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PREFACE.

This Manual has been compiled for the gui-
dance of the Officers and staff of Tnternal Audit &
luspection Department of the Chittagong Port Auth-
ority with the object of explaining the procedure
to be followed by them while conducting the audit
and inspection of the Chittagong Port Authority for
the satisfaction of the Port Management.

2. The Manual has been compiled on the basis
of the rules and regulations contained in various
authorised publications of Government/CPA and. other

upto-date publications.

3. Any suggestion for improvement of the proc-
cdure embodied in this Manual may be brought to
the notice of the Member/Finance, Chittagong Port
Authority.

4. The undersigned records his thanks to Mr.
Nesar Ahmed, Audit and Accounts Officer (OSD/CPA)
for drafting the Manual.

A. M. SALAHUDDIN AHMED
MEMBER (FINANCE),
CHITTAGONG PORT AUTHORITY.
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CHAPTERI

INTRODUCTORY.
(A, AIMS AND OBJECTS OF INTERNAL AUDIT :-

The Organisation of Internal Audit and the
exteny of its role and responsibility is a matter for

determination by ths Chittagong Port Authority.

2. The Management has the responsibility to
establish Internal control so that its activities are
conducted in an efficient and well ordered manner.
Internal  Control comprises the whole system of
control and methods, both financial and otherwise,

which are established by management to :—

(1) safeguard its assetS;
(it) cnsure reliability to records;
(i1i) promote operational efficiency; and

(iv) encourage adherence to policies and directives;

3. Internal Audit is an independent appraisal
funcifon within an organisation, for the review of

activities as Service to all levels of management.



A azerial control which measures, evaluates and
It 13 ama#

on the effectiveness of Internal control and
reports ugf

. s¢ of respurces within an organisation.
efficient u

I, 48 the responsibility of Internal Audit 10

i raise and report upon the :—
review, ay’P p P

(a) Th? soundness, adequncy and application of

fm’”ndal and other management control;
/

(b) Tk’ extent of compliance with, televance and

l.fmr:ial effect of established policy, plans
i

d Proceduress

an :

(c) Tp¢ cxtent to which the Organisation’s assets
a[’d loses on all accounts arising from;
(i) Fraud and other offence, ;
lii) waste extravagances and in-efficient admi-

nistration; poor value for money or other
causes.
() r}'."he suitability and in reliability of financial
L) e
ad other management data developed within
a
$° organisation.

The independent Role of Tnternal Audit

no way diminish the close working relation

f.}"

in
should L Y
b ot departments of an orgamsation, throug
with © i
at the appropriate managerial levels before
contact ) : X
i and at the conclusion of Audit assignment.
during

L

The objcet of Internal Audit Department
i advisory and to review functions of the departments.
Internal Audit may advise on controls to be incorpor-
ated fn new or revised system before implementation
It should not engage in any activity which it would

normally review and appraise.

(. Programme of work of the Internal Audic
Depariment should be prepared by the Chief Auditer
and pot approved by the Member (Finarnce i
should be borne in mind that the works of the
luternal Audit do not relieve the Departmental Aut-
hority including the Accounts Department of their
respective responsibilities for management and control

or Inspection.

7. When a fraud is suspected at an office or
branch in course of Audit and Inspeetion, it will be
the duty of the Chief Auditor to report the matter
to the Member (Finance) confidentially and immedi-
ately and obtain order of the Member (Finance) to
continue the investigation of the case with cautien
and calmness avoiding excitement and any tendency to
exapgperate lacts or jump at the conclusion, The
peneral instructions for dealing with case of lossess,

frand, defalcation should be followed in such case,



(B)

P_QWERS AND RESPONSIBILITIES OF TEHE
CHIET AUDITOR:

The Chief Auditor, Chittagong Port Authority 18
responsible for the detailed audit of the Accounts
of the Chittagong Port Authority.  He works
directly under the supervision and direction of
the Member (Finance)/CPA.

Subject to any general or special orders which
the Member, Finance may issue, the Chief Auditor
may prescribe detailed instructions regarding the
division of work and responsibility among his
subordinate staff and other matters relating to

organisation of his Department.

The Chief Auditor is responsible for conducting
periodical inspection of the Accounts records of

the executive offices.

The: Chief Auditor is responsible for the scrutiny
and audit of financial sanctions accorded by

different competent officers of CPA including the
Budget allocations.

The Cbief Auditor is responsible for sending the
Member (Finance) carly intimation of all serious

irregularities and losses and embesslements of

L

cash or of stores coming to his notice. He is also
renponsible for bringing at once to the notice of
the Chief Finance and Accounts officer any such
LI R TRIVE

irregularities or losses discovered during

audit or audit inspection. He may also examined
the investigation  report of different agencies
constituted by the CPA and offer such comments
as might be necessary in regard to any defect
ol system found or and the adequacy of the

actions taken.

I'he same procedure should be followed in regard
to orders on writing of large amounts of revenue
or - expenditure Or

waiving recovery of over

payinents or advances.

[he Chiel Auditor is responsible for seeing that
(he accounts have been cerrectly complied by
thie Chief Accounts Officer and in proper forms;
that no alternation in the form of Accoeunts or in
Classification is made without the apprcval of
the competent authority; all appropriations  or
rcappropriations have been sanctioned by the

competent authority and they are in order.

Uhe Chief Auditor shall audit the allocation of

expenditure  between  Capital and Revenue and



Lias]

10.

i,

13.

14.

]

atso  the allocation of divisible

expenditure

between two or more projects.

The Chief Auditor is

the Annual Review of balances, the Appropriation

responsible for auditing

Accounts, the Annual Accounts and balauce

Sheets of CPA.

The Chjef Auditor is responsible for conducting
Tnspection of the CPA’s properties in accordance
with the programme drawn out by him or as

per special Member

directions issued by the

(Finance) or the Chairman, CPA in this behalf.

The Chbief Auditor 1s

verification of stores and other properties of the

CPA.

responsible  for physical

The Chief Auditor will audit the records and
accounts of the auction sales of scrap and cond-

emned properties.

The Chief Auditor is

financial review and to cvaluate productivity of

responsible to conduct
capital expenditure and io submit his report to
the Member/Finance.

Tha Chief Auditor is responsible to submit to

the Chairman through the Member/Finance, CPA

s comments on the nerformances in respect of
e projects and  Development works furnishing

necessary  details.

(€1 DISTRIBUTION OF WORK AMONG OFFICERS:

The Chief Auditor is generally responsible for
the whole work of the office and in particular
ol the eflicient administration of the office. Subject
to instruction issued to him by the Member/Fin-
ance in  this  behalf from {ime to time, the
Chief Auditor may determine the distribution of

work between himsell and other officers
tl-'.]J.'lll.TI'I!'-lll.

of bis

With a view to maintaining direct contact with
the oiiginal work of the auditing section, he may
arvange thay

the work of any of the officers

under him who may be absent, should come up
to him direct.

Ihe Chief Auditor should arrange that all jmp-
Urtant  estimates, completion reports, Audit Notes,
Journal Voucher, Weekly and Monthly progress

Reports and any other documents of importance

are sent (o him for scrutiny,

Oflicers of Audit and Inspection Department should
take a dircet part in original audit werk upto



20% in addition to their supervision, direction and
review of audit work run by the Sub-ordinate
stalf. Cbief Auditor should arrange to make per-
iodical charges in the item of work normally
allotted to him sincc it is not desirable that he
should always be doing the same item as original
audit. As regards original work to be done by
officer and quatified Accountant during local

inspection, please see the subsequent paragraphs.

Where an item of work, which has been selected
for original audit be an officer or qualified
Accountant is also due for audit in the month, the

officer should personally check a proportionate
aumber of documents of vouchers, comprised in

that item, a suitable record of the work being

kept. The rest of the documents will be checked
by the Audit Clerks of the Accountant.

The original Audit should be a through check
of the document selected through all stages. The
officers may be allowed during the course of
their check to take the help of the clerks for
routine calculations. Where the scope of any item
is sufficiently large it may be split upto a number
of convenient and self-—contained units to be

underiaking separately at different times or by
different member of the staff.

e/

/. A careful record of the selected jtems and the
result of original audit should be kept for each
member separately, The final disposal of the
points taken wup should also be noted therein.
When original audit is done by Accountant as
part of their normal duties, a similar record
should also be kept. These records should regu-
larly be scrutinised by the Chief Auditor and

also submitted to the Member (Finance) for review
and  information.

(D) DISTRTBUTION OF WORK AMONG STAFT :

The distribution of work among the wverious
prades of the subordinate stall should be settled by
Chicl Auditor according to local requirements through

ollice orders. In arriving at this distribution, the
following principles should be observed :—

|. The exact and detailed responsibility of each
member of the staff should as far as practicable,
be clearly defined, so as to be subsequently asce-

ridinable from recorded documentss

The primary responsibility for efficient Audit and
its timely completion should be laid upon the
Accountant concerned, although he may be given

the assistance of one or more clerksfassistants.
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The services of Clerks/Assistanis should, as far as
practicable, be utilised on the detailed audit of
vouchers, the tracing of their accounting through
the various Stages and documents, on arithmetical

checks and on other formal and straight forward
processes of audit;

All important investigations, should be conducted
by an officer or by an accountant, in the latter
case under the close psrsonal supervision of
an officer;

Work at local iaspection should be divided among
the persons forming the inspection party according

to the personal experience and aptitude of each,
the most senior man in the party being held gener-

ally responsible for the work of the entire party; and

regard should be pald to the need for arranging
that each accountant does some original audit work.

CHAPTER—II
INSPECTIONS :

INTRODUCTORY :— The Primary cbjects of
local inspections are to apply test audit to such

accounts and vouchers, etc. as are not audited in
the Accounts Department or as can not be com-

pletely audited except at a local audit, and to see

1l

that the ioitial documents from which the bills
and accounts rendered by the Departmental cofficers
are compiled, or on which they are based, are
properly maintained.  Local inspection will include

the physical verification of all the assestsfliabil-
itfes of the C.P.A.

(1) PROGRAMMYI OF INSPECTTONS=-A programme

of inspection to be conducted during the ensuing

period should be drawn up at the begiving of
cach year. Regard should be had to the prog-
ramme of inspections the Accounts staff propose
to carry out so that an undue strain may not
he imposed on the local offices by both the

Accounts and the audit inspections taking place
within a very short internal,

The Tlead of the office proposed to be inspected
whould be given sufficient notice, of the probable dates
of inspection, so that he may collect the necessary
documents and arrange to be present at his head-
(uarters to discuss with the inspecting oflicer the
results of the  inspection, the name the month the

accounts of which will be test-checked locally shall
not, however, be disclosed.

(111) PROGRESS REGISTER OI' INSPECTIONS :—

A register should be maintained showing 1(—
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(1) the date of last inspection of each Department
by the Audit Stafi.
(2) the name of the Audit Officer who conducted

the last Audit inspections;
(3) the date of the present inspections;
(4) the date of issue of the reports;

(3) the date of return and re-issue of the report

from and to the concerned Department; and

(6) the date when the report-was finally diposed
i of.

This register should also record on a separate
page a progress report of the inspections showing the
number of Department due for inspection, the number
inspected upto the end of the previous months, the
inpections carried out during the mounth and the
balance remaining to be carried out. Reasons should be
stated for arrearsin inspection. This register should
be reviewed every month by the Chief Auditor and

shown to the Member (Finance)/C P A on alternate
months.

(IV) CURRENT REVIEW OFF AUDIT (— After the

clerks have completed the audit of documents

and of accountal, the accountant should not only

review them generally to See that no important
points have escaped the clerk’s scrutiny,

i3

but (he items selected for his current review should
he audited in detail. Particular attention should
be piven to the adjustment vouchers to sce the

necessity and regularity of the adjustment.

The minimum percentage of dccument to be

reviewed by the Accountant should be as given below :-

(i) Pay bills & T.A. Bills of oflicers
— 50 per cent.

(i)  Accounial — — 20 , &
(1i1) PEstimates & completion reports

over Tk. 2,00,000/- — 50 , .
(iv) Iinal Bills of Contracter =y DEHA 5, il
(v) lLeave salary certificates =t 20 e
(vi) All other documents — 20 ,, 4

NOTE : An Accountant should review the original
audit work done by the clerk. Officers will
as far as practicable carry out current review
the original audit work done by Accountant
in independent charge of Sections.

(V) INSPECTION AND AUDIT OF THE WORRING

O THE ACCOUNTS DEPARTMENT :

In conducting the Audit of Veuchers and

documents a8 laid down in the programme, Audit



14

staff should generally keep a watch over the progress
of work in the accounts office. Any unsatisfactory
features or serious error in the accounts department
should be promptly brought to the notice of the
Member ( Iinance ) who may arrange for special

review at such times as he deems necessary.

An annual review of the work of the accounts
office will be carried out in the form prescribed in
ANNEXURE=— of this Chapter. The review will be
undertaken personally by the Superintendent/Accountant

along with Audit Zone Accounts, A report specially
bringing out all details collected and defects noticed
during the review should be submitted to the Member

( Finance ), Chittagong Port Authority.

ANNEXURE—

Review of Accounts Office work for the period

endingl it e s

Sl

No. Particulars Remarks, if any.
(A) Items common to all To be generally seen

branches. Bills not audited during check of bills.

within te nday of receipt. Bills of one month in a
year may be reviewed
along with audit of
June Accounts.

15

(I8) Items peculiar to varfous

scetion & branches.

Slores

(1) Unreconeiled Depot. One month in a year

Card Ledgers over a

week old.

() Stock sheets not finally -do-

disposed of.

(a) More than 3 months old -do-
but less than 6 monthbs.
() More than six months old -do-

(in the month in which

review 18 conducted),

WORKSHOPS :

(1)

Days or months
for which Mauster
Rolls and time sh-
cets have not been
reconciled. (The
information should

he piven upto the

day or month of
report.)

Number of days or months :

Upto one month as may be
decided by the Clompetent
Authority.
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(2) Un adjusted discrepancies Upto one month as

) (1) Clalendar of returns, 1t should
between the cost accounts may be decided by

e seen that it includes all the
and the general accounts the Competent t

. reports and  ftems of works
of labour and stores, Authority. '

tor which the particular section

BOOKS SECTION : i responsibile  and that all
tefurns, etc.  have been regu-

larly received.

(1) Days for which the One month in a year

Treasurer’s Cash Book (50 Pinger print check  system

has not been checked i any.
& signed. (VI) RESULT OF AUDIT :—
(2) Days for which the ~do-

general cash book has
not been posted.

I'he Resolt of Audit will be communicated to
teapeciive heads of deparuments, if necessary, with
copy to Citel Acconnts Oflicer in the form of a letter,
(3) Miscellaneous cash One months account. v tmportant and serious irregularities mentioned

' calionld be rncorporated in the specific report i—
receipis.

(0)  OQueations of procedure and principle,
(C) Other items to be received generally :

(1) Ounelions involved in the efficiency of check,

(1) Monthly progress reports of the by Accounts Departments, individual irre-

section of the Accounts office. gulavities of an important serious nature,

sieh a8 heavy  leakage of revenue and

(2) Perodical reports of arrears defaleation, losses etc.

(3) Registers of test-cheek by () Papenditure or other financial transaction
not covered by the sanction of the comp-
etent auwthority  or by  sufficient appro-
priation.

Accountants and Accounts
Officers.




1B

Other irregularities should be settled on the
spot as far as possible. In the case of failure to do so,
the facts should be brought to the notice of the Goncer-
ned Head of the Department by the Chief Auditor for
a possible settlememt. If, however, no settlement is
arrived at this stage the facts should be brought to the
notice of Member/Fanance by the Chief Auditor for
necessary instructions indicating clearly the points of

difference.

As soon as an irregularity comes to the notice
of the Internal Audit this should be got seen by
the concerned officer of the Department on the spot

at the time of audit or inspection.

CHARP [EE==lil
AUDIT OF RECEIPT:

{A) Introductory :—

It is primarily the responsibility of Departmental
Authorities to see that all revenues of Chittagong Port
Authority are properly realised as per Schedule of
charges published under orders of competent authorities
and also to see that they are brought to account and

credited to Port Fund promptly and correctly.

19

In conducting the audit of different kinds of receipts
of Chittagong Port Authority, Audit however, should
keep fn mined the followlng board : principles of

wl by —

(1) In the Audit of receipt ordinarily the general

is more important then the particular,

(Ih) 'I'hat there is an adequate arrangement in
the Departments for accurate and proper coll-
ection of port Revenue.

(¢)  Audit of receipt should be regulated mainly
with reference to the Statutory provision or
financial rules or orders which may be appli-

cable to the particular receipt involved.

(1) Audit will see that no amount due to CPA

are left outstanding without sufficient reasons,

() Audit shonld also see that sums due are regul-
arly recovered and checked against demand.

(1) Berth hire  charges, ‘rane  charges,
Landing charges, removel charges, shipping
¢harges, landing and shipping cbarges at the
mooring, night charges, light charges, rent
charges, holiday fees, wharfrent charges, water

charges, etc. are the main revenue under Bandar
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tties of Chits g T / ity. River bl . . :
and Jetties of Chittagong Port Authority. Riv R

dues on Import, Export, Inland traffic, levy on vear should be checked with the Berthing

jut some of 3! er “Rivers and : ?
jute are some of the receipt, under “Ri Lists received from the Jety Superintendents

: o5 hac i 2 is realised i
Canals”, Tach of the Port dues is real BN e e e s A rea e
under specific notification incorparated in the
Jetty Schedule and the Schedules of charges.

Audit should see that realisations are in accor-

the vessels that entered the Port and that the
diles of receipts of Manifests and of their

return are duly filled and in order.
dance with rates and circumstances mentioned

in the Jetty Schedule or the OSchedule of

¢) Chee the ati s in the
charges. Any leakage of revenue and heavy R a ot ene it paration G et 1

amount of under-charge should be carefully i~ upits otee Shonld st mat RtogeEs

: : : {hat the Bills of Lading are correctly entered
be investigated and brought to the notice of g ’

iy in the manifests.
the Member/Tinance promptly.

However, detailed procedure for the audit of (1) A peneral scrutiny of all the Manifests should

Some of the important items of revenue are given in be made in the Jetty collection office to see

the subsequent paragraphs. that they are properly prepared.
(B} DETAILED AUDIT OF RECEIFPT AND
PROGESS OF AUDIT :

(¢ Entries in the manifests should be audited,

| details in each being checked with chalans,
(1) IMPORTS. Delivery Orders, Cart Tickets, Gate Passess

(a) Manifests of import vessels should be exa- and Shed Rent Bills.

mined over the whole year. The vessels of (1) 'The chalans relaling to vessels should be

vhich t examined
which the accounts are to be exa checked as to sanciloned rtates as per scales

should he sclected by the Supervising ol charges, as to goods delivered with Delivery

Officer-in-charge of the audit. Orders, Jetty Gate passes, Cart Tickets and
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Shed Rent Bills and as to goods landed with
entries in Tally Books. Calculations should

be also checked.

(g) A complete check of shed rent, Cranage, Hoisting
fees and other miscellaneous charges should
be exercised in respect of chalans, both cash

and deposit, relating to the vessels.

(h) The totals of this chalans should be traced
into the daily collection sheets and the same

into the daily summaries.

(i) The totals of the daily summaries (Cash) should
be checked with the monthly summaries and
the Remittance Register and those of the
Deposit Daily Summaries iato the monthly

summaries and Deposit Day Books.

(j) The entries in the deposit collection sheets

should be traced into the Depositor’'s Ledgers.
(iiy EXPORT :

(a) Manifests of Export vessels should be exam-
ined and as in the cases of imports the
examination should be made as selected by

the supervising Officer.

(1

23

e Berthing Lists prepared in  the Jetty
Superintendent’s office  should be compared
with the vessel’s Export Manifests Register
to sce that all documents have been received
and disposed of. Tt should also be seen that
all Manifests shown in the Manifest Reglster
are torthcoming. Manifests of vessels should
he checked with the corresponding  Agent’s

and Custom’s manifests.

The Agent’s Manifests should be checked
with the Dock Manifests and the stream river

dues statement,

The Dock/Jetty chalans  of the vessels should
e checked with reference to rates and calc-
nlations. A complete check should be exer-
ciwed over rent, cranage and other miscella-
neous bills attached to the chalans of these
vessels, Night work and overtime certificates,
| op certilicates, shed diaries and sbutout cargo
atatements should be checked with the scales of
charpes and the amounts traced into the vessel’s
Account Register, Collections, Cash or Deposit,
should be traced in to the collection sheets, and

(he entries in the deposit collection sheets
should be traced into the Depositor’s Ledgers.
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() The totals of the chalans relating to the
vessels should be traced into the respective

collection sheets, Cash or deposit and their
totals in to the respective daily summaries.

The daily summaries (Cash) should be checked
with the respective monthly summaries and
the Remittance Register/Bank Accounts and
the Deposit Daily summaries with the monthly

summaries,

(i) MARINE/PORT AUTHORITIES DUES:

The Inward Tonnage Register should be checked
with the Marine Bill Register to see that bills have been
ma;de: out for all ths vessels that entered the Port.
Bills for Marine dues should be checked in detail

with reference to the scales of charges as per quantum
of audit fixed by the Member (Finance).

The Port Authority’s dues viz, Assistant Harbour
Master’s fees (Day, Night and Holiday), Port Dues
Mooring Hire, Dry Dock charges, towing charges,
salvage charges, Jetty or Dock hire, Night work,
Holiday fees and miscellaneous charges should be
checked with the Harbour Master’s certilicates and

documents received from the Jetties,

| Y O HTEAVEUP BOATS ¢

Il demands should be checked with the appl-

foatbinn Lo service and realisation with the dﬁposit
bt by an@ Marine bills.

‘) RECOVERY OF SUNKEN PROPERTIES :

Fhe disposal of the articles recovered from the bed
ol (he river should be checked with the parties
acknowledeements or the sales Accounts,

1l ll'.l“'i'.lliil'l‘l should be checked with conne-

cted  challans for miscellaneous Receipts.

(vi) BOAT REGISTRATION :

The amounts in the counterfoils of licences for
GRG0 pastenger hln.'llﬂ1 N.[anjhcf‘s, changc of own-
evelitp, Increase of Tonnage etc. should be  checked
with (he scales of charges and traced into the Day
Book of  receipts and the Registers of Licences. The
tutal of the Day Book of Receipts should be checked

with the Remittance Register.

Adlvices of Debits for Licences issued in favour
ol parpies having deposit Accounts should be traced

into their Deposit Accounts,

I'iles relating to special survey fees for carr-

fape of calcium carbidex and  explosives should be
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inspected to see that the Licence Advise bear conse
cutive numbers and that there is a note on the file

of the recovery of fees in each case.

(vii) MISCELLANEOUS :—

(a) Terminal charges (Rail borne/See borne) —
'The “Monthly Advices of Terminal charges
payable® of the Railway should be checked
with the supporting invoices and other part-
iculars and with the cargo returns received
from the Station. Credits should be traced

into the Cash Book of the Head Office.

Diffierences should be pursued. All conne=

cted documents be linked up and checked.

The summary of goods should be checked

with the statemsnt of cargo reccived.

The Delivery Register of Railway should
be checked with Receipts of goods consigned and the
summary of goods and the application of the party
in prescribad form supplied to the party.
of goods consigned should be checked with Forwar-

ding Note and Test sheets,

The Delivery Register of Railway should

be checked with record copies of receipts for goods
consigned.

Receipt |

2F

(1) DN TIRRAGE CHARGES :— The statement

of "Demurrage  charges realised or recelved
i the Accounts Office” should be checked to

¢ that the charges have been correctly levied.

(1) REMOVAL CHARGES:— TLoading Notes should
he checked with the Requisitions from parties
and with bills, The amount of the bills should

i traccd into the Rough Cash Book. The

Ronpgh Cash Book should be checked with the
emtance Register®

(viit) RENT COLLECTION AND BILLS>
O )\'LR;\IH,I".

I'he opening balances should be checked
with the closing balance of (he previous year

in the miscellancous and Rent Bills Registers.

1'he total of the Rent Bill Register should
b ehecked with the total of the Demand Registers.
Pl Demand Register should  be checked  with the
Wepinter of Residential Quarters (for Port Authority’s

employees). ‘The Advices of the bills recoverable

wiection shonld be checked with the Salary  Bills of
the employees in a few caSes.
Advices from other departments should be

chiccked with the miscellancous bills register.
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Miscellaneous and rent bills register should
be checked with Remittance Register/Chalan Register
and the deposit Chalans.

A few of the charges written off should be

checked with the sanctions of the competent authorities

A few cases of Long Leases should be
scrutinised with the Boards Resolution or the Chairman’s

sanction as the case may be.

Qustanding bills should be verified once a
year and the totals checked with the balance shown

in the miscellancous and suspense Ledger,

(ix) JETTY AND DOCK WAREHOUSE :

Applications from parties (for storage of their
goods at Warehouse) should be checked with
the Receipt Register. Bills for storage and
removal cbarges should be checked with the
scales of charges and the amounts traced

into the Bills Repister and Daily Cash and
Deposit collection sheets.

(x) SALABLE FORMS : —~ The Departmental

requisitions for supply of TForms from the

Store Cfficer’s (supply & Service Branch) office

should be checked for any two months in a
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year with the respective supplies tbrough the
chalang,  TIssues should also be checked with
(e daily sales and remittances watched in the
(aily cash collection sheets. The opening bal-
ance should be checked with the closing
binlance of the previous year and the balances
of the months should be checked. It should
alis be seen whether the closing balance is
physically verified by the Authority’s Insp-

color onee a Y(‘.a‘r.

| CHART AND TIDE TABLES ;= The opening

halanee of the stock chistﬂt‘ shounld be
checked with  the t‘.‘losing balance of the
previous year, The receipts should be checked
with the orders of the Dy. Conservator.
T'he Repister of daily sales should he checked
with the counterfoils of the Cashiear’s receipts
for, Cash sales and with the Deputy Con-
servator’s order for free issues.

(x11) PILOTAGE FEES :— Check the pilotage

{ees as shown in the counterfoils of the bills
with the sanctioned rates and the pilotage
certificates.

CONTRIBUTIONS TROM ('}OVITJRNMF.NT,
AND OTIIER SOURCES :

It should be seen that the amounts recoverable
were actually recovered and credited In the accounts
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and if not whether adequate steps have been taken

for their recovery.

Miscellancous Receipts, e. g. chain testing fees,
recovery of charges for Electric Light and Power,
etc. should be checked with the advices frem the
Heads of Departments and other records connected
with the individual cases e. g, with refercnce to rates

and other conditions attached with the cases.

CHAPTER—IV
AUDIT OF PROVIDENT FOUND ACCOUNTS :

(iy CPA Provideat Found Ledger Accounts i~

‘The figures in the deduction list accompanying the
pay bills of the employees concerned are to be
checked with the entries in the pay bills them-selves
and the checked items Should be traced into the
relevant ledger accounts. It should be seen whether
the contribution credited to the account in the previous
half year is correct, whether the closing of the account
and the calculations of interest for the previous year
have been correctly done, according to the rate of
interest applicable to the person concerned and whe-
ther recoveries on  account of advances are being
regularly made in accordance with the Rules. 1In

the cases of new accounts 1t should be seen whether
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the employee is eligible to subscribe to the fund. The
caleulationss of the amounts debited or credited in the

st e accounts of the subscribers should be checked.

In cases of new starting accounts it should
Lie ween that the CPA servant is entitled to the ben-

chitn of the starting Provident I'unds Aceounts Rules.

(1)  Temporary Withdrawalg t— In cases of pay-

wients of Lile Insurance, Insurance Premium instead
ol snbseriptions it should be seen that the rules are
curteatly obgerved and that a proper record of such

‘..'1||||'L nre |'u’]1| 'Hy thr', Accounts Oﬁ}-(jf}'-

(1) Vioal Withdrawals :— In the audit of final

withdenwals of provident Fund  check of connected
Fodper necount shonld include a recheck of the tran-
sctions for (he last two years and if this reveals a
substantial diserepancy, a recheck of the whole account

i far as possible should be undertaken.

It should be verified that contribution has been
cotveetly calenjated upto the date of termination of
service and that ioterest has been allowed upto the
date ol tender of payment or upto the end of sixth
months in which the subscriber quitted the service or

dledd whichever is  carlier; that there is a  clear
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cerificate to the effect that no amount is outstanding

against the person concerned.

~ Tinal withdrawal of Accounts of Office staff
shonld be checked. Tn the case of payment in star-
ting it should be Seen that they have been made in

accordance with rules,

NOTE:—The recheck of the transactions referred to
in lines 2 and 3 of this paragraph relates
to the recheck at the time of final withdra-
wals of the entries in the ledger for the last
two years with those in the deduction sheets
as far as they may be available without
difficulty. The check of the later with the
pay bills will be the duty of the Audit party

as per programme of Audit.

The Journal

entries in which the half yearly contribution and the

(iv)  Contributions and interest :—

annual interest are credited to the fund should be
checked, Any large fluctuations in the contributions
should be
The total interest should be checked by working out

credited from year to year fnvestizated.
interest or monthly balances under “Provident Fund”
in the General Book. Ifthe diffcrence i8 not more

than one percent it may be assumed that the bulk

o

of the individual interest charges are approximately
CEE I

vi Reconciliation With General Books :— The

voconedliation of the provident Fund ledgers with the
Cieieral Books should be review with a view to see

ihint any lh‘-llilr.‘illl‘.ifﬂ are set right at once. It is

poconsnty that  the review  of reconciliation should

b bde Tt Check of the totals of check sheets and
dinedes. A method similar to that described below
anel medilied o suit local procedure may be adopted
the entire field
When the

ot extent over several h'dgt’.l‘s, cach month accounts

b thin purpotge as 1o ensure that
v covered In oa cyele of 20 months.
ol submcnibers working  upto the number

i i Clenera) Andi

prescribed
Programme are selected from
e paiicnlar ledger.  These accounts will be checked
i fudl, the total of the check sheet of that particular
bokper hieing checked completely and the totals traced
it e Sumimary Ledger which totals up the figures

of the

Lo othien |r'(|“r‘l‘:% also. The grand total

Sty Ledper (of opening  balance, debits and

dlostng halanee) should than bhe reconciled with the
fgnnes i the General Books,

The reconciliation of the figures in the pro-
vident fund staring accounts ledgers with the General

Wik should also be ehecked on the above lines.
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(vi) Machine system of Accounting or other charges:—§

Whenever there is a change in procedure or methods
¢, g. due to introduction of mechanical acccounting, it
should be seen that no important processes of checkd
or accouating are left out and in particular, that there)
is a provision for reconciliation of the total amount]

as per the General Books.

CHAPTER=V.

STORES AUDIT INCLUDING PURCHASE
OF STORES :

(1) Porchass of Stores and Scruticy of Stores Congrol:- |

Briefly the policies under lying these rules is to make
a Purchase of stores for the CPA service in Ssuch
way as 10 encourage ensure cconomy and efficiency
and also keeping in view the order for which prefs
erence should be given in making purchase as
laiddown in the purchase manual of the Chittagon "

Port Authority.

The other important rules laid-down for observance
are that—

(1) except in certain stated circumstances, article
required shall be purchased on condition thal
delivery shall be made in Bangladesh fon

payments ia taka in Bangladesh and

the normal procedure for placing orders for
purchases  shall be through open tenders
mvited in Bangladesh or abroad also when
considered desirable.  The cases in which it
wonld be premissible or desireable to call for
tender from abroad or to resort to “Limited
Tender” or “Single Tender” or “Emergency
'archase” and the procedure to be followed
in each of these cases are indicated in details
fn the Rules for such purchase, and it is
an important duty of Audit to bring to notice
cases for  which there has been a failure
without suflicient reasons to follow this ins-
truction. The rules also provides that purchase
may  be made  without calling for tender
where it may clearly be in the CPA ioterest
to do S0, In such case however, the reasons
dealing with the decision to call for tender
should be  recorded and  audit should see
whether these reasons appear to be sufficient.
Some circumspection is, however, be exercised
before raising any objection on this point
and generally  Chief Auditor and Member

(Finance) should be consulted before doing so.

Generally [or each article or class of articles

the Administration,
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prescribes the quantity to be kept in stock.
These cuantities are based on the frequency
and extension of the demand. These should
be rteviewed periodically to see that there
i no prima-faci un-necessary accommulation
of swores and consequent blocking up  of
capital.
Any undue tendency on the part of the
Executing department to specify particular
make of articles or particular firms for their
purchases resulting in restricting the field of
competition should be taken up cautiously
with the Head of the Department or Member
concerned through the Member (I'inance), at
the same time it should be seen that special
stores meant for specific works are not
obtained unduly far in advance cf the time
when they are actually required.
Speculative purchase for long period or
merely against rise in price should be discouraged.
Clear and important instances coming to notice,
spe ially when resulting in loss, should be brought
to the notice of the Member (Finance).
The check of stores bills should embrace
a scrutiny of all bills adjusted through other depart-

ments. It should be seen that adjustment against

EERERL LRy -+ S

depatiment 18 o proper  charges against the work
Cepeined and  the expenditure bas  been sanctioned
by the competent authorities, The postings in the

Neares Parchase Ledger should be checked.

I he billy for the purchase of store should bhe

ilive kel (o nee =

(1) that the particular agrees with the Purchase
Chders and accepted tenders as regards rates,
the date of supply, and the quantity to be

uu|||1|'|r|l'.

(' that the receipt of stores has been duly ack-

o dedpeds

(%, (hat the arvithmetical calculations are correct;

(11 Due precantions have heen taken against pass-
g of the sccond claim for the same stores;

HH||

(% that the items of stores required to be purchased
through agency system are not purchased direct

without sanction of the competent Authority,

(1) Stores ( receipts ) i—

(W) The Parchase/Procurement Officers” orders for



(b)

(c)

stores should be checked with the suppliers’

Invoices and the supplier’ Invoices traced

into the “Purchase daily sheets” of Stores
Received and thence into the stores Ledger,
It should be seen that the supplier’s Invoices
are duly receipted by the officer receiving

the stores.

In a few cases the rates noted in the Delivery
Notice should be checked with the sanctioned
contract rates and the calculation of value.
It should be secen that the Port Authority’s
sanction bas bzen obtaised for Local/Foreign
purchase of all items

costing “over ihe

prescribed limit” as per delegation of power.

The Register kept by Store Accounts of the
Accounts Department and Store Depot of
the respective departments, to eflect a2 reco-
nciliation between the total value of stores
received and the total amount of bills passed
in favour of contractors, should be examined
to see if it bas been regularly posted

and reviewed.

Stores ( Issues ) :—

(d)

A few delivery notes should be checked with

(l

"
N

[a}
il

theie audit copies and  with reference to the

Lidenting Officers’  indents,  Delivery Notes
gl one Niore rroup should be traced into the
1)y

fhe ooy saooman les,

Bummaries  of Tssues and  then inte

Fue postings in the Stores Ledgers should be
checked with the Delivery Notes.

Chrecit for returned stores for One store group

Bl Lo months should be traced in

Wi

the daily and monthly summaries and also

e e _|u|11:1'.1| vouchers.

[t should be seen that the necessary perio-

ilenl verfication has been made and adju&‘.‘t'
should be

due to annual wverification

||I lI\'ll

the comperent aughority’s,

with reference to the sanction of

n At -
In auditing the priced ledgers it should be
HECHL (-

That the postings of receipts and issues are
made daily from all the relevant documents
andd balanced daily or at stated intervals in
repard to (uantities, rates and

values and

that  there s no abnormal delay in the

postinges,



(3)

40)

That there are no substantial irregular

balances of the following types :i—

(a) Quantity without value

(b) Value without cuantity ;
(c) Minus quantity or minus value or both

(d) Quantity out of proportioa to value or

vice versa ;

That the rates at which the stores are borne
on the books are in accordance with the
rules on the subjects if there is appreciable
difference between the ledger rate and the
price list rate, difference should be brought

to notice.

That book losses, deprociation, etc. of subs-

tantial amount have been regularly written off.

That reconciliation is effocted every month,
or at such intervals as the rules on the
subject may prescribe, or the balance at
debit of stores according to the priced ledgers
with the balance in the General Books afier
delivery and of the numerical balances with

these of the depot ledgers ;

G Phae the average annual consumption and

the normal balances are suitable related to

vnch others and

Ihiat the nomenclagure 18 correct, that grou-
plop ol arcicles of different sorts & sizes is
properly done and  that articles differing in
valie are not grouped together under one
lind S0 as o facilifate, without detection,
the veplacement of articles of higher value

e proup by those of smallery value.

he duy of secing that storcs are standard-
bed e e s possible  rests prmarily  with - the
NIRRT AR VR l]f'p'.ll'l_ll'lrllf but Au(lit can }161]) bY
fobeing o notice any  abnormal increase in  the
sutmbioy of ledger headings which may appear fo be
b o an Ln-=noeessary rmlltiplication of types or 'hy
Veprting any instance where neglect of the principle
ol stnndaedisation can be shown to  have resulted
i et e loss to the CPA.

The  Audit of  Stores Tedgers and the
Vil Review of balances should be conducted in
el o manner as to bring to notice case of irre-
tuline and unnecessary purchase of stores.  In respect

ol each atem therefore, 3t should be seen  that
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(i) there is some procedur® for systematic store-
keeping control, as for instance, by prescribing
maximum and minimum, (i) the quantity ordered
on each occasion is Dbased on accurate data
and correcily calculated ; wnd (ii1) information is
obtained from deparimental officers so that there is
proper co-ordination between the stor:s and consuming
departments/branches.

(v) RETURNED STORES :—

Stores may be returned owning to €Xcess
issue in the first instance or as materials taken from
the line during repair or renewals, The arrangement
for the inspection and vatvation of the returned
stores should be examined to see whether they are
in order.

In checking the voucher of returned stores,
the following points require special attention :—

1. The accuracy of the rate at which credit is
aforded to works should be checked. Whet®
any formula has been prescribed fm“ the
valuation of the second hand materials it
should be seen that the adjusiments are
correct according fo the formula.

9. The correctness of the allocation of credit

should be checked ;
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b onlionld be seen that these returned siores

e properly taken in to  account in  the

LAY (| |i‘il.!'_'"l';

L should be  seen that  freight, repairing

ilarpen, eteare  debited  to the derartmeng
pituctnng the stores;

Chasen e which valuation  of  the returned
dores by the  returning branch/Section/shop
cie diflered pready from that by the store
depot, should be investigated to see  how
the dhillerence was reconciled and what  the

tentont for diflerence  were ; and

It should be scen that proper arrangements
cuint lor vanlying fhat all materials returned
Iy irl.III-'|I.“;pf‘i'[i'.llll."IHI'lO]') elc. to Depots have
heent actually - received,  acknowledgcd  and

acconnted for in the Depot ledgers,

CHAPTER—VI.

Y STCAL VERITICATION OF STORES:
DEFINITION -

VHION Tt is a comparson of the quantity

o nunniber on - the ledger charge and the quantity
ot nnmber held physically in steck on a yarii-

coloy date. Inoother words, it 18 a verification
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of book balance with {he physical balance and’

they are of the following tyres : -

(1) - Continnous stock taking,
(2) Tmmediate stock taking
(3) Annnpal stock taking,

(41 Special stock taking,

The first one is to be done by the Group

—in —charge before annual stock taking by the

Audit

taking i3 done under

& Inspection Department,
orders of store officer—in |

-—charge-—

(i) on change of charge,

(i1) fo adjust serious discrepancies,

(iii) to adjust over issue,
{iv) after auction sale.
stock !

Annual stock taking is done by fthe

verifier of the Audit & Inspection Department, |

Special stock taking is done under orders of thel
§ | ) 5 i
Ghairman/Member when theft, fraud or mis- appro-|

priation occur,

{1i) GENERAL PROCEDURE —Before commencement |
of stock raking the subsidiary ledgers or hin cards

should be removed from the siore kﬁpt in the !

Immediate Stock |
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cistiily of the Depot Officer, No reference should
L madde 1o them unless stock taking is completed
siul entered in the stock verification sheets. Posting
b the dedper maintained in  the deparimental
Stare Oflicer's shonld  be brought upto dats before

connmencement of the stock taking-

I he Stack Verifier and the store
whould

keeper

o e receord

independently each
iy tock taking balances, found in stock afier
wotinl cheek i the stock taking book. At the
vl ol stocl verification the stock wverifier and

i (RIS shionld

Leeper check each others

Lidaiioen @il lh’.‘}' f\ll'ﬁlllf.i

III -III-. W i||

sign both the stock

b g token of the comparisen and

VRt The closing balance of previousday

ol stk taking 18 taken into account for stock

tilovige,  fon any

receipt  or fssue  of an item

dintng stock taking the concerning  voucher s

podiced hoth before store keeper and the stock
okl who  will inftdal it and note it in their

beapeinve Stock  Taking  Book as addition  in

teapet ol assues and  Subtraction  in the case

alrecept,

P Edlawing anstractions should be carefully observed

al the time of physical verification :—



(a)

(b)

(c)
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Verification must always be made in the
presence of the officer responsible for the
custody of the stores or a responsible person
deputed by him.

All discrepancies noticed must be brought
to account immediately, so that the Stores
Account may represent the true state of the
stores.

Shortages and damages, as well as unservi-

ceable stores must be reported immediately
to the authority competent to write off the

loss, who will either write off the loss or
order for the recovery of the cost of such

stores as the circumstances of the case demand.

The physical verification of stores may conven-
iently be done by one or two stock-verifier

of the audit & Inspection Department. 1f
it is considered necessary and more conven-
fent that the verification should be done con-
stantly by the stall of the Store Depot of
the respective Department. then this may be
got done by such staff as are not direcily
or Indirectly concerned with the receipt,
issue, custody of stores or maintenance of
stores Accounts. Such departmental verifica-

tion will not, however, absolve the Audit

& L cion Department of its responsibility

fie conducting the physical verification by its
awn Slock Verifiers.  In such cases the Stock
\orihienn of (he Audit & Tnspection Department
ahiobd conduact pt'l'i(!(ii(‘a] verifications in such
# manner that every kind of store is verified
st liasg once in o every six monthbs, The ver-
thoation should be conducted in a planned

vy o thiat the ngrmal working of the Store
sty not [hes m-.riously hamperﬂl.

CINIRAL RULES FOR GUIDANCE OF

Ay Larpe  discrepancies found as a result of
doitheation between the numerical ledger or
pther econds and the actual count balance
dhild - e investigated on  the spot and a
detntled report  thereon  submitted 1o the
coticerned Tlead of  the Department or the
Cilnel Auditor as the case may by.

Vv wrong classification of stores, or unau-
thotited stock of stores held by any officer
o wnbordinate or stock item of stores which
ate surplus to the requirement or for which
thiere has been no demand for over a year should

e included in the narrative report of verifi-
cation (o be submitted by the Stock verifier.



(a)

()

o
et

(d)
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The stock verifier should particulary examine
and report if proper arrangements exisg for
the safe custody and proper storage of mat-
erials against un-necessary deterioration from
the weather or any other cause. With this
object he should examine the ¢Xisting arra-

ngements {o see -

that racks or other suitahle arrangement are
provided for storing hand (ools and petty

and consumable stores.

that items of commen domestic use are always
kept under lock and key  Soap, matches,

towels, dusters etc, are instances of this nature,

that in case of materials stocked outside the
el Al 2
godowns, enclosures have been provided or

13 T P T .
chowkidars engaged to watch the same;

that proper arrangemeni exist for locking
the godown ete. and keeping the kevs in

safe custodys;

that adequate arrangements exist for fire pro-
tection i.e. fire extinguishers are kept handy
and at easily accessible spots and that fire

buckets are always full of waters and/or

(f

(1)
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sand, specially where ion(limable articles are

stocked;

that inflamable stores are never stocked near
combustible items, e. g. cotton or woods or
worden fittings should not be siocked near

petre]l or  oils;

that statutory regulations for storing explosives

are observed;

that no stores are stocked on the grcund
and that unserviceable wooden or iron {ittings
ttc. bave been used underpacking in case

of heavy materials which can not be stocked
in racks or bias;

that in order to avoid deterioration of stock,
issues are not met from fresh receipts as a
matter of course but that articles first received
are issued first and to ensure this, fresh
receipts are not dumped on existing stock
but so arranged that their turn will ccme

only when the existing stock are exhausted.

In order to enmsure that any stock nmot in
the books are not over looked, a general
survey should be made to see that all mat-
erials lying about stocked oOr unstocked is




o

6.

(53]
L)

properly accounted for in the books. If

there is any materials in stock for which no
ledger exist, it should be examined how
the materials {n question come into steck,
and steps taken to account promptly for such
materials in the books of the depot or the

departments concerned,

The procadure in force in the store depot
and department regarding the receipts issued
and accountal of stores should be examined
with a view to ascertain if the orders in
force with regard to these matters are stri-
ctly followed.

It must be seen that articles verified agree
with the descriptions under which they stand
in numbrical ledgers and that the nomencl-
ature, classifications and unit for stock are
in accordance with the price list. If any
doubt arises as to the correctness of the
classification the assistance of the relevant
department may be sought for by the Store
verifier.

The stock wverifier should personally count,

weight or measure all items of stores he

proposes to verify with the assisiance of

stores khalasies, where necessary

Stock Verifier should not waste time in
counting large quantities of small aiticles
when a fair result can be obtained in a
shorter time by weight or measurement. In

such cases D percent or 100 of the articles
whichever is less, shoald be counted and the

weight of the whole stcck then take reduced
to count by weight of sample count. When
weighment is made the maximum quantities
which a scale can weigh should be weighed

each time.

Measurement or average weightment to arrive
at the total approximate weight of stocks of
an article may be resorted to if there are
heavy balances in hand. To arrive at average
wefghment at least 2 percent fn the case of
iron and 10 percent in the case of. other
materials should be weighed; such stock should
then be measured by length, area or cubic
contents. ‘The measurement of the entire
stock should then be taken and then reduced
to weigh by the help of data furnished by

the small quantity measured and weighed.
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1.
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If weighy thus arrived at is approximately
the same as the book balance the latter
should be accepted as corrects if, however,
a heavy diftcrence is disclosed thereby all
figures for measurement and weightment should
be carefully re—checked and an additional
2 percent or 10 percent (as the case may

be ) measured and weighed,

The method adopted in ascertaining the ave-
rage and actual weighmeats or measurements
taken in each case should be carcfully reco-

rded in the Stock verifier’s diary and report.

In the case of valuable articles the whole
stock should always be weighed or counted

regardless of what the balance may be.

The stock verilier should maintain a diary in
which full particulars of the verifications (viz
name of the depot, oflice Nos. of bins the
dafe of commercement as well as the date of
completion of the verification, class, nomen-
clature, P L. No. of the items, Depot Ledger
balance and the stock found by verification
should be recorded. tnitials of the represen-
tatives of the Store Depot in whose presence

the stock in question is verified should

-
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(b)

be obtained daily against the items as a token
of his acceptance, on behalf of the store
depot of the correctness of the entries made
therein. He should also furnish a certificate
to the eflect. that all stock of a particular

item have been shown to the Stock verifier.

After the verification of each class of stores
have been completed the stock verifier should
obtain a certificate from the Store Keeper
concerned and the ledger clerk that all stores
pertaining to the class have been trully and
correctly presented for verification and-duly

verified.

After the actual figures of an item of stores .

have been ascertained and the discrepancies
have been accepted by the Store Keeper,

the result of verification should be posted in

the numerical ledger in following manner :—

If there is no differnce, the remark “Stock
verliied ond. i and found correct” should be
written in the numerical ledger and initiated
by the Stock Verifier.

If the differnce be an excess i.e. the actual
figures arc greater than the book balance,




54

the difl. rence should be posted in the receipt
column of the numerical ledger. The date of
posting should be recorded in the columns for
“Date’ “To excess in Stock” should be written
in that colun. From whom received or to whom
fssued and the No. of ftems of the stock
verifier’s diary as well as the No. of the
stock verification sheet should be recorded in
the column for “reference”. The Diflerence
should be recorded in the “Receipt” column and
the balance then struck by adding the excess
to the book balance. The same procedure
should be adopted while recording shortages
€xcept that in the column for “From whom
received and to whom issued” will be
written. “By shortage in stock’” and the
ligures in the receipt column will be shown
as minus figures and the balance will be
struck by deducting the shortage from the
book balance The entry in the ledger should
be injtialed by the Stock Verifier who should

simultancously prepare six copies of stock
verification sheets from his diary. The stock
verification sheets should contain full descri-
ption, classification, P L. No. etc. of the stores

The Account No. Unit, (the number given on
Bin Card) the Book balance the actual balance
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and the difference between the actual balance
and the stores ledger balance and the date on
which such balances were worked out should
also be clearly indicated in the verification
sheet. The original copy of the verification sheet
will be sent to the “Stores Account Section” of
the Accounts Department. The Accounts Depa-
riment should verify the ledger balance shown
therein with the balance of the stores priced
ledger and in case of discrepancies between
the stores ledger balance and the stores priced
ledger balance note the priced ledger balance
therein and send the sameto the store kecper
for roconciliation and return, Two copies of
the sheet should be sent to the ledger section
which wiil incorporate the items as plus or
minus (as the case may be ) in the P, D, S.
and sent one copy to the Accounts Department
along with the P. D. S, in support of the ent-
ries made thercin. OFf the remaining 3 copies,
iwo copies should be given 1o the store keeper

who will return one copy to the Stock Verifier
with full explanation for the difference. The
last will remain with the stock verifier as the
record copy. On receipt back of one copy of the
store verification sheet from the Store Keeper the
Stock Verifier should see that every discrepancy
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has bzen explained. Further explanation should
be called for in regard to remarks that are
unsatisfactory. While scrutinizing the explana-

tions it should be seen (—

(i) that explanations recorded against discrep-
ancies represent fact ;

(ii) that they are clear, intelligible and define ;

LLE

(iii) that independent explanations are furnished
against individual discrepancics and that
excess under some items are not adjusted
against shortage in dissimilar items. In case
of analogous items (where sizes only difler)
such adjustment may be posted upto 275
of the transcations since the date of last
verification but any bigger differences must

bs taken up.

(iv) that where shortages found as a result of
stock verification and attributed to the
neglect of the persons holding charge of
stores the cost of the missing articles are
invariably recorded from the persons at
fault,

(v) Toat in case of discrepancies arising as a

result of improper classification, the shortage

()

23/

under one item are not set off by conpensating
imi roper classification and excess posted under
other items, After scrutiny of the explanations
for verification the stock verification sheets
should be forwarded to the “Stores Accounts”
Section of the Accounts Department for further
scrutiny. If the explanations are found to
be satisfactory and DO further acfion is
necessary the verification sheets should be
returned to the Stock Verifier who will file
the same if further acticn is not called for.
The stock verifier should maintain a Register
for waiching the issue, reccipt and dispcsal
for the verificaticn report as well as the

stock verification sheets.

CHAPTER=VII.
ESTABLISHMENT AUDIT @

ESTABLISHMENTS BILLS :

Bills should be checked in detail to sec
that :(—

(1) They have been signed by the head of the

Office or Section concerned and certified by

Lim as to the accuracy of entries thereof,




(2) They are passed for payment by the Chief

(3)

(6)

—
~3
e

(8)

or Deputy Chief Accounts Officer,

The charges are correctly allocated to Budget
Grants and entered in the Cash voucher

Abstracts,

The calculations are correct, the details work
upto the totals and the totals are in words

as well as in f[igures,

There are acquittances stamped where nece-
ssary, in support of the disbursements, and
that there are letters of authority in cases
of payments made to persons other than
the actual payees.

Recoveries on account of Rent, Electric and
other charges are made in accordance with
the Statement of recoveries furnished by the

bills recoverable section,

the amounts are correctly entered in the

Audit Registers;

the Audit Register should be examined to
sec that the scales are attested by a resp-
onsible officer, that they agree with the

schedule of Establishment and that the

reference to the sanction is correct.

Files should be examined at random to see

that the objections raised have been made.

The leave cases during the year should be

examined to see that—

(1)

(ii)

(iid)

(i’

iv)

The leave sanctioned is admissible under
the rules,

The leave sanctioned and availed of is
recorded promptly in the Leave Register
and the Service Book, and

Acting arrangements made and acting allo-

wances sanctioned are in order.

INCREMENTS :— Increments should be checked

with reference to the service records. During local
inspections the increments drawn during the month
selected for special eheck should be fully checked

with reference to the relevant seivice records.

OFFICIATING APPOINTMENTS:- It should be

seen that an officiating promotion has been made
against a specific vacancy after taking into con-
sideration any leave reserve in the cadre, that
work of increased responsibility is involved and
that the initial pay bhas been fixed correctly

according to the rules,
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ADDITIONS TO PAY :— Tt should be seen that
additions to pay and other special concessions and
allowances (e.g. overtime, running compensatory,
subsistance, graincompensation etc. ), are corre-

ctly drawn in accordance with the rules on
the subject.

NOTYI : Any additions to pay and allowances may be

broadly reviewed periodically and any redu-
ctions which appear to be justified by the
circumstances may be suggested to the Man-
agement but some circumspection must be
exercised in making such suggestions, As an
instances, it may be seen that ever time allow-
ances are not ordinarily given to such stafl
where there is a possible tendency to slow
down work during the ordinary hours, accum-
ulate arrears and extra hours, or attend on

Sunday. etc. to claim the over time allowances.

A check of bills with all initial documents
should be conducted during inspections, when
the check of over-time, running, ctc. bills at

headquarters is restricted to a check of the

correctness of the bills without a check of

the initial documernts,

When an officer draws house rent allowances

(vi)

(vii)
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for the first time it should be seen that the scale of
accornmodation bhas been approved by compe-
tent authority and that the amount has been
correctly calculated after making due allowarce,
whenever an igcrement is drawn or the residence
is changed, the altered allowance if any, should
be checked.

In the case of payment of honoraria and
fees it should be seen that the requirements

of relevant CPA Rules have been {ulfilled.

BECONOMIES :-— Any intelligent proposal for
reduction of work in any department of the Port
Authority e.g. by the combination of duties of
posts into one without undue loss of efficiency and
wihtout throwing undue burden on cne post, or
by the transfer of work from one department or
office to another or by modification of the proce-
dure, may occasionally be made by Audit for
such action as may be considered necessary by
the management, but some circumspection will

be necessary in the treatment of the subject.

ORIGINAL FIXATION OF PAY - Cent percent

check will be excreised on new appointments or

reflization other than those due to revisions of

scales in the bills under audit.
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(viii) REVISION OF PAY: —Whenever there is a general

(ix)

(%)

revision of scale of pay the refixation of the initial
Pay of officers of the Secretariat and the Accounts
Deparument should be checked cent percent and
207% in the case of all other staff. This check

should he completed within 3 months in the case

of officers and within 6 months in the case of stafl

of the first bill in which the new rates of pay have
bzen drawn. The check may be treated as special
work and not as part of the ordinary programme
of work. 1In the selection for the above percentage
check with regard to staff, special attention should
be given to the more difficult case where there

are complicating factors.

ARREARS OT PAY :— In checking pay-orders for

arrears claims it should be seen that the amounts

bave not been paid inany previous pay order
and if such amounts have already been drawn in
any previous bill and remained unpaid, suitable
remarks may be made agaiast these items to prevent

a subsequent payment.

ADVANCE OF PAY, TRAVELLING ALLOWA-
NCE, PASSAGES AND FOR PURCHASE OF
CONVEYANCES AND OTHER ADVANCES :—

While conducting audit of the payment of advances

(xi)
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on account of pay, Travelling allowances and purch-
ases of conveyances and other allowances, it should
be seen that such advances were sanctioned by
the competent authority and proper records of
payments are maintained both by the concerned
departments and the Accounts Department. Recov-
ery or adjustments of advances should be checked
with reference to the extant rules guiding the
grant of such advances and also executive orders
that may be issued by the competent authority
in this behalf,

RENTS OF RESIDENTIAL BUILDINGS :— The
rent rolls pertaining to the bills taken up for

audit should be examined to see that rentS are
correctly recovered under the rules obtaining on
the Port Authority. In cases where rent rolls
do not accompany the pay bills percentage check
on rent rolls should be exercised at local insp-
ections of the offices concerned. It should be
seen that rent rolls are received or rent recov-
ered, where rent rolls are not recovered In res-
pect of all rentable buildings either by a check
at headquarters of a suitable percentage of entries
in rent rolls with the particulars given in the
lists of buildings and the capital and revenue

accounts or during local inspections,
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When an employee is enjoying a privilege i. e.
rent free or partly free quarters, free or partly free
electric or water supply, it should be secn whether
an employce is  entitled to such concessions under
the rules of the Port Authority and that the rule

in question has not been absued in the particular

case.
CHAPTER — VIl
WORKS AUDIT :
(i). Audit of Estimates : — The Audit of estimates

sanctioped during a paiticular month should be
corapleted by the end of the following menth.
The selection of estimate for audit should be
made by the officer-—in ~ charge of the section
from the register of estimates maintained in
the accounts coffice and particulars of the sele-
cted estimate should be entered in a separate

register in the Audit Office.

Apart from the Rules laid—down on the
subject in the department and Accounts Maiual
and separate orders in this behall, the main
points to be looked into in the audit of esti-

Ilat Gl e i
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(1) The propriety or justification for the

expendifure proposed to be incured.

(2) The incidence and classification or alloc-

ation of the charges, and

3) The existence of the sanction of the com-

petent authority.

(ii) Revised Estimates :— Revised and supplementary

estimates may be scrutinised to see :—

{1) that they do not disclose want of reaso-

nable precautions in the first instance and

{2} Whether any financial justification bases
on the original estimates is affccted by

the aliered cost in the vevised estimates.

(ili) Material modification of estimates :— 1t may be

possible for audit to detect palpable cases of
material modification from a comparison of rev-
ised estimates with original estimates, detailed
estimates with abstract estimates and the booked

expenditure with the latest sanctioned estimates.

{iv) Estimate for Residences :— In cases of estimates

for residential quarters—it should be seen that
the principles laid-down by the Port Authority
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1 regard to provision of quarters for CPA emp-
loyees are not infringed.

Briefly these principles are «—

( .
(1) that quarters stould be provided by CPA where
conditions are such that

' quarters should be pro-
vided to

the 'CPA employees under orders of
competent authority.

{2) tha: quarters should for
ment of rent bhe devided

the purpose of assess-
into separate classes
according to the class of Establishment for wh
they are intended and

ch

3¢ that definice scales of accommodation and a ma-

flmum  limit of cost should be prescribed for

cach class of quarters,

r- a .:_._ p 1 7 =
The Cavital- & Revenue accounts of residential

buildings prepared by the Chief Accounts Officer

2 h e ‘ By asds o
should be checked to see  that all new residences

completed during the year as  well as additions to

those already in existence bave been taken into account

The result of this revie

to the Member (F)/CPA,

w should be communicated
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(v} AUDIT OF CONTRACTORS BILLS:

Bills should be examined to see that they are
in accordance with the terms of the agreements and
in proper form. Where a contractor was to use mate
erials supplied from CPA stock it should be seen,
when the rates for such materials are higher than
market rates, that the contractor has taken all the
materials from the CPA which he was required to
take under the agreement and bas not purchased it
from the marked alto where such rates are lower than
market rates, that the contractor hes not teken more
materials then that to which he was entitled. This

last point should be specially noted,

Quaantities in bills should be compared with the
cuantities provided for in the estimate and abnormal
xcesses, if of financial significance, should ferm the

Subject of comment.

~ Items showing minus figures in the quantity or
the money columns should be carefully scrutinised,
Such deductions may be the resuly of previous over
payments either legitimate or otherwise, e. g., earth—
work originally described as bhard and paid for at a
higher rate may subscquently be classified as soft and
paid for at a lower rate, the necessary deductivn
being made in the final bill. In such cases the
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reasons for the original over-payments may be asce-

rtained and apparently culpable oversight or change

of plan brought to notice.

(vi)

Bills may contain alterations in the quan-
tities of works to be paid for added to the
original work orders, In such cases, it would
he advisable to obtain the measurement books,
etc., from the local officers so as to complete
the audit check properly, instead of postponing

the same to the nexi inspection.

Jontractor’s Ledger : — The correctness of the

postings of the gross amount and of deductions
from the audited bills into the contractors ledger
should be checked. The contractor’s account should
be revised to see that all amounts due from him
have been recovered. It should also be seen that

there is a systematic reconciliation between the
contractor’s ledger and the column “due to or due

by contractors” in the works register, 1f advances
have beea made to contractor’s, it should be seen
that there is proper sanction for them and sufli-

cient security against loss to the CPA.

(vii) MEASUREMENT BOOKS:- The measurement book

is a very important original record and is lable
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to be required as evidence In a court of law.
Entries should be made in it at the site of the
work and not copled into it from loose Sheets.
An intelligent scrutiny of the measnrement books

will sometimes indicate violations of these rules.

Frequent corrections in the quantities in
measurement books although duly injtialled should
be scrutinised to see if they appear to be
bonafied.

It should be seen that all recoveries due
under the contract or by us-age or custom
{from a contractor are made, not only those on
account of materials ackuowledged by him  but
also, for instance, in regard to departmental labour
engaged on works for which the contractor was
liable, the cost of scaffolding, the hire of stcam--

rollers, the cost of clearance of site, etc.

In the case of renewals of permanent way
jt may be seen whether the number of old rails

and sleepers taken out is approximately equal
to the number of new ones put in and whether
a proper account i3 maintained of the released
materials and action taken to dispose of them
in the prescribed manner or otherwise to the

best advantage.
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(viii) DETATLED ANALYSIS OF CAPITAL WORKS :-

(2} A detailed analysis of the capital works costing

over 10 lakhs of takas should be made to sce
that the works undertaken have been sanctioned

by the proper authority.

All on account bills paid during the year should
be checked against the Estimates with referenec
to entries in Measurement Books, Works Abstracts,
Tenders and the rates as approved by the CPA.
In the course of amalysis it may be considered
expedient to scrutinise past years bills as well.
In such cases the analysis sbould be carried into
past years’ accounts as well. The expediency of
analysis past years’ transactions should ordinarily
be brought to the Member/Finance’s notice. The
bills should also be traced into the Contractor’s
personal Ledgers. The Measurement books should
be scrutinised to see that the entries are properly
made and crossed through after payment with
a note of the No. of the Bills in which the
payments were made and that the Measurements

were checked and passed by the proper authority.

Transfer of materials, etc,, from stores, workshops
and materials at Site=Account should be checked

with the respective journal vouchers.

e
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(IX) GENERAL REVIEW OF ALL ORIGINAL
CAPITAL WORKS:

A General Review of all original capita] works
should be made-the Estimates, Tenders and all final

bills being examined—

{a) the Estimate should be examined to see that—
(i) they were properly prepared and sanctioned
by the proper authority for works from

dismantled materials etc. or otherwise,

(i1} any excess over estimate is watched and a
reviscd estimate is prepared as socn as the

original estimate 1s cxceeded.

(b} The Agreement should be examined to see that

they are properly executed,

(¢} The Tenders should be examined to see that—
{i) tenders are publicly invited and that the
original and supplementary tenders are acc-

epted by the proper authority, and
{(ii) the terms of any tender do not involve the

authority into unnecessary obligations.

(d¢ Al final bills should be examined—
(1) with measurement books, works abstracts

and the rates as approved by the CPA, and
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(1) to see that the rates do not exceed the
approved rates and that graduated rate is
.sanCtioned for certain items of work, e.g.
earth . work, etc.

(e) It should also be scen that—

(i) A completion report is furnished for ail
completed works without undue delay, and

(i1) Completed works are closed to block and

entered in the Block Register as early as
possible.

CHAPTER—IX
(i) WORKSHOP AUDIT :

(a) Accounts should be audited in detail.

(b) The Work Order Book in which are entered

brief accounts of all jobs, should be checked
with the Index Register to see that all jobs
have been properly entered and that the dates
of completion and the total cost of completed

jobs are noted.

{¢c) The cost ledger which contains accounts for each
job taken up and in which charges for labour
and material for each individual job are entered

job by job, should be checked to sce that—

e il LW 1w

73

(i) there are sanctioned estimates for all jobs.

For the purposes of determining the limit
of Tk. 1000 overhead charges should be

taken into account in all cases except that
in the case works chargeable to revenue the
above limit should apply to direct cost only.

i. e. labour and materfals.

(i1) Labour and materials are properly posted

from the respective summaries.

(i1i) No charges bave been booked after the
dates of complct_ion as entered in the work

order book,

(iv) Adjustment have been made for works done

for private parties and the CPA employees.

(d) Estimates should be examined generally to see
that these are sanctioned by the proper authority.
They should be checked with the prime cost
bocks to see that the costs bave not exceeded
the estimates or in cases of excess a further
or revised sanction has been _obtained. The

estimates should also be checked with the com-
pleted jobs to see that provisions are not too
liberal.
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(¢) Posting of Labour charges in the prime cost

(F)

(g)

book job by job, should be checked with the
Labour Allocation sheet and the Labour Allo-
cation Sheet with the time sheets prepared by
the Foreman of the respective sections.

The time sheets which show the number of

workmen working on different jobs each day
and the wages earned by them should be chec-

ked with the Attendance Register and monthly
wages bill to see if the wages and attendance
have been correctly shown.

The total of the wages bill (including over time
bills) should be checked with the Monthly Acco-
unt (in which all tbe labour and material char-
ges for the month are posted under the respective
budget head) to sec that the two figures agree.

The cost ledger should also be checked to see
that the amounts in the audited copy of the
store delivery orders (through which materials
are drawn from stores) are correctly posted under
the respective work orders. Postings of Credit
Notes for materials returned to stores should also

be traced into the cost ledger. The counterfoil
Book of the store Delivery Orders and Credit
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Notes should be obtained from the shop and

checked with 1he audited copies of those issued
for one shop.

(i) Costing Account should be checked with stere
Delivery Orders and Labour Abstracts to find
the cost for unit weight. A few, months costing
Accounts should be compared to see if wastage

and grit are abnormal.

(1) Iron scrap Rough Book should be checked to

see that the receipts, issues and balances are correct.

(k) Stock Account of materials held by the shops

should be scrutinised and the balances examined.

(ii) APPROPRIATION AUDIT :

Audit agaiast grant and appropriation would be
conducted according to the general principles and
rules laid down here in after. The procedure relating
to the preparation: of Budget and revised estimates,
allotment of funds and their re-appropriation is given
in the Rules framed under Section 37&38(I) of the
CPA Ordinance, vide Annexure-A,

The duties laid down upon the Audit Officer
in regard to appropriation audit may be summarised

as follows :—
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(2)

al _(3)

@

(5)

(6)

(7)

76

to see that no appropriation order has the

effect of increasing ths amount of grant,

to see when an appropriation order is issued

that the amount appropriated is available
under the unit from which it has been
alloted.

to see that orders of appropriation and re-
appropriation are issued by competent auth-

orities.

to see that all orders of appropriation and

re-appropriation are issued within the finan-

cial year.

to see that no appropriation is made between

the units or sub-units in grant, the power for

which has been reserved by a higher authority.

to sce that no appropriation is made to

meet expanditure on new service withcut

approval of the competent authority.

to observe in case where the orders required
specific appropriation, that the expenditure
the

is watched against specific appropriat

ion, and

— e B A R
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(ii)
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to observe, where an order specified a lump
appropriation for a group of items of expen-
diture, that such expenditure is watched against
the lump appropriation.

CHAPTER—X
AUDIT OF GENERAL ACCOUNTS :

BILLS RECOVERABLE :

The ledger balance of the 30th June should
be checked with the totals of the outstanding
iters in the respective Bill Regiters and verified
with the outstanding bills in hand. It should

be seen that the balances have been analysed
to see that nothing is improperly kept wunder

tbe head and no item remains unnecessarily
outstanding for any length of time.

DEPOSITS :

(@) The opening balances of the year should
be checked with the previous year’s closing
balances of the depositors’ personal accounts
in the Jttey Collection Office. The receipts

of deposits for two months should be traced
into the depositors’ Ledgers.,

(b) It should be seen that an annual agree-

ment is effected between the balances
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under Import and Export Deposits and
that the agregate balance at the credit of

the depositor’s accouats in the Jetty coll-
ection oflice agrees with the balances as
exhibited in the Debit

balances, if any, should be scrutinised and

suspense ledger,

it should be seen that steps have been

taken to settle them.

(iii) SECURITY AND OTHER DEPOSITS :

(a) The opening balances in the Registers of

security deposits should be checked with
the closing balances of the previous year,
receipts for two months with counterfoils
of receipts granted by the Cashier and
refunds with the acknowledgements of the
depositors or with the credits in the Cash
Book. The balances in  cash should be
agreed with the balance of the suspense
Ledger and that of securities with the Bank’s
safe custody receipts. See that the secur-
ities furnished by the Port Authority empl-
oyees if any have been entered in the
ledger Accounts and verified the entries
from the Savings Bank Pass Book, Postal

Cash Certificates, Government Promissory
Notes etc,

(iv)

(vj
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(b) The details of miscellaneous deposits should

be scrutinised to see that no items are
jmproperly credited to this head and that

they do not remain outstanding unduly.

UNPAID WAGES AND MISCELLANEOUS
BILLS

The opening balances of the Registers should
be checked with the closing balapces of the

Entries of receipts for at least
should be checked with the

abstracts and those of payments

previous year.

any two months
cash voucher
with the payee’s receipts. The payments should
also be traced into the Cash Book for those
months. It should be seen that quarterly tran-
sfers of items over six months old are made
in the unclaimed Register, The balance outst-
should be

Ledger.

anding at the end of the year

agreed with that of the Suspense

UNCLATMED WAGES AND MISCELLAN-
EOUS BILLS:

The opening balances of the Register should
be checked with the

previous year. The receipt entries for at least

closing balance of the

any two months should be checked with the

Register of unpaid wages and the payment
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entries with the vouchers and payee’s receipts.
The balance outstanding at the end of the year
should be agreed with that of the suspense
Ledger. It should be seen that items over 3
years old are credited at the end of every

quarter as miscellaneous receipts.

REVENUE RESERVE AND DEPRECIATION
FUNDS :

(a) The opening balances should be checked
with the closing balances of the previous
year, the receipts during the year with
amount transferred from the Revenue acc-
ount under the orders of the Authorities
and the amounts withdrawn, if any, with
credits in the Revenue account and in the
case of the depreciation fund the receipts sh-
ould be checked against the investments held

and payment, if any, with payment vouchers.

(b) The securities should be examined to see
that the securities purchased are those
admissible under the Port/CPA. Ordinance
and have been brought to account in the

Register, The purchase price of the sec-
urities purchased and the sale proceeds

(vii)
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of those sold should be traced into the

Revenue Reserve ete. funds Accounts.

{c) Check the accounts of the depreciation fund
in the Ledger with the Depreciation Register.
The manner in which the fund is invested
should be reviewed generally. Advances

from the depreciation fund to the capital
account should be carefully checked with

the entries in the Balance Sheet with a
view to finding out any misapplication of
the fund.

INVESTMENT ACCOUNTS OF FUNDS :

The opening balances should be checked
with the closing balances of the previous year
Credits should be checked with the sale acco-
unts and debits with the purchase accounts
received from the Bank. Securities purchases
should be traced into the Security Register. It
should be seen that any depreciation or app-
reciation in the value of the securities bas
been taken into account. GCheck the investments
in securities and fixed deposits with the Ledger

Accounts and correspondence on the subject.
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(xi)

(x)
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GOVERNMENT LOANS :

It should be seen that the instalments of pri-
ncipal and interest have been paid on the due
dates and that the amounts taken in reduction
of principal have been correctly calculated.
See that the Ledger Account for Loans is pro-
perly kept and thatall loans received as shown
in the Cash Book have been entered in it
Trace the corresponding credits in the cash
book, Verify the amounts of outstanding Gov-
ernment Loans with the figures reported to
the Chbairman by the Book Section of the

Accountant General’s Office.

GENERAL REGISTER :

The posting in the General Register should be
checked with the annual totals of the Abstract
Register of Receipts  and cxpenditure  the
capital and the miscellancous and suspense

Accounts Ledgers.

JENERAL LEDGER :

The opening and closing balances for the year
should be checked with the opening and the

closing journals and the transactions with the

T, TR
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figures in the General Registers. The Earnings
Account in the General Ledger should be
checked with the Cash Abstract Book and
Journals and the Authority Account with the
Authority Account Ledger. The closing ba-
Jances should be traced iato the General

Balance Sheet.

CASH BOOK :

1ash Book should be checked with—

(1) Cash receiver's miscellaneous receipts.
(2) Bank Advices,

(3) Remittance Register.

(4) Bank Pass Book.

(5) Cash Abstract Book.

The totalings should also be checked.

The total of the outstanding cheques on
the 30th June should be proved and the cash
balance in the hands of the cashier as$ on that
date verified by actual count on tbe Ist of
July, The Bank balanceas per cash book on
the 30th June should be verified with the bal-
ance as per Bapk Pass Book as well as with

the certificate of balance furnished by the Bank.
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ABSTRACT REGISTERS :

The postings should be checked with the
voucher Abstracts and Journal vouchers (Income
and Expenditures). Totaling for the months
should also be checked.

MISCELLANEOUS CASH VOUCHER :

Cash Vouchers for the whole year should

be generally examined to see that—

(1) They bear certificates of the head of the
office or section concerned as to the co-

rrectness of the items in voucher.

(2) the expenditure is covered by sanction of

“the competent authority”.

(3)they are passed for payment by “the com-

petent authority”.

(4) the allocations to Budget Grants are correct.

(5) the amounts agree with entries in the Cash

voucher abstracts.

(6) they are supported by payee’s receipts.
(7) the charges is legitimate.

(8) wunusual charges are covered by specific san-

ction of the competent authority.

(xiv)

(b)
(c)

(d)

(€)

(f)

(g)
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CASH VOUCHERS :

Cash Vouchers should be checked in detail
to see that :

they are in the prescribed form and signed
by the head of the Section concerned.

they arc consecutively mumbered.

“they are checked by the Audit or Account
Section concerned and passed by the Asstt.
Accounts Officer/A.O. In Charge”.

the Pay Order is in words and figures signed
by the Chief or Deputy Chief Accounts Officer.
the charges are correctly allocated to budget
grants and entered in the Cash Vouchers
Abstracts.

sanction of the proper authority is quoted on
the voucher,

the payments are supported by payee’s receipt’s

and sub-vouchers if necessary,

(h) payments in case of interest on, and refunds

of, Sscurity Deposits of contractors and emp-
loyees and of electric, and other charges are
entered in th: Security Register of employees
and contractors and the respeclive recutring

register,
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(1) refund of Marine Dues and of Jetty charges

are entered in the respective Refund Register.

(xv) JOURNAL VOUCHERS :

INCOME : Journals should be checked with the monthly
summaries of collections or with the remittance

registers in cases in which the Journals are

prepared direct from the Remittance Register.

IXPENDITURE :— Journals should be checked with

the necessary documents.

(a) Journals should be checked as to the correc-

tness of and the necessity, for the adjustments.

(b) Any adjustment as between capital and revenue
Accounts should be specially scrutinised with

reference to rules on the subject.

(xvi) CASH VOUCHER ABSTRACTS :

A general examination should be made of abs-
tract to see—

(a) that they are in proper form,

(b) that they have been correctly posted from the
cash vouchers and that where there are funds,

income tax or other deductions the gross amount

©)

(d)

(e)

1y

has been charged as expenditure and the ded-
uctions separately credited umirrpi‘nprr heads.
that the payments made by cheques or the

cash bave been mnoted thercin under proper
dates.

that the amounts of unpald wages and unpaid
miscellancous bills are correctly entered in
their proper place in the abstracts.
that they are arithmetically correct,
Totals only in big Abstracts nced be checked.

Abstracts should be checked with the entries

in the cash book to see that payment moted therein

have been correctly posted Abstracts should be traced
into the demands payable register.

{xvii

@

Unpaid items should be traced into the unpaid
Register.

PRNTED ANNUAL ACCOUNTS AND

BALANCE SHEET :

The Annual Account figurs under the individual
Budget grants should be checked with the
Annual totals of the Abstract Registers of Rec-
eipts and Expenditure and with those of the

capital and miscellancous and suspense Account
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Ledgers., They should also be checked against
the revised budget grants for the year. It
should be seen that the excess of expenditure
if any has been regularised by obtaining san-

ction to and additional grant.

The General Balance sheet should be checked
with the balances of the capital, revenue and

the miscellaneous and suspense accounts as shown
in the general ledger.

Each item in the balance sheet and the Annual
Accoints should also be generally scrutinised
with reference to the general principle of

accounting

CHAPTER=XI

MISCELLANEOUS :
AUDIT OF VOUCHERS OF PAYMENTS :

The following points should be noticed
in the case of vouchers generally—

That the voucher is in a prescribed form, or
if not, that no particulars or sigoatures requ-
ired by the form applicable to the class of

charges have been omitted,

(2)
(3)

(4)

(5)
(6)

®)

(9)
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The each voucher is the original.

That it is for a current and specific claim
and that the period to which the payment
relates and the allocation of the charge are

clearly shown upon the voucher.

That it is signed by. the officer or officers
responsible for the accuracy and the propriety
of the expenditure in all necessary places Sig-
nature by a stamp or in pencil should not be

accepted,

That it is properly filled up and headed.

That it bears an order of the responsible offi-
cer to pay a specified sum and a note whether
the payment is to be or has been by cash or

by cheque.

That the pature of the charge is one which
may rightly be made against Government and

against the work or tervice to which debited.

That the rates paid are not much higher than
those usually paid in the locality fora sirvilar
service.

That the outlay is fully detailed and that
quantities are always given of work done and

of material supplied.
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(11)

(12)

(13)

(14)
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That the details work up to the totals and that all
aritbhmetical calculations are correct.

That the total of each bill as well as of the amcunt
paid is expressed in words as well as in figures.

That no erasure or alteration of figures was made
in the voucher. When corrections are necessary,
they should be made in red ink. leavirg the origi-
nal figures legible after being crossed out.

That corrections in the total or in the sum paid are
attested by both the payee and the drawer of the
bill,

That the place of payment and name of the officer
or subordinate before whom payment was made
are given,

That the voucher bears a formal reccipt of the
persons in whose favour the bill is drawn and is
duly stamped if the gross amount exceeds Tk 20/-
and that the sum acknowledged is writing in

words as well as in figures,

(16) That the Signature of the payee is withnessed when

made by a seal or by a mark and also in all cases,
even when he signs bis name, when he is not well
known and is paid in cash. The Signpature of the

payee as well as of the witness should be
dated.

(17)

(18)

(19)
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That ecach voucher s cancelled in some effective
way and that receipt stamps are crossed out so

as to render them unusable,

That the Signatures of all the partoers in a
contract as recorded In the contract deed are

upon the receipt, except in the case of well
known firms. '

That the receipt is for the full amount when

a bill is put up for payment.

(i) AUDIT OF SUSPENSE BALANCES :

The accuracy of the balances shown in the
schedale should b¢ checked in detail, 1In addition,
the several registers showing the details of debits
and credits to the suspense heads should be
checked in accordance with the rules laid down
in the Accounts Manual of the GPA, It should
be seen that proper action is being taken to
expedit the clearance of outstanding ltems and
that no itern which prima facie could be
debited or credited to a final head is allowed
to stand over in the books a tendency to do
which sometimes manifests itself during the clos-
ing months of the yearin order to avoid exce-

ssesfover-allotments. A carcful scrutiny of these
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registers by an experienced accountant will some-
times bring light important defects in procedure
or control which should be very carefully
investigated and pursued in the light of all ava-
flable information before being formally reported
to accounts. AUDIT OF PASSES, C.T.O. & P. T.
Os. :—Passes, P.T. Os & C.T. Os forwarded to
the Railway by the authorised officers of the
Chittagong Port Aauthority for issue to ex.

Railway Employees should occasionally-not more
than once in a year to be test-checked.

STORES JOURNAL : —

Journal slips relating to stores transaction

prepared according to rule shculd be scrutinised
in the manner lald down It should be ceen that
the Journals and are properly posted and that
the reconciliation of all the subsidiary book with
journals and the latter with the General Books
of the CPA is made monthly and certified to

as being so completed.

FINANCIAL REVIEW AND TESTS TO
JUDGE PRODUCTIVITY OF CAPITAL EX-
PENDITURE : —

Tnstructions contained hereinafter on the
subject of financial stock taking of big Eng-
ineering projects should be borne in mind in

(v)

=)
&%

the course of these review. Scrutiny of estim-
ates and expenditure peitaining to large works
or projects to ensure that there have not
occurred any material modifications of or devi-
ations from the sancticned estimates can be
usefully undertaken by Audit. It is also a matter
of great financial importance tbat there should
be a f[inancial stock taking of large engincering
projects at suitable intervals so as to correlate
the progress of expenditure’ with the progress
of work actually done as compared with the
estimates in order to ascertain the prospects of
the projects being completed within the limits of
sanciioned estimates. The figures realiting to san-

ciion ‘ actuals further outlay etc. should be verified.

A special report should be made to the
Member/Finance, CPA when the examination of
productivity Tests conducted by CPA Audit &
Inspection Department reveals any important or
peculiar features or when there is any doubt or
difference of opinion in regard to the inter-
preation of CPA’s orders in regard to the infor-
mation that should be supplied,

HANDLING CHARGES:

These are charges payable by Chittagong Port
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Authority to the Gontractors with whom Agreement
has been made for arranging the handling of goods
within the Jetty area on behalf of Chittagong Port
Authority on payment of bandling charges at cert-
ain fixed rate as per agreement. Handling opera-
tions on behalf of Chittagong Port Authority
at the Jetties are of different kinds viz. Jetty
Head/Shore handling operations and miscellaneous
handling operations. While auditing the handling

‘bills it should be seen—

(i) that the paymentsare genuine and they are

in accordance with the terms of Agreement,

(i) that necessary Register showing the Handling
of cargo by the men of the ‘Contractor is

maintained in proper/prescribed form.

(iif) number. description of the packages weight
of the cargo handled by Stevedore/Contractor,
Tally slip, sbipping list, Export Register,
Daily work-done statement of the vessels,
connected manifest and other relevant docu-
ments should be consulted while checking
the bandling bills.

While auditing the bills, audit should consult
the relevant Accounts Manual also on the subject

(vi)
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for detailed idea. Special care should be taken
against duplication of shed voucher and duphication

of payment:.

DEAD STOCK REGISTER :—

A numerical inventory should be maintained
of dead stock, Viz-Plant, machinery, furniture and
fixtures, in each department of the chittagong
Port Authority, The price of all articles costing

above Tk. 25/- should be shown against them.

The Inventory should be test-audited by actual
verification in January every year by an cfficer
and a record maintained to show which items
were not test-checked and that excesses and sh-
ortages were found. It well be desirable to bave
each article of furniture permanently marked with
a distinctive letter and number which should also
be recorded in the register to facilated indent-
ification. The sanction as per Rules delegation
should be obtained to the write-off of condemned
articles of tocls and plants. The condemned
articles may thereafter be disposed of as per

Rules to the best advantage of CPA.
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REGISTER OF IMPORTANT RESULT OF
AUDIT :—

It is, essential to have a handy and con-
tinuous record of result of Audit and for this
purpose a Register should be maiatained, in
the office of the Chicf Auditor where important
results of audit should be enteved after appr-
oval by the Member {(F)/Chief Auditor as the

case may be,

The simplest plan would be for a Apitone
of each to be prepared by individual sections
of Internal Audit and sent to Central Section
where consolidated registers would be kept

and submitted for review by the Member (¥).

CALENDAR OF RETURNS :

Fach Section of the Chief Auditor’s office should
maintain a Calendar showing the due and

actual dates of—

(i) receipt of returns from other section or
departments,

(ii) despatch of returns etc. from the section
or to other section or departments respe-

ctively and

(1i1)
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submission of registers ete. to the oflicers.
The returns should be classified as weekly
monthly, half yearly and annual and ent-
ered in the Calendar chronologically under
each heading. Delay in the submission
of any return should be suitably explained
The Calendar should be submitted to the
head of the office once in a month and
to the Member/Finance, CPA as ordered
by him,.
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