for the purpose should be compared with those
in the Cash Book or other account, and vice versa with the object of ascertaining
that the register is maintained correctly. The securities certified in the accounts
Ot periodical returns, as being on hand, should be verified by inspection as far

[694—696.

(xiii)

(xiv)
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as possible, and it should be seen, in respect of such of them as are not pro-
duced for inspection, that there are in existence either the original acknowledge-
ments of the depositors bearing dates subsequent to the dates of the last
accounts, or the acknowledgements of the authomsed custodians, as the case may

be.

696—698]

(b) It should also be seen that the Divisional Accountant applies a similar
check at his inspections of subdivisional offices.

697. 1If the Contractors’ Ledger (monthly extracts) is not required to be
audit the transactions

submitted to the Accountant General’s office for
inspection (see  Aurticle

covered thereby should be audited at the
The following registers should also be

233 of the Account Code, Volume-III).
andited at the inspection if under the rules of Government they are required to

be so audited :
Register of Rents of Buildings and Lands (Monthly extracts).

Register of Stock.
Register of Tools and Plant.

The extent of the audit to be applied to these Registers and the procedure
(o be observed in each case, will be settled by the Accountant General in consul-
tation with the Government and laid down in his Manual.

698. (a) All accounts, records not spefically mentioned in paragraphs 683
10 698 should also be examined generally and it should be seen—

(1) that the prescribed procedure and forms are in use,

(2) that they are kept up to date, and
(3) that there are no financial irregularities or serious errors.

(b) Faurther, it should be seen generally—

(1) that the clearance of Suspense and other balances receives proper
attention,

that transfer entries in rectification of errors are in order,

that the arrangements for the control of expenditure against allotments

are satisfactory, and

(4) that, if there was any abnormal rush of expenditure towards the end
of the financial year, it did not involve any financial irregularity, actual

loss, manipulation of accounts, or relaxation (actual or probable) of

the procedure prescribed for the measurement of work or supplies,
or for the examination of the claims of contractors and suppliers before

 payment.

(2)
3)
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(c) The accounts and documents enumerated below should receive special

attention :
Register of Cheque (all Receipt) Books, Register of Measurement Books,

% Standard Measurement Books, Road Metal Returns, Contract Agree-

ments, Register of Transfers awaited, and Service Books of subm_ii-

nate establishments.

L. Advices of transfer Debit received from other di\.risions s]':lould .be
inspected in particular and it should be seen that any minus debit advice
were signed by the Divisional Officer concerned personally.

699. If there is a workshop attached to the division, the system of accounts
in force should be reviewed and it should be seen (1) that it is in accordance
with the procedure prescribed, (2) that it is suitable, and (3) that the pro-
forma accounts are maintained with reasonable accuracy.

700. For the purpose of verification of the correctness and genuineness of
the entries in the office copy of the Monthly Account and the supporting regis-
ters and office copies of schedules, number of selected entries should be com-
pared with the corresponding entries in the original accounts taken from the

Audit office, and vice versa.

REVIEW OF DIVISIONAL ACCOUNTANTS’ AUDIT

70i. The Divisional Accountant is charged with certain audit functions,
and with the responsibility for inspecting periodically the accounts of sub-
divisional offices on the spot, vide Articles 215 to 228 of the Audit Code.
The procedure observed by him in discharging these duties, and the results
achieved, should be reviewed by the Inspecting Officer, who should further con-
sider a'l the Objection, recorded in the Register of Divisional Accountant’s
Audit Objections, Audit Code, Form 6, record his remarks against each item,
and note for incorporation in his Inspecting Report, for report to the Accoun-
tant General, or for other suitable action, any objection which, after discussion
with the Divisional Officer where necessary, the Inspecting Officer decides not
to withdraw. When an objection is withdrawn, he should record (quoting

rules if possible) the full reasons for taking such action,

L. Afew cases of leave granted to subordinates siould be examined and it should be
scen that leave was not granted in any case before the applicant's title to it was certify
by the Divisional Accountant and that the certificate was in order.

2. Tie audit applied by the Divisional Accountant to Travelling Allowance journa
should be reviewed generally and it should be seen that they are scrutinised with éareanlg
before payment. In regard to any Abstract Travelling Allowance Bills brought from the

- Audit office (vide paragraph 680) it should be seen that in support of every claims for

which 2 journal was not submitted to the Audit office there is no record, in the divisi
office, a journal duly countersigned by the controlling authority, and checked by the Di&?ﬁﬁ%
Accountant. Therse journals should be rechecked as a test of the accuracy ofthe Divisional

Accountant’s audit.

3. It should also be seen with reference to the prescribed rules that standard
well as the allowances fixed for maintenance and repairs which are d:e to bem
during the period under audit were reviewed punctually and revised where necessary,a fest
check being applied to the calculations in a few cases for verification of their accuracy.
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- ARREARS _
of the division should

702, Any arrears or confusion, in the account work
who, in consultation

receive the special atiention of the Inspecting Officer,
ght to notice at the previous inspection,

should also be seen that irregularities brought
as well as those noticed by the Divisional Officer or the Superintending Engineer
e been remedied, and that the correct

at their respective inspections of offices, hav
procedure is being observed in respect of all matters the procedure relating to

which was considered defective previously.

INSPECTING OFFICER’S REPORTS
The result of the inspection should be drafted in three documents,

702—704]

703.
viz
(i) Inspection Report, Part I:
Observations relating to important po
irrcoularities which are generally brought
authority, and the replies to which are route

authority;

(ii) Inspection Report, Part II :
important as fo brought

Ohservation relating to irregularities not so
to the notice of the higher autherity, but important to be persued

with the head of the office inspected; and

ints and cases of serious financial
to the notice of the higher
d through the next higher

(iii) Test Audit Note:
Observation relating to minor points setled on the spot at the instance
of Audit on reading corrections on the part of the head of the office

inspected.

The Inspection Report, as well as the Test Audit Note, as soon as

signed. should be forwarded fo the Deputy Accounfant General.
y a note by the Inspecting Officer

They should be accompanied b
enumerating the items (if any) of the Inspection Report which

involve considerable losses, writes off or infructuous expenditure or
other irregularities of great importance. He should be careful to
obtain all relevant facts in connection with each such item and discuss
it specially with the Divisional Officer, if possible, and in the note he
should state that he has done so.

704, The inspecting officer should submit to the Deputy Accountant General
a confidential report. written in his own handwriting, on the work and
qualifications of the Divisional Accountant, as judged mainly by the quality of
the work done by him during the entire period covered by the inspection,
especially by the results of the audit checks applied by him. No opinion on
the work of the Accountant should be expressed in the Inspection Report.

1. The insoecting officer sh ini Divisi {
knowiedge of the  rules and ol e i et e 2o
that the Divisional Accountant’s personal conies of the codes and other books of reference

to him are comrectly posted up to date. -~ ° - &

.~
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Inspecting Officer to submit
permission of their official
der the control of the

Chap., 32] [704—T709 (%5
2. The Ascountint Geaseal, if he desires, may require. the
lerks of the divisian who, with the

similar reports on any i wit
superiors, have offered themselves as candidates for appointments un

Accountant General.

DISPOSAL OF REPORTS

@ |

705. Both the Inspection Report and the Test Audit Note should be
examined generally in the Works Audit Department, before they are sent out
orders of the Deputy Accountant General

= of the office, and under the : 1
/" remarks which are not in order should be expunged or modified and those which
‘ance should be transferred from the

are po! considered 1o be sudicient impar

5l

Report to the Noic.

706, The Test Audit Note should hen be sent to the Divisional Officer
ed in it should be dealt with and sattled

yidz* Chapter 28.

for remarks and reurn, and poin 3
in the manner prescribed for audit Noies

ennre shou'd also be forwarded to the Divisional
cvicing separa‘e columes for the record, against
i=is of the Divisional Officer, of the
the final disposal by the
Oficer should be  requssted . to
‘which should be fixed under the

ho
. $u--rinending Ergineer. A copy of the

to the la‘ter end his attention invited
s or ‘o sirious frtegid or other points
pt 2t enticn. A copy of the repott, 2s sent fo the
should be forwarded, at the same time, t0 the Govern-

707,
Officer, but in a 1

each itzm, of the
1 L iy
T WP |

lmina
e,

0%, 1f. on a consideration of the note by the Inspecting Officer mentioned
in parzgraph 703, it is held that any izem in the Inspec.ion Repart is of such
impor:ance tha’ it might find a place in the Appropriation Accounts and
Repert, it should form the subject of special correspondence with the Divisional
Officer or the hicher authorities. :

2
709, The Inscaction Repor+ should be treafed as an Objection Statement
snd dealt with in the manner laid down in paragraphs 511 and 546. In the
ordinarv course, therefore, only those irems will be repc~=d to the Governinent
which the Superintending Engineer ic unable to, or does ot settle fo the
satistaction of the Accounaui General, or which it s necessary to report in view
of possible inclusion in the Appronria‘ion Accounts and Report or for any
other special reason. 1t is open, however, to Government to require that the
~ explanations of the Divisional Officer and the remarks of the Superintending
| Engineer shall be forwarded fo it for perusal; in such cases the tabular form
. of the Inspection Report and the procedure indicated in paragraph 707 should

whear W '.‘.’: _- L EEee . J '

be amended suitably. eod
29 ;

s
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ANNEXURE A
(See Paragraph 689)

The Audit Officer inspection a Public Works Division should devote his

personal attention to all the items of work specified in Articles 152 and 153 of

the Audit Code and paragraphy 701 to 704. He should also personally carry

out the following items of work : .

(1) Review of all fegular contracts and of a percentage of other agreements,

wmade since the last inspection.

(2) Review of the Register of revenue, other than rents, includgr.';' a review
of the procedure for its assessment and realization, special attention
being paid to cases where a falling off is noticed in the revenue derived
from any particular property but see Articles 139 to 142 of the Audit
Code. ’

Review of the system and extent of check-measurements by Divisionai

and Subdivisional Officers and revicw of the check of measurment

Sooks by Divisional Accountants.

(4) Review of the balances of stock, the system of acquisition of stores
and of stores verification, but see Articles' 143, 145 to 147 of the
Audit Code. -

i5) Review of the Acconnts of manufacture operations as prescribed in
paragraph 694 (xiii).

(6) Review of the banking arrangements, to sec that they are generally
satisfactory.

Note—It should be scen in particular—

(a) in whose custody the current cheque books are kept and by whom the cheques
are filled in; "

{b) What stock of blank cheque books and receipt books is in hand. where the books
?;e kegé.e;nd \;hat account is kept of them; the blance of books in stock should
verified; an

(¢} whether the certificate of couni of cheques is duly recorded by the Drawing Oificer
on each chegue book. '

(7) Review of the cash book on the lines indicated in Paragraph 690,
including a review of the arrangements for the custody of cash and
of withdrawal of money from the cash chest.

(8) General revicw of the accounts of works; the nature and extent of
detailed scrutiny being left to the Inspecting Officer’s descretion.

(9) Review of the following registers and accounts, the nature and extent
of the check being left to the discretion of the Inspecting Officer :

(a) Muster Rolis.
{(b) Transfer Entry Book.

rY

Vs
-
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(c) Suspense and Deposit Registers.

(d) Schedule of rates.

(¢) Register of rents of buildings and lands.
(f) Establishment Work.

(g) Monthly accounts.

It is within the descretion of the Accoumtant Generzl to add other items to
needs end circumstances. It is also open to the Inspecting Officer
tiny to any other points which in his opinion require such scrutiny.

[709

&
list according to local
to extend Ris persomal soru
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CHAPTER 33—INSPECTION OF TREASURIES = =
Introductory .. . i 710 Test Audit PRSI | P e m
Jnspection .. . .. T4 Inspection Report .. 725
INTRODUCTORY

710, The accounts of important treasuries/D.A.O’s office will ordinarily
& Account’s Officer deputed from the

be imspected twice in a year by an Audit

Audit office, Treasuries/D.A.O’s office which need special attention may, however, c
‘be wvisited more frequently if it is so settled between the Accountant General
“ and the Government and less important treasuires/D.A.O’s are inspected once

“in a year. The sub-treasuries are inspected once in two years. Special
hle of inspections varied, at the des-

inspections may be made and the time tal C
cretion of the Accountant General, as circumstances may from time to time
require.

711. The Inspecting Officer should be assis'ed at the inspection of each
treasury/D.A.O. by a staff adequa’e 1o complete the inspeciion of any treasury/
D.A.O. the work of which is not exceptionally heavy within three days and the
period of mspection for excepionally heavy treasury/D.A.O. are 4 days and
for sub-treasuries 2 days. Previous notice of the dates of inspection/treasuries
is not necessary. As far as possible, it is desirable to avoid visits to a treasury
office/D.A.O. on days on which the treasury work is known to be heavy, e.g.,
when the accounts/returns are due to be prepared for submission to Audit, or
bills to be examined and paid.

712. The Inspecting Officer should be given a memorandum of points
(1) noted from time to time since ‘he previcus inspscion, in the course of the-
work of the Central office, as requiring special atiention or examination on the
spot (e.g., delays in the clearance of anv =arreats in work or of any audit
objections) znd (2) for enquiry in'o which at an inspection the desire may
have been =xpressed by the Currency Officer and the Manager of the Bangla-
desh Bank in charge of Public Debt work of hz Government.
cizrin Jamioffiziuily from the Currency
officer and the Manager of the Banziadesh Bank in ciirgs of the Public Debt work. a few C
days befrre the pra’p)sei date ot insdestion, whether there are any special points which .
those officers m1y wish to be investizated on the spot by tae Inspecting Officer.

713. The procedure to be observed by Audit Officer at the inspection of
treasuries/D.A.O. cannot be prescribed in detail. The general principles to be O
observed are stated in Chap'er 8 of Section III of the Audit Code and in the
following paragraphs. Consistently with these, Accountant General may lay
down working instructions for the guidance of Inspecting Officer.

) i
) o Sy - The 'MPQQ’{‘SFEEE&E{;W JL— Jh}fe&ﬁ?ﬁiﬁ?:“ﬂ;":'
714. if@&n important function of the Inspecting Officer -is to see that the
arrangements for the custody and registration of treasuriesFXAO. are
and complete, that cash and other vouchers and stocks of forms of bills, cheques
and Public Works receipt books are handled strictly in accordance with
rule, and that the arrangements in force, for dealing with tenderers of money and
claimants for payments, are business like. : ]

-

1. The Dejuty Acsyuntant Gensmal shoull
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1. It should be(seer (1) that the treasu
rer biad, ani that the bond s registere

re has given adeguate security covered by a
1 and kept insafe custody, and is tested

ro { : 4 : )
geri%dica]]y as may be prescribed,” S&E (2) that the prescrived certificates of the suitability
of strong rooms are obtained periodically from the authorities of the Public Werks Depart-

ment.™ L
715." At treasuries/D:A.O. whose cash business is conducted by the Bank,

it should be seen that the procedure prescribed for observance by the Treasury

Officer/D.A.O. is followed correctly) and that there are no deviations from the
rescribed procedure on the part of the Bankdf any deviations are detected they

Esjhould be brought to notice through the Inspection Repag;)[Paragmph 725).

i The [nspesting ()fiser is not requirsd (o inspect the Baak.

. W
“716. It is a point of importance to ascertain that the rules and orders
relating to coins, currency and remittances of treasure are ciaar}y unde{sto_\od
by the Treasury Officer/D.A.O. and his staff, and duly observed in practice. )
1. It should be seen whether Currency chests v 2280 apapes at all s eb-treasuries
where these are hkely to be uselul.

717. With reference to the rules regarding the deposit of Government
securities with Treasury Officers/D.A.O. the Inspecting Officer is required in
addition to any other action that may be found desirable, to see that the registers
and forms prescribed the receipt and disposal °f ihe securities have been correctly
maintained and to verify the securities in custody with the entries in the register

concerned.

7
718. {The procedure observed in the examination of claims for payments
of all kinds should reccive special attention, and by the application of a few
test checks where possible, it should be seen  whether the various  prescribed
checks are exercised s-rictly, and with intelligence, whether the prescribed registers
are properly mainained and whether there is evidence to indicate that the
Treasury Officer/D.A.O. does exercise in actual pracrice all such, ckecks as he
is required 10 exercise perscmally under the rules of Government) With this
cbject, i will be necessary TO REVIEW some of the objections én which bills
and other claims presen ed by drawing officers may have been returned for
completion, aleration, etc., and in the course of this examination it should also
be seen whether there is any ‘endency to raise fribolous and vexations objections
wgich hamper administration and create friction between the treasury and other
offices.

719. Tt should be seerfthat specimen signature of all drawing officers are
properly recorded and that the signatures are referred fo by the Treasy
Officer/D.A.O. as well as by his staff, before they pass vouchers for paymen
“Tt should also be seen that proper arragement exist for the record of the attes
specimen impressions of the special seals received by the Treasury Officer/D.A.O.
from the Accountant General, etc. and that the special seals embossed on - all
order and authorities for pavment received as also the signatures of the officers

" issuing those orders and authorities are verified by the Treasury Officer/D.A.G
and his staff before making paymen's”. 1In the absence of any other evidence,
a personal enquiry should be made by the Treasury Officer/D.A.O. and s note
of his reply should be placed on record. : =i gy (Ciehg

s
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720

] :
‘iﬁf}me observed for the identification of pensioners and for
. . m - . . e
verificatiod of m:lﬁnued exis Pwdbcbyc:éamned mtparucglat,) In
of ‘pensioners who are speciallf exem: overnment from ‘personal
e /D.A.O. the Inspecting Officer should satisfy himself

a ce at the treasury, i X safi X
bgwndncﬁng a test check that a note of the form in which proof is given, within
each year of the continued exis
Pensior Payment Orders.

7214 The procedure for dealing with cheques, the eacashment of which is
subject tghe limitation of assignments, letters of credit, etc., should be examined
specially in order to ensure that the rules are complied with.

a8 A

TEST AUDIT

722. If under the orders of the Comptroller and Auditor General, the
Central Audit of any class of payment vouchers paid at treasuries/D.A.O. is
relaxed and a test audit has been prescribed, this should be conducted at the
inspection. For this purpose, the original vouchers and other accounts documents
requiring examination or verification should be brought from the Audit office and
the check thereof exercised previously in the Treasury Officer/D.A.O. should be

teviewed completely,

1. The selection of the vouchers, etc.
orders of the Accountant General

2. Penmsion payments are subjected in the Audit Office fo a percentage check only
(paragrapii 16)). One moath’s vouchers should, therefore, be test-audited at the treasury/
D.A.O. iaspections. As this check will be concuted agiinst the Pension Payment Orders (Treasury
~Ofizer/D.A.O. partions) filed in the treasury/D.A.O. it will be necessary for the Inspecting
Oficer t> assure himself that these orders are genuine, that they do not appear to have
been tamaered with, and that, if any of them are orders issued by the Treasury Officer/
D.A.O. himself in renewal of original orders of the Audit Office, they are true counterparts
of the originals. It should be seen in particular that pensioners in arrears have not been

paid without the necessary sanction,

» to be test-audited should be made upder the

723. The records connected with objections raised by the Audit office
should be reviewed closely. It should be seen that they receive due attention, If
they are indicative of defective procedure in the Treasury/District Accounts Office
or in any of the Government offices dealing with the Treasury /District Accounts _
Office, the defect should be brought to the notice of the au horities concerned. The
Retrenchment Register should be examined in particular and it should be seen
that it is properly maintained and that no avoidable delay ordinarily occurs in

effecting recoveries,

: 724. Arrears in the submission of account returns should be rare. Should
there be any, they should receive the special attention of the Inspecting Officer. In
any case, it should be seen that irregularities brought to notice, and instructions
given, at the previous inspection have been remedied and  that the correct
procedure is bc:_ng observed in respect of all matters the procedure relating to
which was considered defective previously. x ’

N

tence of such pensioners is recorded on the @

1

s
s
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INSPECTION REPORT

725. The results of the inspection should be set forth in a brief Inspection

Report, which will be in two parts, one relating to currency resource and public

debt matters and the other dealing with other points. Points of minor .mpor-
tance should be settled personally on the spot, or communicated to the Treasury
Officer, in the form of an Audit Note.

Note 1|.—Each part will consist of 3 documents, viz.:

(i) Section (A).
Observations relating to important points and cases of serious financial
irregularities, which are generally brought to the notice of the higher
authority and the replies to which arc routed through the next higher

authority,

(ii) Section (B).
Obesrvations relating to irregularities not so important as fo be brought
to the notice of the higher authority but important enough
to be persued with the head of the office inspected, and

(iii) Section (C).
Observations relating (o minor points settled on the spot at
the instance of audit or needing correction on the part of the head of the
Office inspected.

726. The Inspection Report should be completed before the Inspecting
Officer leaves the Treasury/District Accounts Office and it should no: be signed
until after the Treasury Officer has been given an opportunity of reading and
_ discussing it and suggesting any omissions or modifications. If the Collector is

present at headquarters, any important point in the Report should be generally
discussed with him, if possible.

727. The Inspection Report, as soon as assigned, should be forwarded to the
Accountant General., It should be accompanied by a note by the Inspecting
Officer enumerating the items of the Report which involve considerable losses, or
other irregularities of grea: importance. He should be careful to obtain all rele-
vant facts in cennection with each such item and discuss each item specially with
the Collector (or with the Treasury Officer/D.A.QO. in his absence) and in the note

_should state that he has done sc.

728. The Inspection Report should be examined in the Treasury Audit
Department and any remarks contained in it which are not held to be in order,
or are not important enough for inclusion, should be sent to the Collecior and a
copy of the first part of it to the Currency Officer in who jurisdiction the

treasury/D.A.O. is situated.

729. If, on a consideration of the note by the Inspecting Officer, referred to
in paragraph 727, it is held that any item in the Inspecting Report is likely to
find a place in the Audit Reports, it should form the subject of special
correspondence with the Collector or the higher authorities.

S

730. The Collector will pass such orders as he considers necessary fn
remart and cand a annv tn the ardere in tha Acconntant Geners! and w coov  of
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Officer. The Currency Officer will
forward his copy of the report and of the orders thereon to the Accountant Gene-
ral indicating whether so far as matters dealt with by the Bank are concerned the
action taken is adequate or whether any further action is required. The Accoun-
tant Generzal may refer to the Commissioner of the Division any matter brought to
notice in the report which he considers should receive attention of the Commission-
ner or.in respect of which he considers that the action taken by the Collectors i3
inadequate. He should report to the Government all important irregularities and
points which are not set led by reference of the Commissioner.  Any point of
impor ance affec ing the Government should be brought to the notice of
.he Government through the Commptroller and Auditor General. If the Government
desires, the general results of the inspec ions and the final orders passed thereon
shall be-sumimarised by the Accountant General and submitted to it. The summary
may be included in the Accountant General's annual review on the working of
treasuries is such a review is, under local arrangemens, stbmitied to the Govern-
ment. (See Article 257 of the Audit Code).

7301
the orders on the first part to the*

. i

N S —
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CHAPTER 34—PERFORMANCE AUDIT.

Introductory .. 73 Working of the Project o 736

Fxamination of Scheme 734 Analysis of Financial Results .. 737

749

Execution of the Scheme . . 735 Recommendation

731. The audit of the accounts of corporation/projects carried out by
Public Auditors whose responsibility is to ceriify the Annual Accounts are
th a little examination of the

mostly directed towards procedural matters wi X
financial aspects. The Government Auditors conduct audit of these annual
accounts on test check basis which is of the nature of super-imposed audit.

There is a good scope for these auditors to bring out cases of financial irregu-
larities in addition to pointing out procedural defects, commenting on mtqmal
audit system and detecting cases of omissions/Commissions of Public Auditors
but because of limited audit carried out by them nothing more that some
financial information in respect of a year’s accounts is brought to light.

} 732-- Neither of the two audits, however, provides an opportunity to know

whither The schemes approved by the Govemment for implementation under
ions have been correctly implemented,

the supervision and coatrol of the corporaty

whethor the time limit and cost schedule provided in the scheme have been
observed properly and above all, wheter the scheme, after switching on fo
operation, has been functioning successfully or has so far proved a failure. In
order to enable the Government to ascertain these facts a Performance Audit in
the nature of post-commissioning study of a project may be carried out. The
work may be so arranged that a reasonable number of projects are subjected
to Performance Audit every year, This audit may provide an opportunity to
the Government to know the progress of heavy development expenditure
incurred and to take suitable measures for controlling the situation and

deciding future course of action.

733. The techniques to be employed to conduct Performance Audit will

obviously vary from one project to another depending upon the nature of the
project. Keoeping in view the necessity of adopting methods suitable for the

project concerned the audit may be carried out on some broad lines as
enumerated below : ; ;
\/ Examination of Scheme * —
7340/The scheme should be thoroughly examined 1o see—
\-fﬁ Whether the scheme was financially sound and economically feasible.
.4t Whether the estimates of cost were worked out correctly or understated
in order to make the scheme financiaily attractive to have easy appro-
vals keeping room for revision after the scheme was put into execution.
s 44ty Whether the income on the other hand was over-estimated to give
_ the scheme the look of a financially sound project. -
' (iv) How far the changes in the cost of the scheme on each revision{)
“(which is ivarably the case _euyabm:)ém justified by the even
necessitating the rev:swn)
30
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v*-é) Whether the revision became necessary due to incorrect planning
and design before starting the work. ) ;

Whether the scheme was thoroughly examined by the Governmeat

vi) ;
bad before approving it and whether at the time of each revision the scheme

was subjected to detailed scrutiny before according approval.
- Execation of the Sclleme
735.\/I‘hc whole prooégéz-f ‘execution of the scheme should be thoroughly
examined to ascerta.ig.— : 2
%) Whether the execution of the scheme was allowed to bel delayed much

beyond the target date.

(ii) If the time schedule of executing individual works as proposed in
~  the scheme was adhered to.

(igi) Whether the Government or the Corporation concerned exercised any
) control on the progress of execution. If any progress reports werse
submitted what action was taken thereon. )

Whether there was any budgetary or financial control o, the execution
of the scheme,

(w) Whether the Government exercised any control on the cost of the
scheme and whether it insisted upon the cost being kept within the

sanctioned limits.
i) Whether any attempts were made for avoiding or curtailing excess
expenditure on some individual items of work.

Whether adequate technical personnel as provided in the scheme were

(iv)

{vit)

K actually employed and if not what effect it had on time schedule of
execution. :

{viii) Whether the various stages of the implementation of the scheme

- were properly worked out.

(ix} Whether undue changes in designs and plans and additions and
expansions were made during the course of execution resulting in
delay in the completion and increase in the cost of the scheme.
fo ey, 7 e

9

Working of the Project

736. The working of the project for a few years since the projcct.switched
on to production should be studied. The study may be conducted on the
following lines.

(i) It should be examined to see the level of production achieved from
year to year as compared to target provided in the scheme,

(iiy It may happen that some items of production exceeded the targets
while others were far behind the schedule. In that case the progress
of achievement, in each case, should be examined.

C
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(iil) A thorough scrutiny should be made to see whether the target could -
pot be achieved due to defects in planning and design, bad work-
manship, late delivery of orders, non-availability of market for
inferior quality of goods produced/high price of furnished goods,
non-availablity of raw materials, etc.

(iv) If any remedial measures had bieen taken to raise the level of
production so as to reach the target, the adequacy of the same

should be checked.

*  Analysls of Financial Results

737. The financial results of the working of the project for a few Yyears
since it went into production should be critically analysed.

Loss—If the project sustained losses all possible reasons therefore should
be thoroughly examined on the following broad lines.

(i) Unnfilized capacity

738. Generally this is a regular cause for loss in almost all industrial
concerns. Accordingly to what extent the idle capacity has contributed to the

loss should be worked out for the project as a whole as well as for individual
items of production. The reasons for which the target of production could not
be achieved resulting in the non-utilization of capacity should be investigated and

located.
(ii) Overhead expenses

739. This is another important factor which generally contributs to the
loss. The method adopted for changing overhead expenses has, therzfore, to

be examined very carefuly as under :

(a) To what extent salaries and allowances of the Administrative and
Technical staff constitute the overhead and whether a portion of it was
due to employment of more staff that actually required to run the
project efficiently.

(b) What portion of total overhead is represented by Indirect wages of
labour not identified with, any job and how far this is due to surplus
-1abour. .

(¢) To what extent repairs and maintenance of Plant and Machinery
and vehicles, advertising and publicity charges number of cars main-
tained, have affected the over head expenses.

(d) The effect of entertainment expenses and depreciation charges oa
overhead should be examined.

(e) If thers was any increase in overhead expenses from one year to
another how far it was justified. .
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icity, telephones, stationery,

(f) To what extent expenditure on fuel, clec
have influenced overhead

postage, insurance, internal tramsport, eic.,
charges.
(iii) Factors related to production
740. Each of the following factors which generally affects the
marketing, etc., is required to examine carefully to - ascertain the
which any or all of them contribute to the loss—

production,
“extent to

(a) Faulty management decisions.
(b) Wrong estimates.
(c¢) Lack of control on the use of the material.

(d) Lack of control on labour.
(e)Lack of co-ordination between Estimating, Production and Accounting

Departments.
(f) Bad workmanship,

(g) Late delivery.

(iv) Shortage of Working Capital

741. There may be shortage of working capital necessitating  heavy
borrowings and payment of interest. All possible reasons for shortage of
working capital viz over-capitalisation. huge accumulation of stores, Sundry

Debtors, etc. should be examined.
(v) Lack of Supervisory Comntrol

742. Whether there was any lack of effective control should be examined.
(vi) Lack of Co-ordination between the Government and the Corporation
relating to this project.

743. 1t should be checked whether there was any such lock of co-ordination
and how far it affected the working of the project and #s financial results.

(vii) Purchases

744. The purchase of raw materials should be examined to ascertain—
(a) Source of purchase:

(b) Method adopted for purchase:

(c) How far economic purchase was made;

(d) Whether quality of materials was ensured;

(e) Whether purchase was made much in excess of requirement;

Qo

R T eeia o

——
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(f) Whether the purchase was spiread throughout the year sad how it
affected economic purchase and quality; _
(g) To what extent any defective purchase or transit arrangement

contributed to the loss.
. (viii) Sales
245. The sales of finished products should be examined to ascertain—

[T44—749

(a) Market for sale;
3 (b) Method adopted for sale;

(c) What measunes were taken to ensure highest sale prics;

.d) If the produci was exportable what steps were taken lo explore
foreign market and maximise export;

(e) How far the sale was affected due to bad quality of products and late
delivery.

(f) Whether there was any theft or pilferage in the process of delivery.

(g) Any other cause which contributed to loss in handling sales.

(ix) Lavish and excessive expenditure

746. 1t <hould be examined to see how far the management exercised
restraint in the incurrence of expenditure. There are cases such as inaugurantion
expenses, Bonus, use of luxurious and costly fittings by Manager, Chief Accoun-
tant and other officers, holding of occasional parties, etc.. o which there is

enough room for observing economy.
(x) Arrangement of costing
747. Tt has to be seen whether there was any proper costing arrangement.

There may be some more faciors, viz., demurrage, wharfrent, theft of raw
S materials, storss and finished products, break-down of plant and machinery,
which contribute to the loss. ‘All these factors should be examined.

. Profit

9 -18. The project may show profits either from the inception or after 8
few year's work. In that case also the audit should be conducted om the lines -
mentioned above to ascertain how far careful control over various factors O

restrict the charges and thereby could yield more profits that actually earned.

Recommendations

749, Tt is also essential that suitable recommendations for the improvement
in working and earning profit should be offered by audit.
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CHAPTER 35—MANAGEMENT AUDIT.

Introductory - on e e 750

Definition of Management Audit e 756

Objectives of Management Audit .. 757
Distinction between statutory Audit and Management

Audir |, S5 i o - 758

Procedure for conducting Management Audit o 756

Outlines of Management Audit _ ] - 758

Conclusion .. ., & 2 - 761

INTRODUCTORY

750. With the development of the profession of accountancy, the manage-
the services of auditors to detect errors and frauds.

ment used to requisition
Later on they were asked to suggest ways and means to prevent the commission
of errors, frauds and manipulation of accounts. By and by the area of the
functions of the auditor expended and the statut

state whether the balance-sheet and the profit and loss account were properly
drawn according to the i i
view of the state of affairs of the company. Now-a-days the auditor is required
personal expenditure has been

further to examine and report whether or not the
whether the prices paid for the stores, raw

charged to the account properly;
resonable or not; whether the rate of interest

materials or other components are
and other terms of loan in the case of concerns engaged in manufacturing,

mining, processing is reasonable or not and so on.
751. But in spite of all these enactments and precautions, the statutory
auditor never goes into the question whether the policies laid down by the
ether any improvement in

management are properly carried out or not; wh
running the business can be made in order to maximise the profits or to eliminate

the wastes. He is no expected to make any suggestion as to whether centralisa-
don or decentralisation of the management is advantageous or not; he is not
concerned whether a change in the system of running the business is beneficial
to the concern.

752.  The internal auditors who are appointed Dy most of the large
Companies, are expected to fulfil all these functions as stated above. It is,
however, observed that the internal auditors confine their attention to financial
aspect for the prevent and detection of errors, frauds and manipulations. etc.
But today the business has become so large and complicated that many of the
unhealthy situations which arise as a consequence can be attributed to the
basic defects of the organisational structure and the ineffective type of the
organisation. Here lies the necessary of the management auditor who pays
attention to all the factors of production and to the elements of costs which are

very important in the business world of today.

753. Due to keen competition in the business world today, the management
of the industrial organisations want to minimise the cost of production which



239
Chap. 35] MANAGEMENT AUDIT [153—757
is possible by eliminating wastes, avoid bottlenecks and to utilise fully the man-
In order to achicve these

power as well as the plant and machinery and so on. :
objectives, management now-a-days recruit auditors from the fields other than
that of accountancy. Such a person is called management auditor.

754, The area of management consultancy services has been deceiving
growing attention from auditors in recent years. Highly specialised techniques
as operational research, statistical sampling, electronic data processing and
production control, etc., has made it difficult for business concerns to maintain
competent staffs for all these spheres. Mostly the limited companies are
governed by the Board of Directors whose duties are onerous. If the company
is successful, the directors get a vole of thanks and a word of praise. If any-

ly criticised in spite of the carefully laid

thing goes wrong, they are invariab 2
down plans which their shrewdness and experience could conceive. The

directors cannot pass on the blame on any other person when the things go
wrong for the Board could not possibly have control on the events which no
one could have foreseen, e.g., the information furnished to them by the manage-

ment may not be sufficient or may even be incorrect. There is only one channel
of communication between the Board and the rest of the organisation and this
directors have to take immediate decision

is the managing director. Again the
on the information or the figures furnished and they have fo accept such infor-
mation. As such. there is no time to investigate the correctness or

otherwise of the information furnished. Thus whatever information is given
to them, has to be accepted. Under the circumstances they cannot delay a full
discussion and take the decision which may ultimately go wrong.

755. The auditors are often called upon to advise the firm as to how.to
minimise waste. bottlenecks, breakdowns and-maximise the production of
quality goods. The object of management consultancy service is to improve
the organisational operations. The Management Audit has thus become an

obvious necessity.

D:EFINIT[ON OF MANAGEMENT AUDIT

730, Management Audlt is an independent appraisal activity for the review
of control of managerial functions so as to ensure compliance with the organisa-
tional objectives, policies and procedure and the management methods and
purposes. Management Audit may be defined as a method to evaluate the
efficiency of management at all levels throughout the organisation, or more
specifically, it comprises the investigation of a business by an independent body
from the highest executive level downwards, in order to ascertain whether
sound management prevails throughout, and to report as_to its efficiency or

otherwise. with recommenddtions fo ensure its effectiveness.” o
—_

OBJECTIVES OF MANAGEMENT AUDIT

757. The objects of Management Audit may be summarised as under :—
(1) To reveal defects or irregularities in any of the elements examined
d to indicate what improvements are

by the management auditor an
possible to obtain the best results of the operations of the concern.

-~
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(2) To assist the management to achieve the most efficient administration

of the operations,

(3) To suggest to the management the ways and means to achieve the
objectives if the management of the organisation itself lacks in the
knowledge of efficient management.

(4) To aid the management at all levels in the effective
discharge of their duties and responsibilities.

DISTINCTION BETWEEN THE STATUTORY AUDIT AND
MANAGEMENT AUDIT

758. (1) The statutory auditor examines the historical records of the past
performance while m#nagement auditor appraises and reviews the past as
well as locks to the future with view—

(a) to the assessement of the policv and planning, whether these are best
and suitable for attaining the objective;
(b) to see whether the policy as laid down was or was not followed;

(c) to appraise the performance of the executives ;
(d) to measure the performance of the business and compare the actual

results with the targets;
{e) to analyse the date and various variations to find the cause of such

variances; and
(f) to suggest remedial and appropriate action to achieve the target.

2. The statutory auditor reports as the financial position of the organisation
on a particular date and whether the financial statements show a true and fair
view of the siate of affairs of the company while the management auditor
reports the performance of the management during the particular period and
suggests ways and means to achieve the objectives in future. if they have not

already been reached.

(3) The statutory auditor does not examine the question whether the
menagement has been active or not while the management auditor appraises
the activities of the management to find out whether they have been efficient.

(4) The statutory auditor looks only at the history pf financial trqnsactions
while the management auditor goes beyond the financial records into the
operating areas with the aid of improving the future business operations.

(5) The duties of management auditor include critical examination of the
organisational structure and charts, manufucturing process, production planning
and schedule. adherence to the prescribed overall efficiency as result thereof
while the statuzory auditor is mainly concerned with the financial aspects of the

and efficient

organisation.
" PROCEDURE FOR CONDUCTING MANAGEMENT AUDIT
L @O ANTIE o = 3 )
759, fin order to achieve better results of management audit, it should be
conducted by a term of experts because, a variety of skills cannot be expected

Q
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fo be possessed by one or two individuals, The members of the team should
have proper training, The team should also have a full backing from the
top management to enabdle it to fully appraise the various areas of management.)

\/760- To start with the details of the organisation and its plans, if any,
should be studied carefully. ¢ The following matters should be examined: -

(1) It should be scenf;;hether the plan, as laid down by the management,
is suitable and practicable, §

(2)(If the plan, as laid down by the management, is found to be suitable
and practicable, whether it has been able to achieve the objective,

(3) The position of the organisation viseg-vis other organiations if the
same field should be studied.

(4){ The following questions should be asked to collect the necessary
information, such as—

(a) What is the economic outlook;
.{(b) Whether the érganisational structure is adequate;
.(c) Whetlier the controls are efficicnt and accurate;
(d) Whether the protective methods are adequate;

(e) Whether the compliance with the plans, policies, procedures, efc.,
are being followed;

(f) Whether there are variations between the plans laid down and the
actual performance or there are variations between the results of the
previous year and the current year and if so, what are the causes of
such differences;

(g; Whether the manpower and equipment are properly utilised;
. (h) Whether there are bottlenecks, and if so, what are the causes

- (i) Whether there has been any breakdown, and if so, what were the
causes thereof;

& (j) Whether the methods of operations are satisfactory;

(k) Whether any irregularities have been committed, and if so, who
. ~ committed such irregularities; -
V(1) Whether there is any internal friction between the executives, and

80 on.
4)
(6-/ y be necessary to examine documents or other informafion in

" It ma

‘wﬁﬁngmordu'mmﬁmthciniormaﬁmnlmdymﬂeandbyuﬂng
thom—}

31 i
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necessary information it should be correlated very
“carefully so that meaningful conclusions may be drawn.>

The actual performance of the organisaﬁon should compared with—

(a) the standard laid down by the top management;

. (b) the performance during the previous year.

“ (8)

761.

If considered necessary, graphs, flow charts, etc., may be prepared to
show the activities. ‘

OUTLINES OF MANAGEMENT AUDIT
After completion of preliminary work detailed in the preceding

paragraphs the audit should be conducted on broadlines as stated below :—

(1)

(2)

(3)

(4)

(3)

(6)

(7)

Organisation: The audit team should study the structure of the
organisation to see whether the distribution of responsibilities are
proper and suitable for smooth functioning. The team should
examine organisation charts, if any, and it should be seen whether
careful attention has been paid to the principles of good organisation.

Plans and objectives: The plans and objective should be examined
and may be discuissed with the management. It should be seen how
far the plans are suitadble for execution and whether the objectives

have been acheived.

Policies and pracfices: The audit team should find out whether the
policies laid down are properly adhered to and whether and improve-
ment can be made to the existing policies to make them more effective.

Systems and Procedures: The audit team should study the systems
and procedures with a view to find out whether there are defects in
them and if so, whether there is any scope for improvement.

It should be seen whether the controls are adequate and

Controls ;
If not, what steps may be taken to bring effectiveness.

effective.

Operations : The audit team should ascertain whether there is any
loophole in the working of the organisation in connection with the
manufacturing process which hinders the achievement of the maximum
production. If this is the case, the auditor should suggest ways and
means to overcome these drawbacks and difficulties.

Layout and physical equipment : The existing layout should be studied
in order to see whether any improvement can be made therein to take

maximum advantage of it. Similarly in regard to physical equipment
whether better and greeter use of modern physical equipment can be

derived.

~
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(8) Personnel: The auditor should see whether manpower is fully utilised
and if not, what can be done to increase productivity. It should be
seen whether there is co-operation  between the workers and the

management and how better and improvement re'ationship between
them be established.
(9) Regulations: It should be examined whether the organisation complies
with not only its own rules and regulations and the Componics Act,
but also those of the municipal and local authorities.
762. The audit tcam shouid bear in mind the following points while con-
ducting audit:

(1) The team should look for irregularities committed.
‘hether there has been any coanflict and any disagree~

(2) It should be seenn W r
members of the management about the planning,

ment amonust the
objectives and function.

(3) The audit team should pay special attention to the cost element and
obtain complete details in regard to this element.

(4) The auditor should be alert for weaknesses in the organisation system,
methods, controls. objectives and personnel.

(5) The team should 20 deeper into details if it comes across any incom-
plete, inaccurdte Of inadequate data or statement.

(6) Tt should be s=¢a whather procedures, policies, etc.,
followed.

(7) It should be examined whether
bein: carried out.

(8) It should be examined whether the manpower. equi
etc., have been fully utilised.

'4 pay attention fo any bottlenecks,

are properly

or not duties and responsibilities are
pment, material,

3 wastes

(9) The audit tcam shou
¢ co-ordination and other defects in all the

unoecessarv work. 1ack 0
areas of study.

763. The managcment audit team has to perform manifold, duties including
checking of transactions of al! kinds depending upon the naturé of the organisa-
tion. If the management audit is satisfied as to the condition of the general
management of the business he may proceed to check the items on the following

lines.

(1) Production : )
(a) Purchase: Whether the materials of right specification and right
ities were bought at right time and at correct price.

quantities
(b) Planning: Whether receipt of customers orders and execution thereof

were done promtly.
(c) Processing: The Manufacturing process should be critically anarysed.
The factory workshop should be inspected 1o se wheiter it is closn.
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 materlals are not lying on the gangways as to hinder thé-free movement
of the workers and thus causing delay.

(d) Storage: Whether proper inspection of materials before storage, was
done, whether storage conditions will damage or deteriorate the
materials, whether placed properly, safety measures, etc.

{e) Internal transport and despatch : movement of materials: whether quick
or delayed; packing problems: whether packing cases regularly
supplied or not.

2. Distribution:

(a) Sales records: Whether adequate sales records are maintained, whether
sales service is satisfactory, selling costs.

(b) Sales Policy: Critical examination of sales policy sales agents, sales
depots, sales reports from the agents and depots are required.

(c) Service: Whether there have been complaints from the customers, after
sale service; whether interest of customers is wanting; whether good-
will of the concern is maintained.

(d) Publicity: Whether scrap book Is maintained in regard to publicity;
is media for publicity satisfactory; whether results of advertising
analvsed.

(e)’ Sales Control: Whether orders are executed promtly; whether there are
complaints by customers re-delay; whether there are complaints
regarding quality of goods and so on.

Similar checkine should be conducted in reeard to market research, accounts,
finance, personnel, Bugetary control and so on.

CONCLUSION

T64. As shown in previous paragraphs the scope of management audit is
verv wide. The rrethods to be adopted for conducting this audit will vary from
~ne institution to another depending upon the nature and position of work of the
organicsation under audit. The manaeement auditors have, therefore, to be
well trained in the orinciples and practice of Accountancy. Management, Econo-
mics, Law, Statistics, Psvchology and related subjects. The overall
efficiencv of this andit will depend primarily uoon the management auditors as
to how they handle the audit work how cleverlv and tactfully they extracts the
information, how they' conduct investigation and how the data collected is

analysed. i
765. The subject “Management Audit” is so vast that it is hardly possible
to cive complete outline about its importance and procedure for conducting this

audit. A general outline is given above. The auditors have to equip them-
selves with the current and up to date knowledge on the subject to achieve better

results.

Note.—In orle to help the readers to acquire a work‘ng knowledge on Management
Andit a brisf g2n-ral outling on the subject ““Management Accountaney® is given in Appen-
dixIT. Tn framing this Avpendix the boo% ““Mwazem'nt Account:ncy’ by J. Batty has
been consulted for general review. '

&
<

y
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Purchase 769
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Cost of Service 712
Sa'es = 773
Cost of Sales 774
Fixed Assets and Depreciation 775
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Additional points to be seen in conducting Audit of
Bankipg concerns .. =2 g .- 782
783

Additional points for audit of Insurance Concerns

INTRODUCTORY
766. The main object of Government audit is to present before the manage-
ment and the Government an accurate statement of the position of affairs
together with a report as 10 whether the accounts fully and fairly disclose the
facts. In order to do this, audit has to examine the

correct representation of
accounting procedures and financial regulations of the institution audited and
to check the accuracy and completeness of accounts.

The audit should be conducted on broadlines as indicated below :

SCHEME OF THE PROJECT CONCERN

767. The scheme of the project as sanctioned by the Government/National
Economic Council should be examined to see—

(i) Whether it was executed within the time schedule provided for in the
scheme and if not, reasons therefor should be checked. :
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(ii) Whether the execution on the scheme was completed at the cost esti-
mated in the scheme. Any excess over estimated cost should be
investigated to find out causes and whether the excess was regularised.

(iii) How far the delay in execution and increase in expenditure affected
the attainment of the objective of the project concern.

OPERATION OF THE PROJECT '/CONCERN

ring concern the results of trial produc-
examined to see how far it has been
In the event of failure to achieve

~ 768. (i) In the case of 2 manufacte
tion and commercial production should be
effective to the ttainment of target production.

the target reasons therefor should be scrutinised.

_(ii) In the case of rading concern the progress towards achievement of
objectives. the policy followed for the trading, etc., should Je examined. It
has to be seen if there was anv failure of the business as a whole or of some
items reasons for the failure should be ascertained. :

PURCHASE

769. (i) Whether the procedure followed for the purchase conformed to
the umiversally accepted principles on the subject.
aw materials and stores disclosed any  gross
specification, inferior

(if) Whether purchase of r
factory, etc., should

irrcg_ularit_v loss due to purchase of materials of wrong
quality, high price. wastage in transit from purchase centre to

be examined.

(iii) It <hould aiso be se
requirement leading to the deterioration of materials
of capital. etc.

en whether purchases were made in  excess of
due to long storage, blockade

LABOUR
770. (i) The labour policy followed should be examined as far as practi-

cable
(ii) Wages stroctn-z, pavment of overtime. employment of labour in excess

of requirement, etc.. should be carefully examined.
£OST OF PRODUCTION
771. (a) Cost per unit should be ascertained and compared with previous

one or two years.
(b) Various factors of production. viz., labour, materials, overhead should

be carefully checked.
(c) Overhead has to be specially examined to see—
(i) Whether importer/excess use of materials has increased the overhead
(ii) Whether labour has been employed in excess of mormal requirement
raising thereby the rafe of overhead.” .~ . - %

[\
O

T
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(iii) Whether excessive use of fuel, power, rent, etc., has raised the rate
of overhead.

(iv) Whether demurrage/wharfrom arising out of failure to clear goods
in time has been included in overhead.

(v) Whether miscellanous charges not really related to production have .
been charged.

o (vi) To what extent repairs and maintenance of plant and machinary and
vehicles, advertising and publicity charges use of cars, etc., have

influenced the overhead.

COST OF SERVICE

772. (i) In respect of Transport Corporation cost of transport per passenger
unit quantity of gocds should be ascertained and it should be examined how far
various items of expenditure, etc., have influenced the cost.

(ii) The cost per unit should be compared with previous years to sce how it
- fluctuated.
SALES
773. The sales of finished products should be examined to ascertain:
(i) Whether there was a good market for the product and whether the price
was profitable.
(ii) Whether there was any loss due to bad quality, late delivery, etc.

(iii) Whether there was any theft or pilferage in the process of delivery.
(iv) Whether sales were made on competitive basis.
COST OF SALES

774. (i) The cost of sales should be examined carefully to see how far it
© influenced the profit,ioss.
(ii) How it compared with previous years and reasons for the changes.

Q

_ (iii) Whether various items constituting cost of sales were proper and
justifiable .

FIXED ASSETS AND DEPRECIATION
775. The accounts of fixed assets shown in the Balance-Sheet shoqldﬁ;b';

checked to see whether they were correctly accounted for. The rates
method of depreciation should also be checked thoroughly. .
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BOOK DEBTS 1 ' i
776. The book debt should be checked to ascertain—

(i) The age of each debt;
(ii) To what extent they were bad and doubhtful of recovery.

taken for their recover. The justification for

(iii) What action had been
should also be examined.

writing off of bad bebts, if any,
(iv) Whether adequate provision for bad and doubtful debts was made.

RECEIFTS

777. (i) It should be ascertained whether adequate regulations and
an effective check on the assessment,

procedures have been framed to secure
collection and proper allocation of revenue and to see by detailed check if such

regulations and procedures are being followed.

ed what checks are imposed against the commission
£ collection and accounting.

(iii) Jf the regulations prescribed any scale cf periodicity of recoveries
Audit should see that there was no duration without proper authority from such

scale or periodicity.
(iw) It has to be

(ii) It should be examin
of irregularities at the various stages O

seen that no amounis due to the institution were left out-
standing without sufiicient reason. In czse of any dues becoming irrecoverable
it should be seen that proper steps were taken for adjustment after thorough
investigation and fixing responsibility, if any.

STORES AND STOCK :

w far regulation framed by the institu-

778. (i) It has to be examined ho
condemnatiors; sale and stock-taking

tion for purchase, receipts, issue, custody,
were well devised and carried intoc effect.

_(ii} It should be ascertained that the accounts of stores were correctly
maintained and balances worked out properly.

(iii) It should be checked if store were held much in excess of requirement

for a reasonable or prescribed period leading to the blockade of capital and
what measures were taken to dispose of the excess. '
(iv) It is to be seen that the accounts of unserviceable and obsolate stores
were correctly maintained and proper action for their disposal was taken in time.
(v) Tt is an important function of audit to ascertain that the articles wero
mmmﬁodmﬂymdothawi»umimdtomﬁymemofﬂwbdm
in the books. Audit is also authorised o assume responsibility for the physiical



249

Chap. 36] AupIT OF FINANCIAL INSTITUTIONS AND STATUTORY [778—T781
PUBLIC AUTHORITIES

verification of stores and has the right to investigate balances of stores if any
discrepancies in storcs accounts suggest that such action is n sary. It has,
therefore, to be secn that the system of verification adopted by the institution was
-adequate and proper and that discrepancies found on stock-taking were properly.

investigated and adjusted.

(vi) The method adopted for valuation of closing stock of finished godds/
stores should be examined to see if it was correct and proper and whether the
balances shown in the accounts represented correct position.

OTHER IMPORTANT PROBLEMS

779. (i) Payment of Bonus : This item needs examination keeping in view
the working of the pamicular institution. Bonus is paid either as an appropria-
tion of profit or as a compensation for material-saving in labour. It has, therefore,
to be examined whether the payment of bonus made was really justified in tie
circumstances in which the institution worked. The scale of bonus and correci-

ness of payment shou!d also be checked.

(ii) Cost of experts/stores received mnder Foreign Aid: It should be seen
whether technical advice and machineries, etc., received free of cost from foreign
aid giving agencies were accounted for the order to make the accounts oi the

institution realistic.

(iii) Sports activities : It should be examined whether the amount spert on
this item was actually justifiable keeping in view the financial position of the
institution as weil as the necessity for providing recreational facilities to the

employees.

" (iv) Fixation of emoluments : Audit should be also scruitinised in the cases
of fixation of pay and allowances of the officers/employees on test check basis.

(v) Income Tax: In order to maintain the uniformity in all the institutions
it is desirable that income tax for the period under audit is charged before
arriving at met profit. It should be examined in audit that income tax was
paid and accounted for in the accounts of the period to which it relates.

INTERNAL AUDIT

780. It should be seen whether there was any system of internal audit in
the institution and if so, the work done by internal auditors should be scrutinised
to see how far it was adequate. In case of nou-existence of Iaternal Audis

reasons therefor should be ascertained.
OMISSIONS/COMMISSIONS OF EXTERNAL AUDFTORS

781. Under the Acts/Ordinances of various statu corporations, the
Comptroller and Auditor General has been empowered to“?ve direction to the
External Auditors of the corporations in regard to the extent and method of
theiz audit subject to the provisions of the Companies Act. In course of Audit -

32
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of the accounts ot the corporations and projects under them it should be
examined whether the andit conducted by the External Auditors was satisfactory.
All omissions on their part shoud be brought out discussed informally ~with

them in order to obtain their view-point.

TO BE SEEN IN CONDUCTING AUDIT OF
BANK CONCERNS

782. (i) Whether the overdrafts sanctioned were within the powers granted
to the Managers and whether they were allowed on verbal sanction from the
Head office Executives and subsequent confirmation were not obtained. It is
also to be seen if there was any security against the overdrafts.

(ii) (a) In case of bad debts written off or if there was a proposal for writing
off bad debts it has to be examined why the amount could not be recovered, and
if the bad debts were due to any favouritism, careless loan policy, negligence on

the part of management, elC.

(b) In the Bank accounts somet
not exhibited in profit and loss account sep
figures should be traced and examined on the lines

above.

ADDITIONAL POINTS

imes bad and doubtful debts written off are
arately. In audit, therefore, such
mentioned in such clause(a)

(iii) In case of loans and advances—

(a) Whether appropriate documents setting forth the condition for pay-
ment and realisation in default got executed before allowing loans
and advances to the party;

(b) Whether the loans and advances Wwe

accordance with the credit facilities scheme

Government;

Whether recoveries were being watched and in case of default promt

‘action had been taken for ensure recovery;

be checked completely to see whether loans were

=d to receive, title to the properties offered
y was free from encumbrance,

re granted to the parties in
approved by the

{c)

¢d) A few cases should
given to the parties entit]
as security was correct, the propert
ete.

(iv) (a) In case of loans against stock of imported merchandise, whether the
goods were pledged, kept under lock and key in the Bank’s godown and verified
occassionally by an officer of the Bank, keeping evidence of verification in
register.

(iv) (b) It should be seen if any merhandise wag lying in bank’s godowns for

a long period for not taking delivery of the goods on payment of loans by the
parties concerned. If the bank had disposed of any auction any goods for non-
delivery each such case should be examined to see that the disposal was made by
auction according to the recognised principles and to determine that maximum -
receipts were obtained and that there was no loss due to negligence, Wrong policy

and improper auction.
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(v) In case ot advances against hypothecation of stock whether there were
agreements governing the terms and conditions, submission of stock
reports at regular intervals and verification of the godown. It should also be
seen if the goods were readily saleable and not perishable- and if the insurance
policy covering the stock was in force.

(vi) If the Bank bas investments it is necessary to examine—
(a) Whether Bank maintained security register. and Investment ledger,
(b) Then quality of investment, i.e., whether income producing or not.

loss of the bank should be checked and a
Instances of over-

(vii) The trend of profit and
etc., should be

comparative study with past 3/4 years should be made.
accrual of income and expenses, it any, cost of advertisements,

checked.

(viii) Tt should be seen if-—
7a) cash Account was maintained in the general ledger with daily position
of total receipts and payments:
(b) whether cash was in safe limits fixed for the branch concemed;

(c) how was excess cash dealt with; and
(d) whether the bank paid drafts before receipt of advice.

(ix) The system of internal audit and audit by Bangladesh Bank should be

examined .

(x) The service rules and other orders regulating pay and allowances should
be examined. It should be seen if medica! allowances were paid as per Govt.
orders dated 29-7-72 and whether entertainment allowance was utilised for the
purpose for which it was granted. Some pay-fixation cases should be examined

on test check basis.
(xi) Tt should be examined whether Letter of Credit accounts were adjusted.

(xii) Section 25 of the Bangladesh Banks (Nationalisation) Order, 1972
(President Order No. 26 of 1972) provides that “after making provisions for
bad and doubtful debts, depreciation of assets and such other matter as may be
prescribed, every new bank mav, out of its net profit, establish a reserve fund and
any surplus remaining thereafter shall be paid to the Government”. It has to be
seen in audit whether this provision has been correctly followed and if not reasons
therefor shou!d be scrutinised.

(xiii) Section 31 of the Bangladesh Banks (Nationalisation) Order, 1972
provides that “all laws relating to banking and banking companies shall, subiect
to such adaptations and modifications as may be made from time to fime shall
be applicable to new bank”. It should be examined in andit whether the
requirements of such provisions have been complied with. -
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AUDITIONAL POINTS FOR AUDIT OF INSURANCE CONCERNS

783]

783. (i) It should be examined as to whether—

(a) the minimum reserve has been kept;
(50 per cent of net income of a year for fire and miscellaneous insurance and 100 per cen
in the case in marine).
(b) the minimum security margin has been kept.
(Assets should exceed liablities by Tk. 50,00,000 or 10 per cent of net
premium income whichever is higher):
(ii) t is to be checked if any premium was - collected after commencement
of risk and if so, reasons therefor Should be checked.
(iii) Whether requisite amounts/securities were deposited into Bangladesh

Bank?
(iv) Whether the commissions paid 1o the agents were within the admissible

limit?
(v) In case of loan or advance, if any, granted to any Manager, Director or

any other officer. it has to be seen whether appropriate documents setting
forth the conditions for repayment and realisation in default got executed before

allowing loans and advances.
~ (vi) Whether the management expenses including commission, etc., were
disproportionate to the resources of the concern?

(vii) Whether the agents accounts have been kept in prescribed form and
checked in audit?

(viii) Whether agents balance has been written off?

(ix) The premium received should be checked with = reference to receipt
books. copies of insurance policies, over notes, etc. 2T

(x) The investments should be verified.

(xi) The receipts of interest, divident, efc.. on investments
verified.

(xii) The commissions paid to agents should be vouched.
with reference to claims register,

the receipt sent by the claimant,
firmation sent by insured

should be

(xiii) The claims paid should be vouched
cancelled policies, counterfoils of cheque books,
survevor's certificates, repairer’s bill, correspondence con
and any other documentary evidence available.

(xiv) The re-insurance cases should be thoroughlv checked.
_ (xv) It should be seen whether the requirements of Insurance Act been
satisfied in all cases. -

~ (xvi) Whether the revenue accounts and balance-sheets of the concern
conform to the provisions of Tnsurance Act?
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(xvii) The life fund should be scrutinised.
(Excess of income our expenditure).

(xviii) If any actuarial valuation of liabilities for life business has been made?

(xix) Ts the life fund sufficient to cover the liabilities on life policies?

(The differences of the actuarial valuation of Jife policy liabilities and the life fuond i the
profit or loss of aninsurance business).

(xx) Whether at least 55 per cent of the concern’s liability of life policies
been covered by investments in approved securities?

(xxi) If there is any Insurance Fluctuation fund it shoud be checked.

(xxii) It should be seen whether there was any system of internal check and,
if so, whether it was adequate.
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Introductory i s 784
Method of Audit o i o~ 785
Examination of Programme/Sebeme 1R6
Implementation of Progamme/Scheme 787
Review of progress 7838
Financial Result = = 789
General S - = 790
INTRODUCTORY

1 v
alised in many couniries, that strictly financial
nform Government management and decision

maker about the achievements and failures in carrying out Government Pro-
hich guide managers in making private sector

gramme. Various financial ratios W )
decisions have far less relevance to Government Management which must make
decisions also about social welfare and human resources. The Government

Programmes should be examined for efficiency, economy and effectivencss. This
type of auditing is comprehensive considering programme outputs such as
housing units built, educational credits subsidized for workers employed as the
determinants of success. The comprehensive audit allows auditors to speak

knowledgeably about the mangement of Government programmes and it makes
their report more useful. ?

tries where indiscipline, ineffectiveness, non-adherence 1o
cost and time schedule, unconsciousness about wastage, etc., are very rampant
the progress of implementation of Government programmes and working thereof
after switching on to operation are very likely to suffer badly, resulting in the
non-attainment of social and economic objective, for which the Government
programmes are lunched in each counfry. Accordingly the necessity of
conducting comprehensive audit in developing countries is very vital.

In developing coun

METHOD OF AUDIT
~ ' 785, (The method to be followed for conductng comprehensive  audit
<heuld invariably ensure the observance of universally accepted principles of
auditing and in addition to make 2 study of the programme/scheme under audit
for economices feasibility, efficient and smooth implementation and pointing out
deficiencies in time for quickly adopting remedial measures. Uslike private
sector every programme undertaken in public sector is infended to brina abont

economic and social upliftment of the citizens, removal of poverty, illiteracy
diseaces and all sorfs of backwardness. The attainment of these objecetives
requires long term planning and successhul implementation in difforent phases
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and as such the programmes of Government activitics have to be carefully
: chalked out taﬁnghmwnsidm&tﬁavaﬂablemumot_mmandmeqﬂ.
=% Keeping all these factors in mind the method for conducting comprehensive
: - audit has to be devised so as to active the maximum results. To begin with the
,audit may be started right from the framing of Government _e/scheme
- and conducted phase-wise till its complete implementation.{ The audit !nay_be
*%7 . ‘conducted on the following general lines keeping scope for modification
“~  depending upon the nature of scheme and progress of implementation. :

> ; EXAMINATION OF PROGRAMME/SCHEME
786,y Ahe Programme/Scheme should be examined to see—
‘5//6 ‘Whether it is financially sound and economically feasible.

. (ii) Whether the estimate of cost have been worked out correcly of
: understated in order to make the programme financially attractive to

have easy approval.
(i) Whether the object of the Programme/Scheme has been clearly defined

and to what extent it is intented to ameliorate suffering of the people
or creating new facilities in the relevant sector.

IMPLEMENTATION OF PROGRAMME/SCHEME

787. Ahe whole process of implementation of the programme should be
carefully examined to ascertain—

i Mhethcr the implementation schedule has been so devised as to
complete the work of each phase within the estimated time.

(ii) Whether as a pre-requisite to (i) above necessary action for inviting
competitive tenders, finalisations of tenders, acquisition of materials,
etc., have been taken with utmost promptitude.

(iii) Whether arrangement has been made to utilise the best season of the
“" year for execution of work.

? ﬁ'i;J Whether proper financial control has been ensured.
. (¥) Whether provision of funds has been made in time.
(vi). Whether attempts have been made to complete work-phase-wise well
ahead of the schedule and if so, with what rasults).) P
foao -784,7¢s
REVIEW OF PROGRAMMES 766,978 A1

788. (i) The implementation of the programme shonldhbc constantly
reviewed by the management to locate the defects in planning progress of imple-
mentation etc., if any so as to take precationary measures in time. :
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(ii) The difficulties experienced in executing the programme should be

guarded against.

(iii) Audit has to see if any procedure of such review has been prepared
and action has been taken accordingly.

Financiaf Result

789. The financial result of implementation should be examined phase-
wise. The rules for Government auditing should be applied to examinc the
of revenue it has to be seen if

transaciions. 1f the scheme involves earning :
sui.able measures have been taken for prompt realisation of the same and

credit to geaeral revenues.
General

790. (i) While the principles of Government auditing have to be applied
in general in conducting comprehensive audit the modern techniques of audit
followed for auditing commercial and Industrial undertakings should be applied
here with suitable modifications in order t0 make a performance = study of
Government programmes 0 ass€ss the attainment of objective of each

programme.

_(iij The principles of audit against
role in conducting comprehensive audit.

propriety should play an important

(iii} It should be checked whether there has been any lack of coordination
among the different Ministries/Depactments of Government in the matter of
far it has affected the work and

gnplementation of the programme and how
financial result.

(iv) It has to be seen whether there was any lack of supervisory
and if so with what results.

control

(v) It is équally important to ascertain whether after implementation of the
scheme the epération and maintenance of the project were being done properly.

(vi) The scope of comprehensive audit is very wide. While the instructions
given above will provide guidelines for the work, the zudit team will have to
conduct the work very tactfully in order to be able to collect all informations
necessary for his audit and make observations thereon very carefully so as 1o
achieve the best result in the prevailing circumstances.
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[See Note 1 below paragraph 765 of this Manual]
MANAGEMENT ACCOUNTANCY

Growth of Management Accountancy s

Management accountancy is a wide and diverse subject. It is the blending
toge.lier uno 3 coberent whole, inanciat accountng, cost accounting and all aspects
of nnancial management. 1be complexities which exist in this age of 1arge
scale production make personal supervision and calculation of profit or loss on
each transaction quite impossible. More and more dependence must inevitably
be placed upon information accumulated by accountants, not only for - seeing
what has happened, but also to predeterning what should happen.

accounting information the correct
apce. Information collected and
suitable for solving
fitability.

Becausc: of management's reliance upon
fraining of accountants is of vital import
presened 10 management should be in the form most
particular problems while ensuring long-term stability and maximum pro

From these needs management accountancy has grown.

Definition :

Management Accountancy is the t
metheds, system, and techuiques which,
ability, assist management in its task of maximising pro
Josses.

The accounting methods, system and technique are those d
the specific needs of the pusiness concerned. They should col
the information in the manner most suitable for assisting managem
The “special knowledge” mentioned above covers the use made of the
principles and practice of Management, Economics, Law, Statistical Method,
Psychology and related subjects. The management accountant has to be able
to apply his knowledge of these subjects to the field of accountancy.

Management Accountancy is the general term employed to describe  the
financial policy, e application of

X philosophy and strategy and the appropriat
suitable financial planning and control accounting system.

There are many disciplines which join together to form management
accountancy. It is important to not

e that in the past too much emphasis
been placed upon historical facts and not enough on future possibilities and plans.
The latter are essential requirementsfor su business management, and
constitute an indispensable feature of management accountancy. The post-
operation_figures and subsequent analysis are still essential but the emphasis on

pre-planning and the subseguent con
comparison with standards make this new system much more useful

accounting could ever become.

erm used to describe the accounting
coupled with special knowledge and
fits or minimising

esigned to meet
lect and record
ent in its work.

trol by the use of feed back techniques and-
than financial

@)
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Sources/Types of - Capital
Capital Gearing

Cost of Capital

Short Term Finance
Investing Funds

1750

Dividends and Reserve
Policy

Credit Policy Control
Financial Planning/Control
Insurance

Tax Planning

Finance Appraisal

EXTERNAL RELATIONS

INTERNAL PLANNING AND -
CONTROL

, Shareholders
Make use of Appropriate Techniques Debenture Holders/Lenders
or system ; Stock Exchange and Banks
Bud Control ' Invesﬂ:}m and the public
Cost Accounting
sta.nd.ard Costins Published Accounts
Marginal Costing Prospectuses and Circulars
Decision Accounting Press Announcentents
Responsibility Accounting/Costing

Fig. 1. Management Awomﬁncy asa Total System Concept,
(As stated bv J. Batty in his book ‘“Management Accountancy’).

A guide to the comprehensive nature of management accountancy may be
seen from the chart shown above (Fig. 1 Management Accountancy as a Toial
System = concept). This is a simplified version of the varicus
techniques and systems which are involved in the subject.

.The static picture shown by conventional financial accounting has restricted
the use of accountants within management. - With the integrated management
accountancy -approach there should be positive pre-planning backed by an
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analytical review of the figures presented. What do these mean? Is the capital

structure the most appropriate ? Is the gearing unsuitable at the present time ?
Do the accounting reports notify significant deviations from plans quickly
is taken on the variances revealed? These and other

enough? What action. if any, I ]
analytical questions should be raised as appropriate, ensurng that the financial

information is pertinent to the management of the business.

How the function will be organised depends upon the requirement of the
business at a specified time. The nature and style of the operations and
management; degree of competition; complexity and size; and the importance
of the information and how it is being used, are some of the many variables
which affect the design of the system. A possible break down into responsible
is given later (Fig. 2). On that chart the assumption made is that matters

affecting financial policy will be dealt with by the Financial Director
in liaison wi'h the Board and Chief Management Accountant.

PROCESSES OF MANAGEMENT

A clear understanding of the processes of management is essential. The
relationship of each to the management accountancy functions should also be
understood. There are seven major processes involved in managing:

!. Forecasting—deciding what should be done, i.e., determining:

i

2. Planning—policy and formulating plans to achive the desired objectives.

Management accountancy js able to make valuable contribution to thesc
processes. Sales, production, cash, and related forecasts can assist the Board
and management in determining policy and making plans. Alternative courses
of action can be converted into terms of costs, prices, revenew and profits.
The plan which is likely to result in the target profit can be chosen. The
advisability of obtaining fresh funds will also come from the information
supplied by the management accountant. When making decisions management
may be guided by accounting data; marginal costing and other techniques can
all be utilised as a tool of management. All this adds up to corporate planning
and stratesy. which are meaningless ‘without management accountancy.

3. Organising—establishing a framework in which responsibilities are defined

and lines of authority are laid down. )

The total profit- obtained, expressed as a percentage on capital employed,
should show the effectiveness of theé organisation used. However, manage:
ment accountancy goes-further than this in- establishing a sound organisation.
With ifs emvhasis upon budget and cost-centres and: the location and -controlling
of responsibilities and costs there should emerge a more -efficient business
structure. - Moereover, the examination “of ~systent and procedures to, miake
thern efficierit before a'standard costing system “can” e imstalled can _result in

O
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work of internal audit and orga;i;:ﬁ?n ‘and mnﬂlod:
departments can also bring increased efficiency. - pmgmethodcm
. procedures under constant review makes workers and pmoedums under constant
. review makes workers and management alert to possible improvements. . "
' 4. Motivating—establishing sound leadership and getting the most
of employees through a high standard of morale and co-operation. - ;=
A d ement system, backed with adequate communication, makes
better ;?:;age?s?na%'his, in '?usm, should lead to greater confidence in _lcader-
ship with more effective motivation. -

5. Co-ordinating—weaving together the segments of business into a
coherent whole in such a way that all parts operate at the most effecient level

and produce maximum profit.
Production and sales must go hand-in-hand; financial resources should be
adequate to meet planned requirements; material purchases should be related
to current needs; planned capital expenditure and future expansion have to be
co-ordinated. These are only a few examples; there are ?thel’s._ The essential
co-ordination can come through budgetary control, which is an integral part of
management accountancy. 2 Sl
© 6. Controlling—the systematic appraisal of result to-ensure that™ actual
and planned operations coincide or, if there are any deviations, the carrying

out of corrective action. ;

Great emphasis is placed upon the control function. This is natural,
because without control there can be no adherence to the plans. Management
accountancy plays a principal role in controlling performances and costs.
Detailed control is obtained through standard costing, whereas functional and
departmental control comes from the operation of budgets. These systems
Weorporate the extensive use of departmental operating statements and thereby

bring about effective communication and control,

System design to cover material, labour, and overhead control come within
the scope of the management accountancy system. ] '

Measurement of the overall effectiveness of the policies, plans and
management is provided by the Profit and Loss Account and Balance Sheet.
These, too, impose a control through the share-holders, creditors and public at
large. The share-holders expect adequate dividends, creditors expect fo be
repaid, and the public are customers and potential investors. Decisions made
by any of these groups can affect the present and futere operations of a- com-
pany. It must depend upon them to some extent for finance or revenue-from

sales. The published final accounts may be the only ambassador

a company to a particular share holder; ereditor, or other- party: * For this
reason alone it seems very desirable that the preparation and publication of
final accounts should be just as much- a part-of the management ~accountancy

function as internal control. ~ - :
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7. . Commuicating—transmitting instructions and information within the
crganisation and to outside customers, suppliers and_ others. Maaagem!mt
accountancy plays an important part in the communication process. Operating
results may be incorporated into reports and statements. Cost of processes and
d the general

ting system. Shareholders, creditors, an cnera
medium of the pubished accounts. Simpli-

jobs emerge from the cos
issued to employees to show them what

public are kept informed through the
fied accounts and balance sheets can be
measure of success is being achieved.

Information is vital to all levels of management; without it there is likely to
be stagnation. The manager who is making a decision normally wants to be
sure that his knowledge is complete. This is possible only through the effctive
e accountancy information and use in

presentation and interpretation of th
Recognition of the importance of communication

appropriate circumstances.
is stressed by the development of Management Information systems in many
companies.

These definitions of the management processes have been kept as brief as

possible. Nevertheless, they should show how management accountancy and the
manacement functions are verv much related. Tndeed. it is possible to go further
and any that management accountancy is an internal part of business management.
In all phases of the latter decisions have to be made and, although these neces-
sarily involve intuition. experience. and judeement, all these processes arc

assisted in 2 material fashion by facts relating to costs. prices, and the economic

environment.
The management accountant draws on the subject of economics for euidance
on how prices and inferest rates are determined, why finance is difficult ox

relativelv simple to obtain, and why other ohenomena behave in a certain wav: in
Determination of

short, for information of on the mechanism of the economy.
optimum oufput, the fact that capital invested has fo be used in
the most effactive manner and the concept of maintaining capifal in tact in real
terms are all asmects which have received heneficial contributinns from econo-
mists. There is no doubt that manv more benefit can emeree from the co-opera-
tion of accountants and economists. narficularlv when the latter are emploved
in indnsfrv on forecasting sales and other trends.

The legal aspects of business are also a part of the management accountancy
framework. There must be compliance with statutory requirements so far as
they affect business decisions. The raising of finance is affected by the
Companies Act, and the regulations of the Stock Exchange. What from
published accounts should take is alo dictated by the Companies Act, as is
also the the question of the duties of the external audifors, so far as the
objectives of a company are concerned, no action should be taken which is uffra .
vires the Memorandum of Arficle of Association,

Full use should be made. of the technigues .of statistical method graphs.
m,mpmmmmmmm'mmmmmmm

that information should be edited to suit
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the needs of each specific’ problem has long since been recognised in the theory
of statistical method and is one of the major principles of management accoun-
tancy. Division of overhead costs into their fixed and variable clements is
-accomplished by the use regression charts and the application of least squares,
both of which being to the field of statistical method. The seperation of costs
in this way is an indispensable part of a system of marginal costing. Operational
research, the collection of data and their application to solving business prob-
lems, owes much of its modern state to the work of statisticians. Again, use
is made of this technique often in a simplified form in management accountancy.

[790

Psychology enters into the processes of control, communication, and
motivation. The control being exercised is not purely of costs, but rather of the
sections of people who are responsible for costs. This fact is often overlooked
with a resullant deterioration in worker-management relationships. Cost
control is nccessarily a problem, and the most suitable methods of presenting the
facts should be employed so that antagonism is avoided. In recent times the
behavioural aspects of planning and control have received more attention from

writer on management accountzncy.

FRAMEWORK OF MANAGEMENT ACCOUNTANCY

In the previous section the use of various disciplines within the framework of
management accountancy is outlined. These subjects, together with the
techniques of cost Accounting Financial Accounting, and Budgetary Control,
from the Structure of Management accountancy. What is essential is the total
integration of system, procedures, from designing. and related matters into a

complete, co-ordinated system.

PRINCIPAL SYSTEM AND TECHNIQUES

There are many financial and cost accounting system contained in the manage-
ment accountancy framework. Here a summary is given:

1. Financial Policy and Accounting :

Financial policy determines how a business is to be financed, whether by
Equit or Preference Share capital, and the extent to which reliance is to be placed
upon long-term or short-term borrowing. In addition the credit and discount
pclicies to be followed have to be determined. !

: Public coﬁ?atg,;&schave a duty to publish accounts which company with the
requirements of ompanies Acts. These are intended primarily to safe,
creditors and shareholders. g il

2 t:‘gﬁlgaﬂﬂiﬂg iSfiItlilpoﬂam especially forhthe maultinational business which has
 take advantage of the regulations which operate in different countries, thus
minimising the total tax payable by the company. -
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2. Historical Cost Accomnting : :
Historical cost accounting is sO called because it concerns itself with the
i ed. There

recording of actual costs on OC afier the ]
are two basic costings—system-job costng and process cOSting. Actual costs are
an essential part of the most modern standard costing system, but by themselves

thay are of very limited value.

rmined standard cost and-

3. Standard Costings :
hnique which uses predete
hod available for coniro-

Standard Costing is a technl ’
controis through variances. Itis the most effective met
ling performances and costs.

4. Marginal Costing and Responsibility Costing :
feature of Marginal Costing is the division of cost into
| (variable) and those which are fixed. The latter arc
not apportioned t¢ cOSt CCRUIES or producis as under an orthodox costing system;
instead. they are charged against sales revenueg within period in which they are
incuired. [his division of the costs and their application in an appropriate
manner is extermely useful in showing management the effect of decision,
particuiarly those connected with short-term utilization of pmducu’on capacity.

The most important
those which are margina

Responsibility costing attempts 0 combine the best feature of marginal costing

and absorption costing.

5.  Budgetary Coatrol

Budgetary control shows policy and plans in financial terms, theredy
establishing responsibilities by means of budgets, and co-ordinating and
controlling. through the budget committee and suitably drafted departmental
operaling statements and reports.

6. Decision Accounting
The comparison of alternative cOUrsc of action may be facilitated by the use

of cost data. ‘The latter may be collected as part of a routine or to deal with &
special problem when it arises (an ad hoc invesigation). Strictly speaking.
 this is not & separate system. It calls upon all other system to produce informa-
likely to maximise prefit or

tion which indicates to management the project
iture, whether to make or buy, what

minimise loss. Decision on capital expend

price to charge, whether to subcontarct. and other important matters, may
all be assisted by the employment of accounting information. A few words on
the role of decision making are Very appropriate at this stage.

One of the most important functions of top management is to make decisions.
Irrespective of the method employed, decision-making implies a choice from 2
number of alternatives.. In fact, there are two basic selections. First, there
is the selection of the particular field in which the-final decision is to be made
if production is to be increased, then the labour force may be enlarged or new

then the initial choice

machinesmaybeimmduced;ifmlesmtobemanded,
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is between employing more salesmen or intensifying the advertising or other
sales publicity. Once an initial selection has been made, .the_smnd choice
must follow; if machinery is to be purchased the question is what type of

machinery ?
The comparison of alternatives may be done deliberately, in which case, to
essential. How each

(790

reduce uncertainty to a minimum, the use of figure is
alternative may affect output, costs or other important factors, and finally profit,
has to be determined.

rror method. A

Another approach to decision-making is by the trial and e
decision is made intuitively and plans are put into operation.
when the effect of a decision are becoming known, action may be necessary to
improve the situation. So the procedure goes on a trial is made and, if there is
an apparent error, corrective action is taken. Intution may again be used to
decide the necessity for further action. When dealing with complex issues-
commonplace in a large company there are only a few men who can emerge
successfully from the use of intuitive methods alone. Some men are able to

analyse a situation, and know which way to go in order to improve the position.
dark road without

However, at times this can be rather like driving a car on a
light; one wrong move and the outcome can be serious. Without facts and
figures to the problem in hand there is great danger that an important fact may

be omitted from the reasoning. with disastrous results.

When making decisions, management should consider the risks involved,
and if the extent of the risks is calculable, the advisability of insurance coverage
should be considered. The aceountant is often in the best position to  assest
whether insurance should be obtained.

After a time,

7. Conirel Acconnting -

Again this is not strictly a separate accounting system. Standard costing
and budgetary control have within their own control mechanisms—variance
analysis, reports and statements, and the stimulation of action.

In addition, there is the control afforded by internal check, internal audit,
statutory audit, and organisation and methods work.

It is in this field that the management accountant has scope to display
ingenuity in the analysis, interpretation, and presentation of information to all
levels of management.

8. Revaluation Accounting -

Revaluation or replacement value accounting is concerncd with ensuring that
capital is maintained in tact in real terms and profit is calculated with this fact
in mind.

9. Management Information systems

‘With the introduction of electronic data processing and computers there has

heen considerable development in thought on Management
mmmmmmwmmwﬁmwﬁmmmwm

34
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is available on'all aspects of planning, co-ordination and control, Much more h
to be done before fully coml;rehensive systems are available which begin wi
the defining of company objectives and go on to give detailed plans and the
likely consequences, Subsequently, control is excercised through a systemat
approach which incorporates “feedback” and responsive action from manager

Within the framework of management accountancy these nine function
should operate in an integrated fashion. In the exercise of his  duties th
Mmanagement accountant will operate and co-ordinate each aspect, being guide
in the way matters are dealt with by the principles which have been develope
by the accountancy profession. These principles are as accountancy conventions

& CONVENTION OF MANAGEMENT ACCOUNTANCY

Over the vears many conventions of accounting have been developed. These
relate to both financial and cost accounting. Here they are all taken together
as the “rules of the game” of management accountancy. They are the founda-
tion stones upon which any accounting system should be built; in addition they
are the guide-posts to sound practice. If the management accountant ignores
these conventions he fails jn his duties; his work will tend to be less effective and
he will certainly be out of step  with his profession. For convenience the
convenuons are summarised as follows :

1. Accounting concerns itself with the affairs of the business:

This means that the accountant is conversed with recording the
transactions relating to the business and Dot to persons as individuals,

2. Costs and revenues should be matched as possiple:

This is not easy to follow. How are advertising costs to be
matched against sales revenue? What proportion of fixed assets
(depreciation) should be written off each year? These and other
questions have to be answered satisfactorily otherwise the calculation
of profit is unrealistic and not as accurate as is should be, There can
be no absolute accuracy: the arbitrary division of the life of a
business into accounting years make approximation inevitable.

mis-statement of profit.

3. The calculation of profit should aliow for all possible losses and
disregard any unrealised gains:

management is mot be
higher plane than is really the case.
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Only profis which have been actually realised are recognised

(linked with F):

Put in other words, only when a sale has been completed can
it be said that a profit has been earned, If goods have not been
sold there can be no profit. ~Any stocks held should not be valued at
a figure which is greater than cost or other acceptable valuation.
However an important exception maturing stocks, such as wine,
timber, whisky, and other commodities which have to be held for a
number of years before being sold. Another variation from the
general rule is where there is a large contract or job which takes
many years to complete. In both cases it may be premissible to
anticipate a profit for each year. Asis usual though, there Wi
be conservatism displayed in estimating the figure. Two-thirds of
the expected figure may be taken, thereby making due allowance for

any possidle fall in value of the stocks or the contract.

Consistency in methods, procedures and principles employed:
There are at least two good reasons why consistency is essential
The first is that management is concerned with seeing the state of
efficiency and trend of result. 1f methods are changed there will
be difficulty experienced in deciding the comparison of result, from
period to period. really mean. In fact, if methods are changed too
frequently. or if a single change is made of an important method,
the results shown before and after the change may be quite
incapable of being validly compared. The second reason, linked
with the first, is the need to calculate profit in a mannet which
shows the true operating results of the accounting vear. Changing
basis of accounting is one way of “window dressing” the profit.
Thus, for example, a change in the method of valuing work-in-
progress Of aw materials has the effect of varying the method  of

calculating the profit.

Consistency is also essential for th
departmental managers. If methods
there can be no faith in the results obtaine
from moral efficiency are unlikely to be given the attention thev
deserve. Departmental managers, foremen, and others may tend
to regard the figures as a reflection of the accountant’s manipulative

talents. rather than showing the true state of affairs.

In cost accounting only the normal costs should be treated as the
costs of producing, selling and distribution:

This means that expenditure has to be divided into : ( a) normal
costs, and (b) abnormal of exceptional ~cos's. The later are
written off to Costing Profit and Loss Account. Examples are:
the costs of idle facilities due to a recession; loss due to obso-
joss incurred due to holding stocks
of materials when there is 2 drastic fall in prices.

“The purpose of this convention is to show costs of products
wbid!reﬂectnumalrea]isticcond!ﬁons. Tn this way the effici
ofptodudngandsaﬂingis pomyarlmtbepmdwtwms.

e normal dav-by-day control
are changed too frequently
d. Any deviations
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The accounting records are kept as objective as possible:

This rule also applies t0 accounting reports and statements.

d the reports should be bassed on objective
d not _affected by personal biased opinions.
are free from prejudice and can be

In addition to the conventions given above, which are accepted

erally throughout the accountancy profession, the following
additional conventions are NOwW regarded as an essential part of
management accountancy. Not all these enjoy general acceptance,
but there seems no doubt that this condition is not far away.

Accounting information, records, reports, statemenis and other
evidence of past. preset, or future results should be designed and

compiled to meet the needs of the particular business and/or specific
problem:

This implies
problem is to be

a certain flexibility of system. Then a particular
solved the system should be capable of producing
the relevant data. If necessary, there must be departure from

double-entry principles. ~Accounting and operational researc
principles should be linked together. Information should be

accumulated and then presented to solve problems. The accunting
information should be modified and adapted to mest each need
whenever possible. However, it is important to remember that if
this principle is carried too far the cost of the management
accountancy system may. become excessive. It is partly for this
reason that a systematic. rather than an ad hoc method, is used for

accumulating costing data.
The “priciple of exception” is followed when presenting information
to management:

This assumes that plans
jesults are compared With

are predetermined and then actual
expected results. If there are no
deviations there is no necessity to report. When there are yariations
trom predetermined plans management is informed precisely of
what is going wrong. In this way, the information presented 10
management is kept to the minimum, yet at the same time
important facts are being revealed. What is more, management
has less to read and study and, therefore, should have more time to
take action.

Costs are best controlled at the points at W,
“Control-at-source gecounting”:

Recognition of this convention is acknowledged through the
preparation of departmental operating sta’ements and the design of
costing systems which control individual workers, material  issues,
and the usage of services. The inculcation of cost comsciousaess is
also an essential part of this convention.

hich they are incurred
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A profit cannot be said to be earned unless capital is maintained
i tact in real terms ( Accounting for invation.):
This convention recognises that the monetary unit is not stable.
Attempts to overcome the effects of change in the value of money
but as yet there 1s no

have been made via revaluation accounting, . ;
ever, there is strong evidence

general acceptance of the theory. How | s str
that more and more accountants are modifying their views to meet

the dynamic state of business and the economy.

To some extent the reluctance 10 accept complete revaluation
accounting principles is no doubt due to the convention which

decrees objectivity (7 above). Historical costs that have actually
not conjecture. Revaluation

been incurred; they are fact, .
accounting introduces estimates and opinions and so the argument
runs is undesirable. There is no denying these facts. However,

management accountancy must meet the needs of the times; if there
is inflation, it canot be ignored. Management cannot afford to

ignore any conditions which affect the profit-earning capacity of the

business. In other words, the accounting system must serve .manage-
ment, and if a convention threatens to shackle progress then it should
be modified.

Return on capital employed i
the efficiency of the business.
<hould be calculated by refercnce fo curren
Management accounting systems and related forms should be used
only as long as they serve a useful purpose.

There should be integration of all management information, so that
fullest use is made of the facts availablel and, at the same time, the
accounting service should be provided at minimum cost.

Overhead costs should be apportioned to cost centres and absorbed
to products on the basis of benefits received for fixed costs or
responsibilities incurred for variable costs. This method or methods
selected should bring about the desired result of recovering the
overheads in the most equitable manner.

ntancy should endeavour to show whether or
eing utilised in the most

s used as the oriterion for measuring
For this purpose the capital employed
t replacement values.

Management Accou
not the resource of the business are b

effective manner.
When tracing responsibility a clear

+hose costs which are controllable and
by the management of the business or

Management accountancy should seck to anticipate problems and
prevent them. There should be forward-looking approach,
actual costs should be employed only as measures of achievements
realised. This principle recognises the importance of budgetary
control and standard costing.

distinction be made between
those which are uncontrollable
department concerned.
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The most appropriatc guweins of accounting, recording, and
presenting the accountancy informaton should be selected. This
normally implies that mechanisation should be adopted as much as
possible. Tt does not mean that every business should employ a
computer. The machines selected should be of a size and type
that can economically be employed by the particular concern to
deal with its own problems. If there is insufficient work for a
computer, then_clearly this should not be acquired.

Personal contact with departmental manager, foremen. and others
cannot he replaced entirely by reports and statements:

This convention recognises once more that cost control involves
people. Furthermore, planning, co-ordination, motivation, and commu-
nication are all improved by mantaining personal contact. Quite often
this essential condition is secured through budget, cost reduction,
and other committees. Obviously, though, because of the time-
consuming aspect of attending committees, the number of these has
to be kept to reasonable dimensions. Accordingly, personal contract
with production, sales, and other functional personnel by means
other than committees will be essential. Works accountants, cost
accountants and cost clerks should all participate in this liaison;
it should not be left simply to the chief management accountant.

ORGANISATION FOR MANAGEMENT ACCOUNTANCY

The organisation of the management accountancy system should be designed
for the particular business. . It should be capable of providing the information
required for all levels of management in order to achieve maximum efficiency.

A typical Organisation Chart for large organisation is shown below (Fig. 2).
This illustrates the principles involved in achieving the necessary control and
co-ordination of all functions through the Chief Management Accountant.
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Chief Mmaclmuu Accountant
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Accountant
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Time Keeping
Wages
Material
Overhead
Reports and
Statements
Published
Accounts
Revaluation
Accounting

Fig. 2.—Organisation for Management Accountancy (As given by
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and Co-ordination
of Budget and
Budget

Staternents

“Management Accountancy”™)

In
having

how each division fits into general pattern.

|

Chuef

Internal

Auditor
1

Responsible
for Internal
Auditing |
shroughout |
the business

I
Maintaining records
for sale to custo-
mers and granting
Credit

aworks accountant being located within each division.
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J. Baitv in his book

ny is divisionalised,

practice, mdny variations will be found. Furthermore, if a com
factories in different locations, an extension, of the chart would necessary 1o show
Possibly the necessary link would come

through
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relating to allotment of

531

ﬁmd‘s. how removed i
posting of abstract of— .. 584

Procedure in case of
overlapsing—

Raising and pursuance of
—on insufficient and irre-

. 523-4

SR,



281

INDEX

: Paragraphs Paragraphs
Record of—in auditing Service payments for re-
expenditure against appro- covery .. 575
priation .. 530

bkl Suspense accounts .. 5713
ofe .. 511-5 Objection Book (Public Works

3 Transactions)—

Review of outstanding .. 586

See Objection Book.

Twofold purpose of clearance
of—in want of or excess
allotment .. ..

Objection (s)(Public works Tram«
saction)—

Broad classification .

Method of clearance of— .. 556-7
Object ' achieved in recording
and pursuing

Procedure of watching
clearance of—

Registration of—
See Audit Note.
See Objection Statement
See Objection Book.

529

534

tew

5449
.. 5545

Objection Book—

5; Annual list of outsanding objec-
tion inserted in the new— .. 486

¥ Closing of—for June and
opening of new year’s

Combination of objection
statement and— .. 588

Form and Contents of .. 5689

List of vouchers not received
with monthly account are
included in— b
“Posting of :&ljusunents of ob-
jectionsin adjustment

register and in— ; .. 576-80
Monthly closing 581
Record of money values of

obj in— %
See Objections.
Transactions shown in—under
Avdance Recoverable .. 57
—items adjusted but awaiting
clearance iw

. 372

57

Advances made on proper
authority and debts due to
Government not entered in .. 545
All objections entered in
objection Statement simulta-

neously recorded in — .. 536
Annual Closing . 559-60
Clearance of objections,

how noted in .. . 556-7
Monthly closing .. 558
Objections entered in Audit

Note with money values

recorded in— : .. 536
Objection on Remittance
transactions not entered

in— .. 551
See Objections (Public Works
Transactions)

See Works Audit Register

utility of .. 550

Objection Memo—

Delay in receipt of vouchers
from treasuries noted in

Objection Statement—

Auditor responsible for prompt
disposal of —when returned .. 565

Before depatch of—all objec-

tion entered in Objection

Book .. 563

Combination of—and Object-

tion Book

Disposal and return

Form and how prepared

See Objection,
Objection Statement (Public works

Transactions)—

.. 564
. 561-2

Communication to Divisional

Offjcers .. 537
Nature of objection eatered
in— . 532




Paragraphs.

Subdivision and method of
registration of objections

in— .. 538-43
See Objection (Public Works
Transaction),

See Objection Book (Public

Works Transaction).

P
Pay Slip—
Number and date of—aoted
in Audit Register Y9
RULE-
Qccasions for issuing fresh
Triplicate copy sent to
Divisional Officer .. 61
Pension(s)—
Audiz procedurs .. 160-2

Audit procedure of political .. 167-4
Points to be seen ia auditing -. 172

posting of Audit Register of .. 163
Anticipatory—
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