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PREFACE TO THE FIRST EDITION (SECOND
REPRINT),

This edition is merely a second reprint of the first edition of
the Audit Code, Vol. I, with such additions and alterations as have
been introduced through correction slips issued up to the end of
February 1935. The opportunity has been taken {o carry out a-
few verbal corrections of minor importance. The transfer of
certain S. Y. forms in the Book of Account forms to the Audit
Code forms series has necessitated certain corrections which have
been carried out in the following articles of this code :—

Articles 32, 46, 101 (new), 208-A, 214, 230, 244, 244.B, 244.C,
272, 278-A, 292, 321-A, 368, 412, 418, 465, 477, 483, 487, Rule XI
of Annexure A to Chapters 22, 500 and 614.

E. BURDON,

Auditor General in India.
Nrw Deunl,

The 3215t Fehruary 1935,

Gokl+'o Tustitute of Po'itics
and Econoioios, Poons 4.
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PREFACE TO FIRST EDITION (REPRINT).

This edition is merely a reprint of the first edition of the Audit
- Code, with such additions and alterations as have been introduced
through the correction slips issued up to the 30th November 1928.
Opportunity has been taken also to make a number of purely verbal
" ecorrections in various articles in the interest of better drafting and
of intelligibility. .

' 2. For the sake of convénience, the Code has been reprinted
in two volumes, Volume I embodying the rules contained in the
mein body of the Code and Volume II the Appendices and Forms.
Appendix 7, ¢¢ List of Major and Minor heads of account of Central
and Provincial receipts and. disbursements ’’, which has hitherto
‘appeared as a separate volume, has been incorporated in Volume
II of the present reprint. )

3. The preface to the 1st edition has been reproduced sepa-
rately for purposes of reference.

M. F. GAUNTLETT,
Aduditor General.
New Derzr
1st December 1928,



PREFACE TO FIRST EDITION.

The Audit Code derives its authority from the functions of
the Auditor General as defined in the Statutory Rules framed under
section 96D (1) of the Government of India Act. The detailed
instructions embodied in this code are intended primarily for the
guidance of Civil Audit offices. In other Audit offices, the general
rules and principles on which the instructions of this code are
based and the orders which define the nature and extent of audit
to be applied {o different classes of transactions should be taken
as & guide, though in matters of detail the rules in their respective
codes are applicable.

2. This Code is divided into seven parts —
Part I.—Departmental Regulations.
Part II.—General Rules and Principles.
| Part ITI—Treasury Audit.
Part IV.—Public Works Aundit.
Part V.—Forest Audit.
Part VI—Results of Audit.

Part VIIL.—Inspections.

Part I is a reproduction of Chapters 76 to 80 of the Civil
Account Code, Volume II, 7th edition, excluding the portions
dealing with rules now under the administrative control of the
Controller of the Currency, with additions and amendments
necessitated by (1) the amalgamation of the Civil and Publie
Works Aocounts and (2) the Reforms.

. Part II embodies the general rules and principles in respect
0
(1) the nature and extent of audit, (2) classification and
(3) grants and appropriations,
as they stand under the constitutional position created by the
Reforms. *

Part ITL—** Treasury Anudit’’, is a reproduction of the
relevant chapters of Civil Account 6ode, Volume II, 7Tth echtlon.
re&rranged and revised where considered necessary.

 Part IV.—* Public Warks Audit »_ supersedces the relevant

rales in Volume II of the Public Works Department Code, Tth

edition, and embodies rules completely revising the system of:
ti)



(i)

audit of Public Works Accounts. In Bengal and Bihar and
Orissa the details of the procedure for Public Works Audit will
vary to the extent that has been permitted by the Auditor General
to suit the local procedure for the compilation and submission of
Divisional accounts.

Part V.—*“ Forest Audit ’’, lays down the .procedure for
auditing the Forest accounts and supersedes the instructions in
Chapter 59 of the Civil Account Code, Volume II, 7th edition.

Part VI is a collection of up to date instructions in regard
to raising, recording, pursuing and clearing objections on audit,
. and the procedure for presenting the results of audit to the Legis-

lature and to Parliament in the form of Audit and Appropriation
Reports. :

Part VII.—*“ Inspections ’’, embodies detailed instructions for
inspection and test andit of the acecounts of (1) Public Works
offices, (2) Treasuries, (3) other offices, (4) Currency, Small coin
Dcpéts, Mints and Stamps balances, ete., and (5) furniture suppli-
ed to the residences of High officials,

3. Certain chapters of the code, e.g., Chapters 6, 21, 23 and 26,
which do not wholly relate to audit and contain rules relating to
accounting, have 'been incorporated in this code as a matter of
convenience, as the audit sections concerned do a certain amount
of preliminary compiiation and accounting and it is desirable to
bring, as far as possible, all the rules with which each audit section
has to deal, in one place.

4. The Audit Code contains rules relating to audit procedure.
" The Auditor General will also issue for the guidance of all con-
cerned audit interpretations ot rules and orders under Rule 10 (4ii)
of the Auditor General’s Rules which will be known as ‘* Audit
Instructions >’ (vide Articles 165 and 166). These Instructions
will be issued in a separate compilation.

5. The term ‘‘ local Government’ as used in this Code-
means, in the case of a Governor’s province, the Governor in
Council or the Governor acting with ministers (as the case may
Tequire) and in the case of a province other than a Governor’s
province, a Chief Commissioner. A Governor’s province is also
called a provincial Government and the other loeal Governments
are aiso known as minor local Governments.

[Nore.—The expressions ** Governor’s Provinee’’ and ¢ Provincial Govera-
ment ’° include the provinee of Burma.) ‘

6. As most of the rules in the Audit Code are new and geve.
ral of the rules in the Civil Account Code, Volume I (geventh
edition), and Public Works Department Code, Volume II (seventh



(ii)

¢dition), had been completely modified before they were embodied
in this Code, it has not been thought necessary to connect the
- rules in the new code with those in the old codes.

7. The rules in this Code ean be amended and revised by the
Anditor General who will welcome any suggestions for amend-
ments that are made for his eonsideration by local Governments
and Audit Officers.

M. F. GAUNTLETT,
A’uditor General.

November 158th 1931,



Pasr L—DEPARTMENTAL REGULATIONS.

CONTENTS.

1. Departmental Regulations—General . .
2. Departmental Regulations—Gazetted Staff
8. Departmental Regulations—Eatablishment

4. Office Proocedure

Parr IL—GENERAL RULES AND PRINCIPLES.

8. Audit Principles and Arrangements
8. General Rules and Principles of Classifioation

7. Granta and Appropriations .
Parr II.—TREASURY AUDIT.
8. General Arrangementa of Treasury Audit Department

9. Gazetted Officers’ Audit
10. Establishment Audit .

11, Trawelling Allowanos Audit .

11A Grant-in-aid Audit

13. Contingent Audit

13. Penaion Audit

14. Interest Payment Audit
15. Doposit Audit

16, Bill Audit .

17. Remittanos Audit

18. Miscellanecuns Andit

19. Audit of Reosipta

0. Bervice and Other Funda
11. Departmental Abstracts
22. Presidency Payments .

23. Compilation of Presidency Payments . - .

34 Bank Shest . .

25. Departmental Cash Aocounts
28, Statament of Disbursers® Accounta -

ARTICLE.

21
41
71

102
170
193

217

b~

-EEEEEEEEEEEEEEREE



(i)

Pagr IV.—PUBLIC WORKS AUDIT.

ArmiCLE.

27. General Arrangements of Works Audit Department e - . . 516
28. Sorutiny of Sanctions and Orders e + a4 e e 544
29. Works Aundit Register . . . . . . . . - 552
80. Audit of Vouchers and Schedule Dockets . . . . . . 566
31. Audit of Works Expenditure . . . . . . . . 578
32. Audit of Remittances . . . ' . . . 601
33. Aundit of Suspense Heads, Deposlt.s and Takavi Works Advances . . 617
3. Andit of Reeeipts . N . - . - . . . - 629
35. Miscellansous Andit and Retums . . . . . . . 641
36. The Monthly Acoount o . . . . . . . 665
37. Works Audit Summaries . . . . . . - . . 678
38. Settlement of Remittances . . . . - . - . . 688

Parr V.~FOREST AUDIT.
39. Forest Audit . - . . . . . - . . . 697

Pasr VL—RESULTS OF AUDIT.
40. Objections in Audit . . . . . . . . 714
41. Objections on Public Works Transactions . . . . - . 739
42, Objeotions on Non-Public Works Transactions . . . . 789

43. Appropriation Acoounts and the Report of the Audit Officer thereon  Appendix 16
Parr VIL—INSPECTIONS.

44. Inspection of Public Works Offices . . . . - . .
45. Inspection of Treasuriea . . . . . . . .
4& Outside Audit and Verification of Balances . . . - . .

g8



AUDIT CODE

PART I
'DEPARTMENTAL REGULATIONS.

Chapter 1.—Departmentai Regulations—General.

Auditor General . . . . Appeals against Accountant General's
Conatitution of & Civil Audit Office , 4 Audit decisions . . . 11
Departmental Contrel . . b Relations with local Government = 12
Tranafer of services of a Government; General Duties and Restricfions on
servant from ons Government Powera . . . . . 156
office or Department to another 10-A. { Transfer of Charge . . . . 19

Auditor General.

1. The functions of the Auditor General are defined in the Statutory
Ruies framed under section 96D (1) of the Government of India Aet,
which are reproduced in Appendix 1 and are known as the Auditor
(#eueral's Rules,

2. All audit and accounts instructions issuzed by the Auditor General
in the form of Code rules or otherwise derive their authority from the
Anditor General's Rules.

3. The rules defining the financial powers of the Auditor General are
given in the Book of Financial Powers issued under the authority of the
Government of India.

Congtitution of a Civil Audit Office.

4. A Civil Audit office is usually divided into departments or sections
as follows +—

1. Treasurv Audit. 8. Hizher Audit.

2, Pre-audit (see Note to Article 477). 9. Rock.

8. Gasstted Andit 10. Compilation.

4. Special Audit. 11. Acoounts—Current.
8. Pension Aundit. 12. Budgst.

8. Worka Audit. 13. Resource.

7. Forest Audit. 14. Routine.

The Resource Department forms a Pranch of the Audit offices in Madras
and Rangoon alone. General instructions relating to the procedure
ohserved in the audit group of sections Nos. 1 to B and in the Routine
Department are given in this Code and thoce relating to the remaining
Departments in the Account Code. Subsidiary instructions, either dealing
with matters of a local character or deceribing the details of procedure not
dAN;lii lm;.l; in the Code, are conveniently set forth in an Office Manual, see
rtiele T8.
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5-10-A] DEPARTMENTAL REGULATIONS—GENERAL. [Cuar. 1.

Departmental Control.

b. The Head of a Civil -Audit Office in each provinece is known as the
Accountant General except in Assam and the North-West Frontier Pro-
vinee where the designation is Comptroller, and the Indian Stores Depart-
ment, where he is designated ‘¢ Andit Qfficer '’ '

The term ‘‘ Accountant General ’’ wherever it is used in this code
should be held to include the Comptrollers, Assam and North-West
Frontier Province and the Audit Officer, Indian Stores Department,

6. The posting and transfer of Accountants General are made by the
Government of India, but, subject to the provisions of Rule 28 of the
Auditor General’s Rules, those of the other Gazetted Officers of the
General (or Public Works) List and Assistant Acecounts Officers attached
to a Civil Audit office are made by the Auditor General.

All reports of taking and giving over charge should be submitted to
the Auditor General on the day the transfer of charge is effected.

7. All communications on matters affecting the administration of the
Department should be addressed to the Auditor General even though it
may rest with the Government of India to pass orders thereon. In urgent
€ases a communication may be addressed direct to the Government of
India, but in that event a copy should be simultaneously eent to the
Auditor General.

8. The Controller of the Currency exercises certain powers in respeet
of Currency, Resource and Budget matters under his control. References
in connection with these subjeects should ordinarily be addressed to him,
but if in case of urgency they are addressed direct to the Government of
India, copies should be sent to hivt

9. References on all matters comnected with audit and account, and
the classification of receipts and charges, should always be addressed to
the Auditor General.

10. The rules defining the financial powers of Accountants General
are given in Appendix 3.

10-A. The transfer of the services of a, Government servant from
one Government office or Department to another is regulaied by the
*“ Government Servaunts’ Applications for Posts (Central Services) Rules ”’,
relevant portions of which are reproduced below—

. ‘‘ An applicant for appointment to a Central Service, or to any post
in a Central Service, shall not be eligible for appointment, if he is in the
service of the Crown in India and hat applied without the consent of the
Head of the Office or Department of the Government of India, or the

consent of the local Government, as the case may be, under wiom he is
employed.

Permission to a Gevernment servant employed in a Central Service
to submit an application for a post, to appear for an examination for a
post, or to transfer his services to a post, in another office or Department
of the Government of India, or under a local Government, shall ordinarily
be granted unless the Head of the Office or Department in which he is
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Cuar. 1.] DEPARTMENTAL REGULATIONS-—GENERAL, {10-A-17

employed considers‘that the grant of permission would not be consistent
with the interests of the public service.”’ n

Appeals against Accountant General’s Audit decisions,

11. The Auditor General is the final ‘andit authority in India and
Rule 16 (1) of the Auditor General’s Kules provides for the review, by
that officer, of audit decisions given by suborainate audit officers.

Relations with local Government.

12, The Accountant General should supply any informatiod required
by Government which can be derived from the accounts maintained in
his office, and can be furnished without additional establishment. If,
however, the supply of information cannot be arranged for without
extra establishment, a reference should be made at once to the Auditor
General.

13. The Accountant General should render such assistance as may be
required by Government and other authorities in the preparation of their
annual budget estimates, ‘

14. It is usually found convenient for the local Government, before
passing orders, to obtain the advice of the local Accountant General as
to uny particular application of fingncial rules or orders concerning which
there may be doubt. Also, whenever the Accountant General is of opinion
that any proceeding of the local Government transgresses any such rule
or order, and consultation with the local Government has not led to the
removal of the objection, he should adopt one of the following alter-
uatives ~— —

(+) If the case is one in which the Accountant General can ask
for higher sanction or order the recovery of the amount
involved, he should so aect.

(i) If the case does not fall under (¢) above and the Accountant

General considers it desirable to proceed further, he should
consult the Auditor General.

General Duties and Restriotions on Powers.

18. (a) The Accountant General is bound to ascertain that rules and
orders are obheyed. ’

(b) The degree of check to be applied to rules, orders and sanctions,

or to financial transactions purporting to he in compliance therewith, is-
indicated in the rules in Chapter 5.

(¢} The Audit officers’ powers to waive audit objections are stated in
Article 156,
18. An Accountant General wmay not” without permission of the

Auditor General, reverse any deliberate or imrportant orders passed by
any officer who preceded him in his office.

17. An Accountant General may not issne any important notice to
the publie through Treasury Officers or otherwise unless its form haz beem

approved by the Auditor General, ar the Controller of th
e b er of the Currency, as
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'18-18-A] ' DEPARTMENTAL BEGULATIONS—GENERAL, [Crar, 1.

18. An Accountant General may not—

(1" forward an application for sanction for expenditure or for re-
laxation of leave or pension rules ; such an application must
be simply returned for submission to the proper executive
authority ; or

(2) propose increases in departments other than his own ; or

(3) on any account join in protesting against any retrenchment or
economy which a competent authority may command ; or

- {4) suggest expedients for the evasion of the natural operation of
a rule when reporting on claims to pension or allowances of
any kind, his duty being merely to report how a claim is
affected by the rules ; or

(5) advise upon any questions relating to pensionary claims, until
a Government servant absolutely retires, or is about to retire,
from the service, except upon a reference from the Govern-
ment of India or the local Government ; or

(6) issue orders stopping the:payment of establishment or contin.
gent bills of an office to obtain compliance with orders.
The extreme measure of enforcing compliance with orders
by means of stoppage of pay should be resorted to only under
the express sanction of the local Government in each case.

18-A. In order to discharge his responsibility for the efficiency of
control over the section of the office which handles cash, it is incumbent
on the Accountant General or other head of the office at irregular intervals
to satisfy himself that the system of supervision, as preseribed in
authorised eodes or special orders, is carried out efficiently, and that if
there is any defect in supervision it is corrected and any necessary amend-
ment of the rules receives the sanction of competent authority. The fact
that the Cashier (or other subordinate who handles cash) has given
security, or execuied a bond, in no way alters this responsibility of the
Head of the office.

Not only is it desirable that there should be systematic internal
cheeks over the aceounts of the moneys passing through the hands of the
Cashier and other officials concerned, but it is equally important that there

“should be a, continuous review of the arrangements for the expeditious
disbursement of the moneys, for.the custody thereof, and for the prompt
and correct disposal of undisbursed balances and of suma otherwise pay-
able into the treasury, and that there should be adequate reconciliation,
preferably without previous notice, of cash balances with the accounts out-
standing against the eustodians of the balances. In verifying cash balances,
it is important to remember that verification serves no purpose unless it
takes into account, simultaneously, on the one hand 21l different categories
of cash in the keeping of the official or group of officials concerned, and,
on the other, all examined accounts for such cash.
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' "Crap. 1.] DEPARTMENTAL REGULATIONS—GENERAL, 119-20

Transfer of Charge.

10. A register should be maintained detailing all keys and valuable
and secret documents in the personal charge of the Accountant General.
At the time of transfer, the relieved Accountant General should hand
over to his successor all the articles detailed in the register, and report
to the Auditor Gepneral that he has done so0. This report should be
countersigned by the relieving officer who should also sign the list in
tge register in token of his having received all the articles speecified
therein,

20. When an Accountant General is being relieved either permanently
or temporarily of the charge of his office he will draw up a memorandum -
showing in what respeets the working of any of the sections of his office is
defective or in arrears and noting any important irregularities in connec-
tion with the offices rendering accounts to him. In the memerandum he
should specify clearly all important defects that may exist in the working
of his own office or of accountipg offices and state the causes thereof and
the remedies he has applied or intended to apply, and should also men-
tion the state of the codes and Manuals for the upkeep of which he is
responsible (to what extent up to date, necessity for neprinting, ete.) and
iniportant cases which are pending and are likely to call for the special
attention or serutiny of the relieving officer. The relieved officer js, in
short, expected to place the results of his special knowledge and experience
of the office at the disposal of his successor in order that the lattcr may
not start handicapped by ignorance of the state of the office or of such
matiers as require his special and personal supervision, and that, as
far am possible, any breach of continuity in procedure or practice may
be avoided in regard to cases and matters actually under settlement. This
memorandum should be handed over to the relieving officer, a copy being
simultaneously submitted to the Auditor General, by the relieved officer
with the advice of his having made over charge. It will be the duty of
the relieving officer to make a preliminary examination at the time of
relief, and within the space of three months, to satisfy himself fully that
evaerything is all right and to make a report to the Auditor General, if he
finds that the contrary is the case.
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18. An Accountant General may not—

(1° forward au application for sanction for expenditure or for re-
laxation of leave or penmsion rules ; such an application must
be simply. returned for submission to the proper executive
authority ; or

(2) propose increases in departments other than his own ; or

(3) or any account join in protesting against any retrenchment or
economy which a competent authority may command ; or

- (4) suggest expedients for the evasion of the natural operation of
a rule when reporting on claims to pension or allowances of
any kind, his duty being merely to report how a eclaim is
affected by the rules ; or

- (5) advise upon any questions relating to pensionary claims, until
a Government servant absolutely retires, or is about to retire,
from the service, except upon a reference from the Govern-
ment of India or the local Government ; or

(6) issue orders stopping the:payment of establishment or contin.
gent bills of an office to obtain compliance with orders.
The extreme measure of enforcing compliance with orders
by means of stoppage of pay should be resorted to only under
the express sanction of the local Government in each case.

18-A. In order to discharge his responsibility for the efficiency of
control over the section of the office which handles cash, it is incumbent
on the Accountant General or other head of the office at irregular intervals
to satisfy himself that the system of supervision, as preseribed in
authorised codes or special orders, is carried out efficiently, and that if
there is any defect in supervision it is eorrected and any necessary amend-
nwnt of the rules receives the sanetion of eompetent authority. The fact
that the Cashier (or other subordinate who handles cash) has given
security, or executed a bond, in no way alters this responmsibility of the
Head of the office.

Not only is it desirable that there should be systematic internal
checks over the accounts of the moneys passing through the hands of the
Cashier and other officials concerned, but it is equally important that there

“should be a. continuous review of the arrangements for the expeditious
disbursement of the moneys, for the custody thereof, and for the prompt
and correct disposal of undisbursed balances and of sums otherwise pay-
able into the treasury, and that there should be adequate reconciliation,
preferably without previous notice, of cash balances with the acconnts out-
standing against the custodians of the balances. In verifying cash balances,
it is important to remember that verification serves no purpose unless jt
takes into account, simultaneously, on the one hand all different categories
of cash in the keeping of the official or group of officials concerned, and,
on the other, all examined accounts for such cash.
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Transfer of Charge,

19. A register should be msaintained detailing all keys and valuable
and secret documents in the personal charge of the Accountant General.
At the time of transfer, the relieved Accountant General should hand
over to his successor al] the articles detailed in the register, and report
to the Auditor General that he has done so. This report should be
countersigned by the relieving officer who should also sign the list in
tl];e register in token of his having received all the articles specified
therein.

20. When an Accountant General is being relieved either permanently
or temporarily of the charge of his office he will draw up & memorandum
showing in what respects the working of any of the sections of his office is
defective or in arrears and noting any important irregularities in connee-
tion with the offices rendering accounts to him. Tn the memorandum he
should specify clearly all important defects that may exist in the working
of hia own office or of accountipg offices and state the causes thereof and
the remedies he has applied or intended to apply, and should also men-
tion the state of the codes and Manuais for the upkeep of which he is
responsible {to what extent up to date, necessity for neprinting, ete,) and
imiportant cases which are pending and are likely to call for the special
attention or scrutiny of the relieving officer. The relieved officer is, in
short, expected to place the results of his special knowledge and experience
of the office at the disposal of his successor in order that the latter may
not start handicapped by ignorance of the state of the office or of such
matters a8 require his special and personal supervision, and that, as
far aR possible, any breach of continuity in procedure or practice may
be avoided in regard to cases and matters actually under settlement. This
memerandum should be handed over to the relieving officer, a copy being
siwulianeously submitted to the Auditor General, by the relieved officer
witli the adviee of his having made over charge. It will be the duty of
the relieving officer to make a preliminary examination at the time of
relief, and within the space of three months, to satisfy himself fully that
everything is all right and to make a report to the Auditor General, if he
finds that the contrary is the case.
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Chapter 2—Departmental Regulations—Gazetted Staff.

Constitution . . . . .21 Retirement and Resignatio: - 80
Distribution of Work . . . 24 Feea . . . . . 31
Training and Examination of Junior Confidential Reports o+ . 82
Oificers. . . . . . 25 Conduct Rules . 33
Leave Applications . . . 26 Government Residences 40
Buperannuation . . . . 29
Constitution.

21. The gazetted staff consists of officers of the Indian Audit Depart-
ment, styled Deputy or Assistant Aceountants General or Probationers,
and of Assistant Accounts Officers. In the North-West Frontier Province
and Assam the Deputy and the Assistant are designated as Deputy and
Agssistant Comptroller ; but see Article 5.

1. All Assistunt Accounts Officers, other than those who were appointed as

Chicf Superintendents prior to 3rd June 1914, are liable for service anywhere in
India and Burma. See also Article 61. :

22. A scale of gazetted officers has been fixed for each Audit office
and is ordinarily followed in the distribution of officers.

23. The Auditor General is authorised to fix or change the head-
quarters of any gazetted officer under his control.

Distribution of Work.

24, The distribution of work among the gazetted officers is left to the
discretion of the Aceountant General. The Budget Department (and the
Resource Department in Madras and Burma) and the sections exercising
higher Audit functions and performing such audit of appropriations as
is conducted on behalf of the Legislature must be directly under the
Accountant General. Except in the case of the smaller offices, where it
may not be possible or necessary, the Accountant General should aim
(a) at making the Deputy or one of the Deputies responsible for the
administration of the office, go as to relieve himself as far as possible from
the details of office administration, (b) at placing all audit work under
the zeneral control of the Deputy or Deputies, and (¢) at releasing the
Deputy or Deputies as far as possible from supervisiom of the detailed
work of individual andit sections so as to afford time for general control.
As far as possible, the whole of the Gazetted Audit Department should
also be placed under the same gazetted officer. But the Accountant
General will remain generally responsible for the whole work of the office,
and he should take such measures as are necessary for keeping himself
thoroughly acquainted with the departments which are not in his imme.
diate charge. He should also, as far as possible, avoid changes among his
departments.
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Training and Examination of Junior Officers,
95. The rules for the training end examination of Probationers in
the Goneral List of the Indian Audit Department are given in Appendix 4.

Leave Ai)plications.

26. (a¢) Leave applications of officers holding the rank of Accountant
General require the sanction of the Government of India in the Finanee
Department and should be submitted,to the Auditor General, who will
forward them with his opinion as to whether the leave should be granted,
and suggest the departmental arrangements to be made if the leave is
grauted. -

Norx.—Heoads of Audit ofices should intimate to the Auditor General In writing
whenever they propose to leave headquarters on duty or casnal leave or durmg
holidays. But in the ease of the Accountants. General, Madras and Burma,
who are also Deputy Oontrollers of the Currenrcy, the communications should (if
possible) be addressed through the Controller of the Currency and the latter
vficer’s permission is necessary before the Accountant General ean Jeave his head-
quarters, During the Budget season the Heads of Audit offices are expected to
remain at beadquarters. If the absence from headquarters isn likely to he for
more than five days, the address during ahsence should be intimated to the
Auditor General. .

{b) Applications from other gazetted officers attached to Civil Audit
offices, unless the Accountant General is competent to deal with them
under Article 27, shounld be forwarded to the Auditor General for dis-
posal, with the recommendation of the Accountant General,

27. (a) Heads of Civil Audit offices i:nay deal finally with applications
for leave on average pay up to four months of Assistant Accountants
General, ) _

Notz 1.~—The Auditor General may suspend the exercise of the power, where

the appointment of s substitute is involved, when there is an excess of gasetied
officrrs on duty over the sanctioned number of charges in the Department.

. Norx 8.—Itf leave be refused in any ease, & report of the reasons for the refusal
shall be made to the Audilor General

Norz 3.~All grants of leave, and the date of departure om, and return fram,
leave shall be reported at onee to the Auditor General '

\b) They may also deal finally with applications for all kinds of
leave of Assistant Accounts Officers and may appoint officiating officers
in their places. All grants of leave and officiating appointments made
i consequencs should be reported to the Auditor General.

27-A. All Officers of the Indian Audit and Accounts Service and
Assistant Accounts Officers promoted from the All-India List of Public
Works Aeeonr_m.nta ghall, before they make over charge of their duties
:;'he_n p;neeedmg on leave, report to the Auditor General their address

nring leave.

97-B. Officers of the Indian Audit and Accounts Service who take
leave on grounds of ill-health, whether on medical certificate or not, should
submit to the Auditor General a medical certificats of fitness under
an.damental Rule 71 in time to reach him at least one week before the
expiry of leave or extension of leave which has been sanctioned for one
14AG0 »
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month or less and two weeks before the expiry of leave or extension of
leave which has been sanvctioned for more than one month. In the absence
of a fitness certificate, or of other advice, it will be assumed that* the
absentee is not well enough to return to work on due date but will apply
for estension of leave on production of a proper medical certificate,

. 27-C. All officers of the Indian Audit and Aeccounts Service "re-
turning from leave out of India should intimate to the Auditor General
in good time the date on, the ship by, and the port at, which they intend
to reach India. On arriving at the port of disembarkation they should
snvariably call at the office of the Accountant General or, in the case of
arrival at Karachi, at the office of the Audit Officer, Lloyd Barrage and
Cauals Construction, and ask for orders of posting, if not already received,
or for confirmation of orders received previously.

28. Heads of Audit offices should submit to the Auditor General, by
st July and 15th October each year, reports of the intentions of all
gazetted officers, including themselves, to proceed on leave between October
-and March, and between April and September, respectively. The reports
should be submitted in Form 1.

Superannuation.

?9. Recommendations for extension of service after superannuatjon
shouid not be submitted more than six months before the date on which
the zazetted officer would, in the absence of special orders, retire.

1. Assistant Acecounts Officers shonld be considered as non-ministerial servants
for the purpose of Hule 56 of the Funrdamontal Rules.

Retirement and Resignation

30. Applications for pensions of gazetted officers of the Indian Audit
Department should be submitted to the Auditor General.
\ Note—Under Rule 39 of the Auditor General’s Bules, the Auditor Genersl, in
' addition to aecording sanction to ordinary pensions, ean also exercise the powers -
of 1 Local Government under Civil Service Regulations, Article 475-A, 1n vegpuct
of the sanction of additicnal pensions.

. 30-A. Resignation of members of All-India Services serving in the
Indian Audit Department, who resign before they become eligible for
either retiring or superannnation pension must be submitted through
the proper channel for sanction of the Secretary of State. The reasons
for such resignation, where these are known, shall also be communicated
with notice of the resignation, for transmission to the Secretary of State
‘when his sanction is sought.

Fees.

31. Gazetted officers of the Indian Audit Department may not take
up the audit of accounts or other similar private work, for remuneration
or otherwise, without obtaining special sanction, which will be—

(1) that of the Audifor General,
(a) if the work carries no fees, or
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(b) if, in the case: of 'Assistant .Accounts Officers, the amount
. of the fee is not in exeess of the limit which the Auditor
e General is empowered to sanction ;

and (2) that-of the Government of India in all other cases. |

+ + 1. This Article does not apply to work of other classes which is governed by
. the Yules framed by the Goverwnont of Indiz under Bule 47 of the Fundamental
Rulea. : .

Confidential Reports. -

82. The Accountant (General should send an annual report in Form
No. 1-A on each officer of the Indian Audit and Accounts Serviee® in-
, eluding probationers confidentially to the: Amistant Auditor General
(Personnel) by name, so a8 to reach that officer by the 15th of April,
reports on gaszetted officers of the Currency Department in Madras and
Burma being sent through the Controller of the Currency. These reports
should be prepared in accordance with instructions issued from time to
time, Office copies need not be kept. :

1. It is not necessary that whom the Accountant General mekes adverss eom-
ments ou the work or conduct of a garetted oficer he ahould tell hira 8o ; but it is
nessssary that, ordinarily, at some time or other during the period under report,
the guretted officer should have been made acquainted with the opinion of the
Aceountant General aud told that he must endeavour to effect an improvement,
Only thoss defoots nesd be pointed out which ean be remedied snd great attention
should be paid to tho manner and method of sonmunication in order to snsure that,
Inviqg regard to the temperament of the officer concerned, the advice given and the
warning administered shall be most benofigial to him, It is important that the
effect of the udmonition should be mentioned in the confidential report,

3, Annual reports only on those Amsistant Accounts Ofeers who -
mended for special promotion to the CGeneral List shonld be lubmitteu: ::eo tl:u
Auditor General.

Condnot Rules.

83. The standing orders of the Government of India regarding
eonduct of all Government servants in eivil employ, framed un;t:
Bection 96-B (2) of the Government of India Aect, are published in a
separats pamphlet, entitled *‘ The Government Servants’ Conduct Rules,”
and are applicable to all gasetted officers of the Indian Audit Department,
who are supplied with a copy of the Rules by the Auditor General’s office.

1. The Auditor General exercises the powers of & Loeal Government under the

Government Servants’ Condust R: in respes 'vernm BOTYAR!
his administrative eontrol. ules in $ of ull Go ent ts under

84 An Accountant General is bound to report to the Auditor General,

m&t&y oglozr .striotly. any misconduot on the part of a Embordimh

Slnthepayo!anyoﬂieerinthe(}enen]mstotth i i
Department be attached by order of a Civil Court, the ;agd’:u:tnd;

immedia i .
e :;‘l'r reported to the Auditor General, together with the explana-

l.ﬂehluhArﬁdoanphﬁohMﬂm
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4 36. On the subject of arbitrations the following rules have been iaid
own :— ‘ '

1. A Government servant shall not set as arbitrator in any case without the
sanction of his immediate superior, unleas he be directed so to act by a Court having
authority to appoint an arbitrator.

2, No Governmenti servant shall 2et as an arbitrator in any case whieh is likely -
to come before him in any shape in virtue of any judicial or exeeutive office whieh
he may be holding.

3. If a Government servant acts as arbitrator at the private request of dis-
putants, he shall accept no fees except as provided im the rules framed by the
Gowernment of India under Rule 47 of the Fundamental Rules. .

4. If he acts by appointment of a Court of Law, he may sceept such foes as th
Court may fix.

37. In regard to the title to medical attendance, the rules applicable
‘to Civil gazetted officers of the province generally are equally applicable
1o officers of the Indian Audit Department.

38. For rules regarding the submission of petitions to the Govern-
ment of India and of memorials to the Secretary of State, see the follow-
ing documents —

Home Department Communication. Finanoe Department endorsement.
. Notifications Nos. 147 and 148, dated 19th  No. 756-P., dated 4th February 1005.
Junuary 1905.
No. 2530, dated 215t July 1905 . . No.4342.P., dated 2nd Avngust 19085.
No. 3994-P., dated 17th July 1906.
No. 6220.P., dated 4th October 1907.
Now. 3005-3014, dated 21st December 1008  No. 100-P., dated 8th January 1909,
No. 30-P., dated 6th January 1909,
Nos, 8582-891, dated 12th March 1909 » No. 1595-P., dated 23rd March 1009,

Noe. 1205-1214, dated 24th May 1911 « No. 3452-C.8.R., dated 9th June 1811.

Ntl)tiﬁution Ro. 2441, dated 26th October  No. 781-C.8.R., dated 18th November 1912,
912. :

N’tl:;iﬁoation No. 1568, dated 15th September No. 996-C.5.R., dated 25th September 1914,

Nore 1.—Government servants may join in combined memorials when the matter
sbont which they wish to petition Government is not eonneeted with their position

.l!a”’u;m'mb of Government.—(Financa and Commeros, No. 895, dated 14tk Moy

Norz 2.—Appeals or representations addressed to the Government of India or
the Becretary of State shonld be submitted to the Auditor General in duplieate.

Norz 3.—Copies of memorials addreased to the Seeretary of Btate or to the
Governor General in Couneil shounld not be forwarded by the memorialiste direet to

those suthoritios, such rised the rules for the submis-
o o uaritie as & practice is not antho by
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89, No gazetted officer should correspond direet with an authority
superior to the officer under whom he is immediately serving, or with the
Aud.ltor General or the Government of India, out of the regular course,
unless in & case of extreme emergency, in which case he must send copies
of his ecommunications to his immediate superior.

Govemmqnt ﬂesidenou..

40, The provision of residences for Government servants and the
assessment of rents will be governed by Rules 45 to 45-C. of the Funda-
mental Rules and any other rules framed thereunder.



I &

41-42] DEPARTMENTAL - REGULATIONS—ESTABLISHMENT. [Caap, 8.

Chapter 3.—Departmental Regulations—Establishment,

Sanotion and Revision . . . 41 [ Training . . . . 684
Appointment, and Promotion— Finea . . . . . 69
General . . . - . 42 Dismissal, Discharge and Resignation 70
Bubordinate Accounts Service . 47 | Date of Birth . . . . T3
Special Pay . . . . . 64 | Fees . . . . . T4
Re-employment of penasioners |, . 66 | Conduet Rulesa . . . 16

Commutation of Pensionas . .66-.A Statement showing the distribution of
sudit .of the bills pertaining to the
Audit . . . . . . 87 non-gazetted establishments and
Leave . . . . . . 68 of the contingent bills of each Audit
or Account Office . Annexure A

Sanction and Revision

41. Any proposal for revision of the establishment or for temporary
or permanent additions thereto, which is not within the powers of the
Accountant Genera] to sanction, should be submitted to the Auditor

General either for his sanction or for the sanction of the Government of
India.

1. If the work of the Local Audit Department is handed over to the Accountant
General, the powers of ranction of the Auditor General and the Accountant General
in respect of the eatablishment entortsined on such work will be the same as their
powers in respeet of establishments employed in Audit offices. Proposals for
revision which are beyond the powers of sanction of the Accountznt General should
be submitted to the Auditor General either for his sanetion or for the sanction of
the Govornment of India, as the case may require. If an establishment iz employed
under an Accountant General partly on Government work and partly on local fund
audit, a proportionate share of the cost of the establishment will be charged to the
Local Government. If the Local Government has taken over the control of the Loeal
Andit Department and the Accountant General desires to ask the Local Government
to permit that Departruont to undertake on his behalf any work in coanection with
the audit of Government accounts it should be arranged with the Local Government
that, if the Local Government desires to raise the rates of pay of the Local Audib
staff g0 as to increase the amount due from Central Revenues in payment for the
work undertaken on its'behalf, it shall first address the Accountant General so thas

he may be able to make other arrangements for that work if the change be deemed
desirable,

2. Proposals for rovision of the establishment of Divisional Accountants shonlid
be submitted to the Auditor General either for his sanction or for the sanction ef
theGnvarnmentdIndia,uthemmytequ;m

Appointment and Promotion.

General,

42 .T.]:e appointment and promotion of persons on the establishment
of a Civil Audit office rest with the Aeccountsnt General, subject, as
regards members of the Subordinate Account Service, to the provisions

of Articles 47 to 63, and as regards Divisional Accountants, to the rules
In the Public Works Account Code.
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~ 43. 1t is desirable to test the qualifications of clerks on first appoint-
ment and, subject to the general instructions issued by the Auditor Gene-
ral from time to time, suitable rules should be laid down by the Head of
each Audit office with reference to the state of educatior and the supply
of educated men in the provinee.

43-A. The Accountant General is personally responsible for seeing
that orders and instructions of the Government of India and of the
Auditor General relating to the appointment of members of minority
communities are obeyed,

43-B. Subject to the observance of orders and instructions referred
to in the preceding article, sons of Government servants who have served
Jong and faithfully in Aeccounts and Audit Offices may be given pre-
ference for appointments in the clerical and lower grades provided they
have educational qualifications approximately equal to those which are
required in practice in the ease of other recruits and provided also they
appear to be fully up to the calibre of the staffs to which they are intended
to he recruited.

43.0. Accountants General should be very sparing in the exercise of
their powers to relax the age limit for appointments in their offices and’
should not accord special treatment in this matter to cases coming under
the previous article. -

43-D. Bubject to the following exception, recruitment in Civil
Audit and Account Offices is restricted to residents of the provinece in
which the office is situated =

(a) In cases coming under articla 43-B, the candidate may be
recruited to an office in the provinee of origin of his father.
(b) It difficulty is experienced in recruiting members of minority
communities with adequate qualifications they may be recruit--
ed from an outside area:

Nore.—For the purposs of thia article the proviness of Delhi, the Purjab and
the United Provinoss will be considered aa ** ths provines '’ in the case of recruit-

ment to Qivil Audit and Accounts Offices in the Delhi Provinece.

43-B. In offices where recrvitment for the clerical and lower grades
of superior services is not made by ap entrance examination a selection
board should be constituted within the offive to recommend to the Acoqunt-
ant General the order in which candidates for posts should be appointed.

44. Deloied.

43. As a precauntion against the inadvertent re-employment of men
who may have been dismissed, the Head of the office,should ascertain
whether an applicant for a post has been in Government service before,
and should refer to his previous employer if the circumstances eonnected
with his discharge are not eclear. Every applicant should be required to
turngah & certificate of good character having speecial reference to the
previous two years, and, if he was ever in servioe before, he should further
be required to produee a eopy of his character book or other record of
service. A person who sucoeeds in obtaining employment by the oon-
cealment of his antecedents would obviously merit dismissal on the trus
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facts being discovered. The sanction of the local Government should

always be required to the re-employment of persons dismissed.
Norr~Dismissal should be distinguished from ordinary ‘Temoval or discharge.
46. A character roll in Form 1-B, which will be in the nature of a

confidential report, will be maintained for each member of the Subordinate
Accounts, Divisional Accountants and Clerical Services.

In the case of members of the Subordinate Aeccounts Service the
report will be written up by the Gazetted Officer personally and submitted
to the Accountant General for the endorsement of further remarks.

In the case of members of the eclerical establishment and Divisional
Accountants attached to the Audit Office, the details of the report will
be filled in by the Sectional Superintendent. The reports thus prepared
will be submitted to the Gazetted Officer in charge of the section who
will sign, them after adding such remarks as he may consider necessary.

1. See also rule 1 below Article 82.

I
2. The Accountant General should arrange for a periodical inspection of these
-eharacter rolls to see that they ars kept up to date.

8. The character rolls shonld be entered up annually and at every change of
gazetted officer in the case of members of the Bubordinate Accounts Secrvice, or of
Bectional Superintendent in the case of members of the clerical establishment and
Divisional Accountants attached to the Audit Office. The column ‘¢ Fitnesa to ercss
the bar ’” in the form of character rolls should also be utilised in due eourse for
stating in the cage of clerks on the new scales of pay ‘¢ whether the clerk is so well
above the average as to deserve promotion to the selection grade '’

*Subordinate Accounts Service.

~ 47. The Subordinate Accounts Service is divided into three branches,
the Ordinary, the Loeal Audit (including the Outside Audit Branch
of the office of the Accountant General, Bengal), and the Commercial

and transfers between these branches are admissible only under the rules
applicable to each branch.

The Ordinary branch js divided into two sections, the designations
of the incumbents being Senior Accountants and Aeccountants.

Norx 1.—There is no duty in the Civil Audit office the performanee of which
by & clerk or a Divisional Accountant enn give rise to & claim by him for promo-
tion to the Subordinate Accounts Service, but special pay is sometimes given under
Article 64 for performing dutios carrying aperial responsibilities. A person ap-
pointed as an officiating Accountant, under Artiele 49 or 53, may, however, be
'“‘!:’j“ the enhanced pay on aceount of that appointment if he has assumed the
duties” gencrslly allotted to the supervising - staff. Divisional Accountants when
ltuehgq to the Audit office are generally expected to perform the duties of the
supervising staff, but they may, when neceseary, be employed on duties which are
identical with those of clerks, It is not permissible to allow enhanced pay to &
elerk appointed to perform the duties of a Divisional Accountant so employed,

during his nbsence on leave or otherwisc, unless such clerk is qualified for officiat-
ing promotion to the rank of Divisionsl Accountant.

NoTE 8.—Appointment to the service carries with it the liability of transfer to
the offices of the Auditor General and the Controller of the Curremcy, and this
liability should he intimated to incumbents on their first appointment. In the
case of peraons appointed prior to 8rd February 1914, endeavours will be made to
make the terms of transfer attractive, but if such transfer is refused, the person

concerned must Le prepared to forgn further increase of pay in his loeal office.

*The rulew relsting to the L.acal Andit branch of the Bubordinate Accounts
&ntrnn)::e rg:dn&t tappl:r to provinces in which the Local Audit Department has been

he contro} of the Loeal Government
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. 48, Appointments to this Service may, at the discretion of the
Accountant General, and subject to the rules in Articles 49. to 50-B, be
made as follows :— :

(s) by transfer of men who are already in, or have qualified for
promotion to, the Subordinate Accounts Service of any
one Branch, to the Subordinate Accounts Service of another
Branch ; 'Y

(%) by confirmation of persons recruited as spprentices, after
they have become duly qualified ;

(i%) by promotion from the Clerical or Divisional Accountants
Service,

49. The following rules govern the appointment of persons recrumited
from the source indicated in clause (¢) of Article 48 :—

(1) No person so appointed can be confirmed unless he has passed
the qualifying departmental examination preseribed in
Appendix 4 for the branch of the service in which he is to
be confirmed. All men 80 transferred, though counting
against the sanctioned strength, must, therefore, at first be
appointed on probation only.

(2) The period of probation shall not be less than six months, and
shall eease pot later than the date on which the result of
the third qualifying examination at which the candidate
appears reaches the office to which the candidate belongs.

(3) Every person appointed on probation under Rule (1)} above
must appear at the first and, if he fails, at the second and
third examinations held after his appointment, unless the
first examination is prescribed to be held within six months
of the date of his appointment, in which case, if he does
not appsar at that examination, he may be allowed to
m at the second, third and fourth examinations

28

Nora—A candidate is not bound to sit at the first examination, even if it be
held more thanm six months after hia appointment, if he does not desire to do mo
and the Aacountant General thinks it will interfere with his traiping. Im mmeh -
& oabe, however, he loass one chansce.

(4) Except with the special sanction of the Auditor General, fail-
ure to pass at the third examination at which the eandi-
date should appear will entail reversion to the post which
he held substantively prior to his transfer.

50. It is important that, under clause (¥) of Article 48, apprentices
should be recruited ocoasiomally, though on a very moderate scale,
They should be young men with brilliant university records and,
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whenever possible, men who have appeared for the Competitive exami~
nation for admission to the Indian Audit and Accounts Service and have
obtained high places on the list but not sufficiently high to secure appoint-
ments. .

The following rules govern their appointment :—

(1) Apprentices [see Supplementary Rule 2 (2)] will not be
counted againdt the sanctioned strength of the Subordinate
Accounts Service unless and until they are appointed
thereto under rules (3) (b} and (4) below.

(2) Although it is not necessary under Rule 1 above that there
shall be a vacancy in the Subordinate Accounts Serviee
when an apprentice is first appointed, it is necessary that
there shall be, on the date of such appointment, a reason-
able probability of such a vacancy occurring on or before
the expiry of the period of apprenticeship as defined in
Rule 3 below.

(3) The period of apprenticeship shall be terminated as indicated
in clanses (a¢) and (%) below on the daté of the receipt, in
the office in which the apprentice is working, of the resnlts
of the next.examination for the Subordinate Aeccounts Ser-
vice held after the expimy of 18 months from the date of
the commencement of his apprenticeship, unless he has
been successful at a previous examination, when Rule 4
below will apply. '

(a) If the apprentice has been unsuccessful in that and in pre-
vious examinations, he shall revert as a clerk or be re-
moved from the office. If he is reverted as a clerk, Lis
pay and position in the clerical grade will be fixed by
the Auditor General

(5) If he be successful at that examination, he will be appoint-
ed to fill the last vacancy which oceurred in the Subor-
dinate Aceounts Service after the date of receipt of the
results of the previous examination, which vacancy must
have been kept unfilled pending the receipt of the results.

(4),If an apprentice be snccessful at an examination held before
the expiry of 18 months from the commencement of his
apprenticeship, he shall remain as an apprentice until the
date of the next vaeancy in the Subordinate Accounts
Service ; and shall then be appointed to fill that vacancy.
Such promotion is however subject to the condition specified
in Article 52 (a) below.

060-A. Deleted.

50-B. Except as permitted by Articles 48 and 49 (1), no person may
be promoted, under clause (4i) of Article 48, to the Subordinate Accounts
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Service, from the Clerical or Divisional Accountants Service, in either
8 substantive or officiating capacity who has not passed the departmental
examination preseribed in Appendix 4 for the branch of the Service to
which he is to be appointed.

51. No monopoly of the appoiniments in the Subordinate Accounts
Service is conferred upon members of the clerical service by passing the
Departmental examination. Absolute discretion is retained for the head
of each office to recruit apprentices, whenever the interests of the office
in his opinion require it, even though there may be members of the
clerical service who have passed the Departmental examination ; but
goe Article 50. The members of the clerical service have this advantage
that they can by their work make their merits known to the head of tke
office.

52. (a) The mere passing of -the examination does not establish a
claim for promotion to the Subordinate Accounts Service. No one will
be appointed to this service unless he is considered fully qualified by
ability and experience to discharge the duties of an accountant,

(b) Other qualifications being equal, candidates are ordinarily seleet-
ed in the order of the dates of their passing the examination, but, in.
order to allow for length of service and experience, every three com-
plete years of the excess in length of service (either as a clerk in the
Audit Office or a8 a Divisional Accountant or an aceounts clerk in a--
divisional or sub-divisional office of the Public Works Department)
should be treated as compensating for one year’'s delay in passing the
examination.

Nors.—All sontinuous officiating and temporary service and service as an ap-

preatice or probationer, followed hiv confirmation, should be taken into account in
ealculating length of service under cluuse (b) above.

(¢) Regardless of the provisions of clause (b), a passed eandidate
who has shown outstanding ability and marked superiority over others,
may, at any time, be selected by the Accountant General for preferential
promotion.

‘B3-A. Clerks of the Audit office who have passed the examination for
the Subordinate Aceounts Service under the new rules (Appendix 4-IV)
must undergo sufficient training in Public Works Accounts. Ordinarily,
training for one month in. the duties of an acecounts clerk in a sub-divi-
sional office, for 8 months in those of an accounts eclerk in a divisional
offiee and for one year in the duties of a Divisional Aecountant in a
divisional office should suffice ; but the Accountant General may modify
these periods according to the merits of each c¢lerk. Such training may be
given either before or after the appointment of the elerk to the Sub-
ordinate Accounts Service, as the Accountant General may find convenient.

. Travelling allowance as on transfer may be allowed, at the discre
tion of the Aecountant General, to Subordinate Aceounts Service clerks
stnt for training in Publie Works Aocounts, and to eletks and Accountants
sent for training in Commereial Aceounts. '
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63. Appointrqents and promotions which are in accordance with thée
foregoing rules will be made under Article 48 by the Accountant General.
In other cases the sanction of the Auditor General is required.

B4. It is open to the Accountant General, in appointing any person
to the Subordinate Accounts Service, to limit the pay drawn by him if
he sees no oceasion at first to allow the full amount.

65, Clerks of the Audit office who passed the examination for the
Subordinate Accounts Service under the old rules (Articles 1665-C to
1665-E of the seventh edition of the Civil Account Code), are eligible for
promotion only to the old cadre of the Civil Subordinate Accounis Service
of the Audit office, as it stood prior to its amalgamation with the Publie
‘Works Account cadre, ordered in Government of India, Finanee Depart-
ment, Resolution No. 1318-F. E., dated the 28th November 1917.

66. The Aeccountant Qeneral should maintain a separate list to
regulate promotions on the old cadre. The names of all persons ap-
pointed to this cadre under the old rules should be borne on this list
until they vacate it in the ordinary course. The names of direct recruits,
to the extent of one-third of the vacancies in this cadre, should also be
borne on it Pro formd, as if they were appointed under the old rules,
such appointments being admissible, to the extent now permissible, under
those rules as well [see Article 58 (4)].

b7. The rules in Articles 48 to 56 do not apply to the Public Works
Accountants whose names are borne on the All-India List of the Auditor
General. [These Accountants are liasble to be transferred from one
province to another according fo the requirements of the public service.

In cases in which a vaeaney oceurring in this cadre is either permanent
or likely to be continuous for more than 6 months, a report should be
made as early as possible to the Auditor General to enable him if necessary’
to post an Accountant from another province. Statements showing actual
Incumbents of the posts of Public Works Senior Accountants attached to
each office should be furnished to the Auditor General half-yearly on the
30th September and the 31st March of every year.

. Deaths, retirements and resignations amongst the Accountants on
-this list should be reported immediately ta the Auditor General.

b8. (@) Persong referred to in Articles 55 to 57 whose names are
borne on the old cadres otherwise than Pro formd, or who are eligible
for promotion thereto, have at present no option of coming on to the
amalgamated cadre of the Subordinate Aeccounts Service of the Audit
office, except as provided in Rule 1

1. Additional posts of the Subordinats Account Bervice created after the 28th
November 1917 will be filled up locally in accordance with the rules in Article 52
by the promotion of either the clerkas referred to in Articlo 55 or the Divisionul
Aceountants referred to in Article 57 or the persons who have passed the amalgamst-
ed departmental examination referred to in Appendix 4 (IV).
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(%) Incumbents of the separate cadres receiving special protectiom
will, however, be placed Pro formi on the amalgamated eadre with a .
view to regulating promotions and appointments on that cadre. When a
direct recruit is given a position on the combined list above any of the
persons referred to in clause (a), he will be assigned a corresponding
place Pro formd on the old list in which the vacancy,:in which he was
entertained, occurred. '

: (¢) Whenever any reduction is madé in the amalgamated eadre, the
number of posts in the old cadres referred to in those articles should also
be reduced proportionately.

69. The pay and allowances of the Subordinate Aeccounts staif are
to be drawn upon bills separate from the clerical staff.

80. Deleted.

61. Promotions of members of the Subordinate Accounts Service in
vacancies amongst Assistant Accounts Officers, other than those ecaused
by absence on leave, are made by the Auditor General. Promotions will,
a8 & general rule, be made by selection from among Senior Accountants.
Though due weight will be given to seniority in deciding the claims of
subordinates whose qualifications are approximately equal, and to the
claims of men in the office in which a vacancy occurs, neither considera-
tion ‘per s¢ will be the deciding factor. If in any office there is mo
subordinate who is considered fully qualified for promotiom, the Auditor
Génaral may arrange for the promotion of a suitable man from ancther
office.

1. Offieiating appointmentsa in leave va.emeiei of Aszistant Accounts Officers are
mado locally by the Accountunt General, vide Article 87 (). -

8. In regulating promotions, the elaims of the men referred to in Articlo 58
borne on the old cadres will bs determined in ascordance with the orders in the
Resolution quoted in Article 55. But in ¢asca in which subordinates are appointed
to officiate as Assistant Aaccounta Officera against vacancies in the General (or
Public Worka} List of the Indian Audit Department, the promotions will be mads
by the Auditor General, by strict selection from amongst all the men available.

3. When propoaals are made for fllling up vaeancies amongst Assistant Accounts
Officers, other than those eaused by leave, the charueter roll eontaining the eonfl-
dential reports on the Accountant who ia recommended for promotion should be
submitted along with the proposala, If the recommendation involves any supes-
sessions, then the character rolls not only of the Aecountant recommended but also
of thoss whom it ia proposed to supersede ahould be sent for reference.

62. Annual reports should be submitted to the Auditor General by
the 1st May every year, separately, on all Senior Accountanis on the
All-India List (Article 57) and on civil senior Accountants and Acoount-
antr who are recommended for special promotion to the General List.

‘ The reports should give the following perticulars »—
(a) Name.
(3) Rank

{c) Capacity and knowledge in each branch of work.
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(@) Ability to manage a section and general influence over others.
(e) Personal character and health.
{f) Other qualities worth recording.

'63. The reports referred to in Axticle 62 should be recorded in the
handwriting of the Accountant General and should be kept strietly con-
fidential. Office copies of the Reports referred to in the previous Article
should be retained and, in the case of Senior Accountants on the All-
India List, these office copies should be transfermed to the other office when

the Accountant is transferred,
1. See aleo Rule 1 to Article 32.

8pecial Pay.

. 64 Out of the appropriation placed at his disposal, from time to
time, by the Auditor General, the Accountant General is authorised to
sanction special pay to subordinate establishments (other than inferior
servants) on time scales of pay, as he may think fit.

1. The grant of special pay should be determined msinly by a comparison of
the responsibility and amount of the work with the emoluments of the man em-
trusted with the® work at the particular moment, due regard being paid to the
efficisncy with which the work is being done.

2. The distribution of special pay may be made monthly or quarterly at the
discretion of the Accountant General. The permanent attachment of special pay
to a particular post or persom is not permissible excepb with the sanction of the
Aungditor General.

64-A. Accountants General are aunthorised to sanction special pay
not exceeding Rs. 30 per mensem to a clerk serving under them who
has not passed the Subordinate Accounts Service examination for holding
charge of a section for which a post in the Subordinate Accounts Serviee
has been sanetioned subject to the following conditions —

(1) that there are no men available who have passed the Subor-
dinate Accounts Service examination ;
(2) that the clerk holds charge of sections continuously for not
. less than & month ; and
(3) that the amount can be met from the budget provision under
‘ Pay of Establishment ’.

65. An Accountant General may also ssnction special Pay of Rs. 30
per month to any one typiat or eclerk employed as shorthand writer,
provided that there is no sanctioned post of stenographer on a special
rate of pay in his office. This special pay may be increased, at the
discretion of the Accountant General, to Rs. 40 per month after ten years’
and to Rs. 50 per month after twewnty years’ service as stenographer. The
pay plus special pay should be limited to Rs. 170 a month in the case of
:lt?kl-aistandtothemaximumpayotthec]erical scale in the case of a -

er :
Nore 1—The limitation of pay plus special pay to the maximom pay of the
elorical seale does not apply to the offies of the Awdit Officer, Indian Btores
Department.

Nore 2—This special pay, and also any other speeial pay sanetioned by higher
<authority, should not be taken against the appropristion referred to In Articls 64.
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" Re-employment of Pensioners.

66, The Auditor General has been authorised, under Article 520
(), Civil Serviee Regulations, to sanction the re-employment of pen-
sioners, whenever necessary, in the posts under his control which are filled
by Government servants not appointed directly by the Government of
India, subject to the limitation laid down in Article 521 of the Civil
Service Regulations,

Oommutation of Pensions,

66-A. Under Rule 2 of the Civil Pensions (Commutation) Rules,
power has been delegated to the Auditor General, the Accountants Gene-
ral, and the Director of Army Audit to sanction the commutation of pen-*
gions in those cases in which they or officers subordinate to them can sane-
ticn the grant of the pension. This delegation is subject to the condi-
tion that for the purpose of Rule 7 of the Commutation Rules, the lump
sum payable to an applicant is sanctioned on the certificate of the Aundit
Officer concerned.

Aundit,

67. (a) All classes of expenditure, including advances, of each audit
office should be subjected to audit by an independent agency, as indicated
below

(¢) All bills partaining to gazetted officers attached to Aundit offices
other than the office of the Deputy Accountant General,
Centmal Revenues, Caloutta, should after payment be sub
mitted for sudit to the Accountant General, Central Revenues
The bills pertaining to gazetted officers attached to the office
of the Accountant General, Central Revenues, including the
Accountant General himself, and those pertaining to gazetted
officers attached to the office of the Deputy Accountant
General, Central Revenues, Caleutta, should, however, be sent
for audit to the Accountant General, Posts and Telegraphs.

(#) Al bills pertaining to the non-gazetted establishment including
Senior Accountants of the All-India List and Divisional
Accountants whether attached to Divisions or employed in
the main office, and the contingent bills of each Audit Office
should similarly be submitted for audit to the Auedit Officer
named in the annexure to this Chapter.

. Nore 1.~The bills covered by this elause include bills of the Outside and Loeal

Audit Departments, exoept where the latter departroent ia under the administrati
sontrol the local Government. o ue v

, Norz 2.—The audit of grants from the allotment for apecial will include
sanction audit az well as appropriation andit, exoept in the cass orp;ah and Tele-
graphs Acoount Offices, in respect of which sanction sudit will be conducted by the

avdit officers concerned and appropriation aundit by the Accountant General, Central
Revenuea. .

Notz 3—In the case of advances from the General Provideat Fuond granted
to non-gazetted Goverament servants of the Indism Awdit Department, and t»
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officiating Assistant Accounts Officers whose General Provident Fund Accounts are
not maintained by the Aecountant General, Central Revenues, a copy of the sanction
together with a statement of the reasons for which and a reference to the rule under
whieh the advance has been sanetionad, should be communicated for audit to the
Aundit Officer responsible for the andit of the establishment pay bilis of the office
concerned. The bill in which the advance is drawn need nof, however, be sent for

aundit.

Note 4—~Bills relating to the payment of gratuity under the Civil Bervice
Regulations and under the State Railway Provident Fund and Gratuity Hules need
not be submitted to the Audit Oficer who audits the pay of the staff as such claims
are cortified by him before the payment is made. They should be audited by the
Audit Officer in whose jurisdiction the payment ocenrs.

(b) All arrear bills relating to claims more than six months old
should be submitted fo the audit officers eoncerned for pre-audit.

(¢) In order to ensure that all classes of bills pertaining to an audit
office are duly sent for audit, the office to which the bills pertain should
furmsh to its audit officer every month a certificate in the following

orm :—

‘ Certified that & total sum of Rs........ ...has been booked in the
accounts of my office for the month of.............. ....on account of
pay
travelling allowance officers my office
contingencies of establishment of the office of........ and that vouchers
ete.

are sent horewith
to the amount of RS......_. have been sent with my letter ITTo........or the......

Vouchers for the balance of Re.............will be sent shortly’.

(@) In cases where the charges relating to an audit office are mot
booked in that office but in some other account office, the above certificate

should be furnished by the office which actually books the charges.

(¢) Details of the several classes of expenditure working up to the
fotal arount mentioned in the certificate should be noted at the foot of
the certificate as indicated below :—

Pay of officers..............
Travelling allowance of officers........... .
Pay of Establishment............

Travelling allowance of Establishment............
Contingencies.............0unen

(f) The Accountant General, should arrange for a periodical review
of the audit performed under this rule. ge % ~ pe
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Leave,

88. The grant of leave to all persons on the establishment lies with'
the Accountant General. In cases of iliness, medical certificates should
ordinarily be aceepted only from recognised medical attendants aceord-
ing to the leave procedure rules applicable to establishments under the!
control of the Government of India. But it is not necessary to insist on:
this course when certificates are required to justify mere casual leave of
absence,

. Training.

68-A. The Auditor General may authorise non-gazetted (Government
gervants in his offiec or in the offices under his control to undergo a
course of training or instruction in any office, whether in the Audit De-
partment or outside it, whenever the necessity arises.

Fines.

69. Fines may not be imposed upon members of clerical and minis-
terial establishments. The forms of punishment that can be spitably
resorted to for the proper maintenance of discipline among such estab-
lishments are official reprimand, addition to work, postponement of inere-
ment of pay, stoppage of promotion, reduction of existing pay, entry of
misdemeanours in the service book, snspension, and in the last resort, dis-
charge or dismissal from the service of Government. These orders do not

apply =— -

(/) To the inferior establishments for whom there is no other means
of punishment for petty carelessness, lateness and idleness,
and whose position is very similar to that of domestie ser.
vanis.

i

(+#) To purely temporary clerical establishments.

Nora.—To reduce & clerk’s pay for such a period as a month only is a eontra-
vention of the above order.

Dismissal, Discharge and Resignation.

70. The dismissal or discharge of members of the establishment liea
with the Accountant General, but eseept in case of dismissal in eonse-
quence of facts or inferences elicited at a judicial trial or in the case of
K:rsons who ahscond with aceusations over their heads, no person should

dismissed or discharped the service until the charge against him has
been reduced to writing, as well as his defence and the order thereon. ~ -*
T4AGO (]
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officiating Assistant Accounts Officers whose Goeneral Provident Fund Accounts are
not maintained by the Accountant Gensral, Central Revenues, a copy of the sanction
togethor with a statement of the reasons for which and a reference to the rule nnder
which the advance has been sanctioned, should be communicated for audit to the
Audit Officer responsible for the audit of the establishment pay bills of the office
concerned, The bill in which the advance is drawn need not, however, be sent for
audit, '

Nore 4—Bills- relating to the payment of gratuity under the Civil Merviee
Regulations and under the Btate Railway Provident Fund and Gratuity Kules need
not be submitted to the Audit OJicer who audits the pay of the staff as such claims
are cortified by him before the payment is made. They should be audited by the
Audit Oficer in whose jurisdiction the payment oceurs,

(b) All arrear bills relating to claims moré than six months old
should be submitted to the audit officers concerned for pre-audit.

(¢) In order to ensure that all classes of bills pertaining to an audit
office are duly sent for audit, the office to which the bills pertain should
£urnish to its audit officer every month a certificate in the following

orm —

¢ Certified that a total sum of Rs....... ....has been booked in the
accounts of my office for the month of.............. ....omn account of
pay
travelling zllowance officers my office
contingencies of establishment of the office of,....... and that vouchers
ete.

: are sent herewith
to the amount of Rs....... bave been sent with my letter No........or the......

Vouchers for the balance of Re.............will be sent shortly ’.

- {d) In cases where the charges relating to an audit office are not
booked in. that office but in some other aceount office, the above certificate
should be furnished by the office which actually books the charges.

(e) Details of the several classes of expenditure working up to the
fotal amount mentioned in the certificate should be noted at the foot of
the certificate as indicated below :—

Pay of officers..............

Travelling allowanee of officers.......... -

Pay of Establishment............

Travelling allowance of Establishment........ cree
Contingencies. ...........0u..n

(f) The Accountant General, should arrange for a periodical review
of the audit performed under this rule. : pert
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Lesave.

68. The grant of leave to all persons on the establishment lies with
the Accountant General. In cases of iliness, medical certificates should
ordinarily be aceepted only from recognised medical attendants aceord-
ing to the leave procedure rules applicable to establishments under the'
control of the Government of India. But it is not necessary to insist on.
this courss when certificates are required to justify mere casual leave of
absence.

_ Training.

68-A. The Auditor General may authorise non-gazetted Government
gpervants in his office or in the offices under his control to underge a
course of training or instruction in any office, whether in the Audit De-
partment or outside it, whenever the necessity arises.

Fines.

69. Fines may not be imposed upon members of clerical and minis-
terial establishments. The forms of punishment that can be spitably
resorted to for the proper maintenance of discipline among such estab-:
lishments are official reprimand, addition to work, postponement of inere-
ment of pay, stoppage ol promotion, reduction of exiating pay, enfry off
misdemeancurs in the service book, suspension, and in the last resort, dis-
charge or dismissal from the semee of Government. These orders do not

apply = e

{t) To the inferior establishments for whom there is no other means
of punishment for petty carelessness, lateness and idlepess,
and whose position is very similar to that of domestic ser-
vants,

(%) To purely temporary clerical establishments.

Norz.—To reduce a clerk’s pay for such a period as a month anly is & eontrs
vention of the above order.

Dismissal, Discharge and Resignation.

70. The dismissal or discharge of members of the establishment liea
with the Accountant General, bat except in case of dismissal in conse-
quence of facts or inferences elicited at a judicial trial or in the case of

arsons who shscond with accusations over their heads, no person should

e dismissed or dnolmrged the service until the charge arainst him has
been reduced to writing, as well as his defence and the order thereon. * -*

144G0 o
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i. Yurther ijusirdetions regarding proceedings on dismissal or dlscnarge . .
eontained in Goverament or Indin, Home Depa:!ment, Resolution No. 37[1389—1404,
dated 29th July 1879, and its :'.ncxures, and No. 10-Pub.|917--926, dated 1sth
June 1893, - , .

N . . - oy
. 71. The head of an office is bound to be careful, in giving zertificates
to subordinates,. to state the wlhole truth in respeet. of character cr causa;
of dismissal or discharge or resignation of post.

72. An inferior servant, whether permanent or temporary, desiring to-
resign his post, i® required to give one week’s notice. In the absence ¢f such
notice he shall Yorfeit one week’s pay.

:Date of Birth,

’73. Without the sanction of the Auditor General no alteration may be ,

made in the date of birth of a subordinate as recorded in his service boolk.
Bee also Article 62 (1) () of the Civil Aceount Code, Volume 1.

. Fees.

-

. 74. Government servants of -and below the rank of Senior Accountant
and Divisional Accountants are not at liberty to take up the audit of
sccounts or other similar private work otherwise than under the rules fram-,
#d by the Government of India under Rule 47 of the Fundamental Rules

. Accountants General should act in secordance with the followin
principles in exercising the powers conferred -by those rules— = -

(1) The remuneration granted for such work in the case of any
official year to any particular Government servant should noé
exceed one-third of his pay for that year ;

€. {2) The previous sanction of the Auditor General should be obtain-
ed before any such Government servant is allowed to under.
take for remuneration the work of maintaining or supervising

" the acecounts of an institution. '

. Conduct Rules.

76. ** The Government Servants’ Conduct Rules ”’ referred to in-
Article 33 are applicable to all members of the establishment. Copies of
the rules should be kept available for general reference in each office,

.76, The rules relating to attachment of pay contained in Article 46-B,
Civil Aceount Code, Vol. I, are applicable to all Gazetted Officers and clerks
serving in the Andit Department,
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ANNEXURE A.

(Rererrep 70 ¥ ArricLs 67 (@) (i4)). s

Statement showing the distribution of audit of the bills pertaining to e
- non-gazetted establishments and of the contingent bills of each cudit

or account office.

Serlall Name of the office of which the bills will bo | Name of the office in which the billa will
No. sudited. be audited.
m @) @) L
Adminisirative Offices. )
1 | Auditor General Aocountant General, Central Revenues.
Civil accounts or oudit offices. 1 : ‘
| e, Snm e | e G P
. Central Revenuee, Caloutta). -
3 | Acocountant General, Bengal Aoccountant General, Burma.
4 Ditto Central Provinoes | Ditto Bihar and Orisaa.
] Ditto Bihar and Oirsss Ditto Central Provincea,
o Ditto Punjab . Ditto Chited Provinoes.
$-A Ditto United Provinoss . (bm'wg, North-West Frontier Pro-
7 Am:&g;}mm t(m)ﬂm Aocovuntant General, Bombay.
8 | Aoccountant General, Bombay . Ditto Madras.
0 Ditta Burma . . Ditto Bengnl.
10 | Comptroller, Assam . Ditto Do.
11 | Audit Offices, Indian Stores Dopartment Ditto Central Revennes,
13 | Aodie Offoer, Lioyd Barrage and  Canals Ditto Panjab.
13-A | Comptroller, North-West Frontier Provinos | Deputy Ascountent General, Contral Re-
venuass, Caloutta.
Other actounis er awdit ofioss. - .
13 | Accoaoient Gonoral, Posts and Telegrapha | Accountant General, Central Rovenuea. *
7 ¥ Accountant Genorsl, Posts  and

phs, Caleatta.

Ditto Bihar and Orizsm.,
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Seriel
No.

(1)

Name oftheoﬁcaglfwhiohthebﬂhwill be
: © audi

2

Name of the office in which the bills be
sudited,

(8

15

- 17
18

19

Aocounte Officer, Telegraph Check  Office,
Calcutta.

Deputy Accountant General, Posta  and
elegraphs, Nagpur.

De Acoountant General, Posts and
elegraphs, Madras. -

uty Accountant General, Posta and

Director of Railway Audit
Do.

Army Audit - .

Comptroller, Assam,

Aoconntant General, Central Provinees,

Ditto Madras.

Ditto Central Revenues.
Ditto ditto,

Ditto ditto,
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' Chapter 4—Office Procedure.

Offios Manuals . . . . T Control over Expenditure 81
Correspondence . . . « T | Booksand Newspapers . _ 80
Irpue to other Audit Offcers of Telegrams . . . . )
su‘;r;"ys’“ ey e g 0| Library and Records ol

P peoimen Signatures .

Treasury officers . . . 79.B] Destruotion of Records . . 95
Praddl:tiono‘ olf. official doouments in 0.0 State of Work . . 07

& Qourt v . . . -

. Report on Arvears . . . ]
Form of statemsnta . . « 80 Re o:”..ﬂ of Audit
GiroularLetters . . . . B4 parts of Failure - WA
Chequs and Bill Forma , . . 85 Returns for the India Office . « 100
Oypber Code . » . 86 Standardised Forms . . - 101
Office Manuals.

77. Office orders regarding minor points of procedure should be
submitted to the Accountant General for signature, and should not be
chauged except under a similar order signed by him.

78, The Accountant General should keep bis establishment fully
acquainted with all changes either by issuing monthly a brief abstract of
all general orders or by means of office orders or by cireulating individual
orders and supplying copies thereof to the sections concerned and by insert-
i&lg in the office manual all local and special orders affecting his office

utiea, :

Norn~—~Two copies of each Manual ahould bs sent to the Auditor General

Correspondence.

70. The following are the chief rules for correspondence to be observed
by officers in the Audit Department :—

(a) No communication implying any dissatisfaction or censure, and
no letter to Government, Local or Central, or to the Auditor
General, should issue from any office of account, except under
the signature of the Accountant General ; and no letter on
any but routine subjects should issue until the Ascountant
General has approved the draft. Also, all documents or
statements which are intended to be used beyond the limits of
the Accountant General’s own province should be sent out
under the signature of the Accountant General, except in the
case of periodical statements or accounts rendered to another
Audit or Account office.

1. Tn the absence of the Accountant General from headquarters such letters
may be signed by the Deputy Acecmntant Gereral for him ; but all of apecial
importancs should still he sent for his signatore
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2. The Accountant General may authorise Gazetted officers under him to sign
communicatione of a routine nature to the local Government or to the Anditor
Geuneral. Such an order must be withdrawn if the local Government object.

(b) Letters on matters of routine relating to the departments under
the management of a Deputy or an Assistant should be issned
under the official signature and designation of the Deputy or
Assistant on whose responsibility they are issued, the head-
g, however, being as from the Accountant (General and not
from any member of his gazetted staff, Theé signature
of a letter by a subordinate for a superior indicates that the
letter is, in every respect, one issuing from the superior, but
that some casual circumstance prevented his appending his

‘ Own signature,

An ‘Accountant General may empower selected superintendents of
branches to sign original papers in which no objection is rais-
- ed, nor an opinion expressed,, especially -in eorrespondence
with officers other than those belonging to All India Services.
It ig left to the Accountant General to specify the classes of
currespondence which may be so disposed of, and to impose
.any restrictions which he may consider advisable. The
Superintendents so authonsed should sign as for the gazetted

officer in charge.

1. Bee Articls 212,

" (¢) In forwarding copies of correspondence for information or
orders, copies should be sent of all papers necessary for &
clear understanding of the subject. But an Accountant
General should always submit a complete statement of the
question on which he wishes orders, with his own opinion.

(@) The subject of a letter under reply should always be briefly but
clearly stated in the opening of the reply (unless the reply
practically repeats the whole of it in an affirmative or negative
form) : it is not enough to quote simply the number and date.
Similarly, a reminder should state the subject, mot merely
the number and date, of the letter to which attention is drawn,
To facilitate reference, the paragraphs of a letter should be
Erunflbered and similar numbers should be inserted in the office

aft.

(e) The use of vernacular terms in correspondence should be avoid-
ed as much as possible, especially in letters addressed to
anthorities or officers gerving in other provinces.

(f) Letters should bear the date of despatch, not that of draft.

(g) When the reply to a letter is likely to be delayed for want of
answers to references, the writer of the letter under reply
should be informed.

(k) Official letters addressed to the head of an office should not bear
hiz name on the cover. unless it is intended that the cover

- fhould be epened by the officer personally. Confidential
papers should be placed’ in :donble covers, the inmer eover
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.. being marked . ‘! confidential.’’. and superscribed .. with the
name only of the addressee, the outer cover being addressed
-to him by his official designation only, and without the addi-
tion of his -name. o !

~{+) Direct communications of-Government officials (except in cases
of long established practice) with officials in the TUnited
Kingdom, continental Europe, and the Colonies are prohibit.
ed, but references to them may be made through the proper
chanuel of the Government -of Indis and the Secretary of
E;ata or the High Commissigner for India, as the case may

_ (j) The name, as well as the official designation of the writer,
should be set out at the head of every letter addressad to the.
~ Government of India in any department.
Noie——All eommnications addressed to the Auditor General, which will require.
" ultimately to be forwnrded to the Government of India or other authority (for

example, applications for revision of pay, for increased establishment, for extra
grants, eto.), should be submitted in duplicate,

Issue to other Audit Officers of Authority for Payment. - )

T9-A. In each Audit Office there should not ordinarily be more than
three Gazetted Officers who are empowered to issue authorities for pay-
ment to other audit officers, whether in the form of letters, telegrams or
enfacement on vouchers, 'l‘wz of these may be the officers in charge of the
Uazetted Audit and Peusion Departments and the third any officer whom
the head of the office may select for miscellaneous payments. The officer
authorising such payments should stamp with & special seal the document
to which he affixes his signature as an authority to pay. These special
seals should remain in  the custody of the officer himself; and specimen
impressions, duly attested, should be supplied to all eudit offices,

When any change occurs among these officers the fact should be inti-
hmted, and the specimen signature of the new officer sent, to other audit
‘officers. The specimen signature, when forwarded on a sheet of paper
other than the forwarding letter itself, should be attested by the, officer

signing the forwarding letter.

- When dealing with such authority for payment the sectional superin-
‘tendent should satisfy himself hy comparison with the specimen signature
on record that the signature on it is genuine. He should also see that the
authority is stamped with the special seal of the office of issue. In the ecase
of telegraphic authority the payment should not ordinarily be made or
authorised until the post copy of the telegram is received, any case of
'special urgency being specifically brought to the notice of the Branch Officer
Tor orders.

' Nors 1—The arrangement preseribed in this artisle is obaerved also as betweem

:?:_ oivil combined offices of nc:ounts and sudit and the. Bailway Accounts

fo s NOTE 3—Epecimen signaturcs nood not be seat to the offices of Controllers of
tary Aeoounts, who are not audit officers for the purposs of this Artisle.”
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Supply of specimen gignatures to Treasury Officers.

79-B. The specimen signature of all officers serving in an Audi
Qffice who are authorised to sign payment orders on bills and vouchers or
to ivsue letters of authority for payments to be made at treasuries will be
supplied to all treasury officers witiiin the jurisdietion of the Audit Officer
econcerned. ‘When an officer is relieved from such duties, the fact of his
relief should be intimated to the treasury officers.

Production of Official documents in a Court of law.

79-C. When a Government-gervant is summoned by a Court to
produce official documents for the purpose of giving evidence the pro-
eedure preseribed in office Memorandum from the Government of India
in the Home Department No. F. 322|84-Judicial, dated the 11th April
1934 (cireculated with Auditor General’s endorsement No. 276 -Admn.
I|197-33 dated the 10th May 1934) should be followed.

Form of Statements.
80. In all statements submitted to Government, or to the Auditor

Central Rovenues (includ.” Bengal. ~ (General, the names of the different

'Efmm.“d I‘,L";;:g Provines. Governments must be arranged in thé

a8, Burma. order given in the margin, and all

Bombay. Bihar and Orissa. returns and estimates submiited to the
Central Provinoes.

Finance Department, except Consoli-
N%ﬁ,hmn::n dated Abstracts, Journals and Ledgers.
Aseam, shall be on foolscap.

81. No larger paper than foolscap should ever be used or prescnbe(l
unless absolutely necessary. - A

82. Every return should be headed with its name, the name of the
Provinee (or office of issue), and the period to which it refers. No cover-
ing letter should be sent with a preseribed periodieal return. Nor should
# formal letter be written to report a return blank ; it is sufficient to write

the bw:;rd ‘“ blank "’ eonspienously under a heading of the kind just pres
scribe

83. All returns should, before despatch, be examined by a competent

person, who should annex explanations of extraordinary or mdeﬂmto
entries.

Gircnlar Letters.

84. It is the practice of the Auditor General fo issue all instructions
for permanent observance as Code alterations, while general letters are
used in cases where orders are only to be acted on once for all, and the
‘same ecourse should be followed in local Audit offices. . Each Audit office
‘should send copies of its cireulars to the Controller of the Curreney in
JJespect of matters under his administration and, except when such eir-
“¢ulars deal with urgent or with routine matters, they should be submitted
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for the previous'approva;l of the Controller -of the Currency. The issue of.
circqll;;rs by local Audit offices should, however, be restricted us far as
possible,

1. For the aake of uniformity, the form of the Auditor General’s circulars
ahoold be imitated as far us comvenient, both in reapect of size and of arrangement,
The subject should bo stated in two or three words at thie top, then follow the name
of the iasuing oflice, And in another line the number and date of the eircular.

Cheque and Bill Forms.

86. The stock of forms of cheques and remittance transfer receipts,
and also the stock of supply bill forms in the case of Madras and Burma,
required for issue to treasuries must be stored in strong cupboards or boxes
of sufficient breadth, seeured with English locks, of which the keys should
be kept by & Gazetted Officer. An account should be maintained and on
each occasion of issue the stock book should be brought to him for initials
‘at the same time as the invoice is brought for signature. He should ebtain
proper acknowledgments for all issues. Each kind of form should be
‘shown separately in the stock book, and stored separately in the store
cuphoard or box, and so arranged that a later serial numher may never be
-issued before an earlier one. Stock should be taken at least once a year.

L. The printing of supply bill forma is arranged for by the Controller of the
Aurrency and the stork of thess forma required hy the Accountants General,
Madras and Burma, should be obtained by indent direct on the Manager, Govern-
went{ of India Press, Caleutta. Cheque forms for the use of officers of the Civil,
Foreat ind Public Worka Departments of the Oentral Government and for such
loval bodies and non-Government institutions in Central Government areas as bank
with Government, are printod by the Master, Becurity Printing, India, on the
requisition of the different Accountants General who should communicate their
annual requirements to the Deputy Controlier, Central Stamp Btore, Nasik Road,
not later than the first week in Janusry., Cheque forms for use by officers of the
Provincial Governmenis and Rewittance Transfer Receipt forms are printed at the
Government of Inlin Preas, Calentts, on the requisition of the different Accountants
.Gonernl, who should forward indents by the Ist May each year direct to the
Manager of the Preas for compliance, together with a sample of each of the forms
required and full details as to requirements.

Nore—Local bodiea and non-Government institutions (execept in Madras, Bibar
and ernu #ind Assain, where the cheque forms required by them are printed at the
Provineial Government Presaca) should obtain their suppliea of cheque forma direct
from the Mansger, Government of India Press, Caleutta, on payment.

2. Forun of cheques, remittance transfer roceipts and su bills, should be
bound in booka with counterfoils, separately for tsm of o;:.l]:ﬂimih' Eaek book
-hould bear a muwnber which should bs repeated upon eash form contaibed in it,
toguther with a conseoutive pumber of the form. Outaside the book thers should be

.an order to keep it under lock and kay in the personal sustody of the drawing officer
(sbe Article 22, Qivil Account Code, Volume I). d

Cypher Code.

88. The Finance Department Cypher Code must remain in the
personal enstody of the Accountant General who will himself eompose and
'wrih nl! messages sent in it.  The Cynher Code of the Currenev Depart-
‘ment i alswo eonfidential and should be kept locked up earefully im the
personal eustody of & Buperintendent or a Gaxetted Offiess: - -
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‘Control over Expendlture

87 ‘The Auditor Genera.l ‘controls the’ charges under the major’ head
¢ 23—Audit *’ incurred in the several Audit offices subordinate to him
and the ‘heads of those offices are responsible that expenditurc is kept
within the limits of appropriations. A reference should be made to the
Auditor General, whenever any excess has oceurred, or is likely to vccur,
under any head of appropriation,

88. In order that the Auditor General may be in a position to watch
the progress of expenditure in the several Audit offices and to ascertain
. where a saving is likely to occur, each Accountant General should submit to
him reports through Statements in Forms 2 and 2-A of expenditure under
each primary unit of appropriation against his office budget as well as for
charges relating to Gazetted Officers attached to his office. A report for
the first five months of a financial year in Form 2-A is not necessary while
only one report in Form 2 for the period ending in June should be submit,
ted to the Auditor General by the middle of July. The reports for the
sixth month and for the months following should reach the Auditor Gene-
ral’s office by the middle of the month succeeding that to which they
relate, and they should show separately the figures for ‘‘ Leave Salaries *’
of officers paid by the head of one Account office on behalf of another and
‘ Amounts payable to other Governments, Departments, ete. ’’ as indicat-
ed therein. In order to render possible a proper distribution of the ﬁgurel
for periodical adjustments against the monthly expendlture under each pri-
matrg ufmt the details of all book adjustments should be given in a footnote
to the forms.

The faet that the monthly statement of expenditure in Form 2-A is not
necessary for the first five months of a year does not do away with the res
ponslblhty of an Accountant General for watching the progress of expendi-
ture in his office in relation to the budget grant. Each Accountant Gene-
ral must review the progress of expenditure of this period every month
and report to the Auditor General any abnormal expenditure or savmg
which is likely to cause an excess or large saving in any head. .

Books and Newspapers.

'89. The Accountant General is anthorised to purchase such books and
papers as may be necessary for the various departments of his office from
his grant for contingencies,

89-A. Full powers have been delegated to all Accountants General, the
Deputy Accountant General, Central Revenues, Calcutta, and the Directors
of Railway and Army Aud:t to incur expenditure on the purchase of
priced official publications issued in India, if the cost can be met within the
budget provision made for the purpose or by a re-appropnatmn within
their power of sanction.

N

Telegra.ms

- 90. Rules requiring telegrams to be sent must be read with dlscretlon.
"Where a post copy will arrive as quickly, a telegram is unelen the poltll
eover may be marked urpent to ensure early attention. -
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- :Library and Records...

" 81, The following rules have been laid own for the care of the Auditor

;t'}eneral’a office library, and are recommended for adoption :— o
(1) The books are collected together in the Assistant .Accounts
. Officer’s room under the charge of a elerk ; duplicate files of

L Gazettes, etc,, are in the custody of the record-keepei.

o (2) A revised catalogue is prepared from time to time, and missing

_ books accounted for ; the clerk in charge must every month
make a report of the books missing from the shelves and

- produce the receipts. The Assistant Accounts Officer is
responsible for seeing that this return is complete. _

(3) No books must be removed from the library without the permis-
sion of the Assistant' Auditor General (Personnel).

(4) A receipt must invariably be taken from an officer removing a
book, to be returned to him or cancelled when the book is
returned to the library. '

. 93, Every officer, upon receiving charge of a post to which the care
of a library is attached, must satisfy himself as to the state of the library.
Unless he then reports that the books are out of order, or that any volumes
are missing, iv wiil be assumed that he received the library in good order,
and he will he thenceforward personally responsible for any defects.

- 98, Every gazetted officer and Accountant shonld be supplied with a
‘gopy of this Code and of general booka of reference, s.g., the Civil Service
Regulations, the Fundamental Rules, the Account Code, the Civil Account
‘Code, the Public Works Department Code and the Public Works Account
Code (with the Book of Forms), and the Railway Codes in the case of
officers in Railway Audit offices. Books so supptied will be treated as
‘personal copies and may be carried away by an officer on his transfer to
another office. Corrections issued from time to time will be supplied by
the Accountant General, but the officers concerned will be personaly respon-
aible for the proper maintenance of the books,

+ Permanent elerks of the office, who desire the concession, may be
supplied with priced publications of the Government of India, T.ocal Gov-
ernment and the Anditor General, together with sets of Correction Slips
thereto, at 50 per cent. of the cost price, 25 per cent. being met out of the
contingent grant of the office and the remaining 25 per cent. being covered
by the discount allowed by the publishing departments.

94 Classified guard files of copies of important orders, which may be
-of general interest, should be maintained in each office for consultation by
all gaxetted officers and subordinates. - :

t -~ Destruction of Records,

95. No record of the Audit office may be destroyved until after ths
expiration of the period prescribed in Appendix § for its preservation
One copy of every printed publication should invariably be preserved.
¢ .. 1. The periods of preservation of suneh of the Public Works Acsount records
. are not detailed in Appendix 8 should ba detarmined primarily by the eorrespond-
ing entriea in that appendix, or failing this, hy the orders in Oirenlar No, XXT of
1897 by the late Aecoumtant General, Publicr Works Department. -



84

96-98-A] OFFICE PROCEDURE, [CrAr. 4

v

96. The Audit Office is not ordinarily inferested in the preservation,
for a period extending beyond a bare minimum necessary for all the
requirements of audit, of those records (including correspondence) kept
in the. offices of officers rendering accounts to it which are connected with
the accounts rendered. Any instructions considered necessary for the
guidance of those officers will be preseribed by the Government concerned
in consultation with the Aceountant General. It should be arranged that,
in cases not covered by such instructions, the specific coneurrence of the
Accountant General is obtained before any records which appertain to the
accounts audited by the Indian Audit Department are ordered to be des-
‘troyed, and that in each full details are maintained permanently of all
records destroyed from time to time.

State of Work,

87. Each section or department of the office should maintain a calendar
showing the due and actual dates of (1) the despatech of returns due
from the section and (2) the submission to gazetted officers of all accounts,
objection statements, registers, ete. The calendar so maintained should be
submitted once a week on a preseribed day to the Gazetted Officer in charge
for review. The result of the review should always be placed on record.

98. A register or list of returns with due dates should be kept in
-every office for permanent record and reference. It should have eolumns
for the twelve months of the year, and the number of days before or after
the due date should be entered against each return at the time of its
despatch.

98-A. The calendars and registers or lists of returns maintained
ander articles 97 and 98 should be submitted to the Accountant General
for review on the 5th of the following month with a certificate, signed
by the Gazetted ‘Officer concerned, for each section, that the work is
up to date and with an explanation of any arrears existing on the last
day of the month to which the certificate relates. The certificate
should cover all kinds of work ineluding ecorrespondence. Superin-
tendents of sections should personally satisfy themselves that mo item
of arrears is omitted from the list to be attached to the certificate.
The state of work in connection with the Gazetted Officers’ review of
audit should also be specially noticed in the certificate, vide Articles
216 and 537, which should also include information as to the number
of unpaid pre-audit bills in hand which have heen in the Pre-audit
Department for more than a week.

1. Iteme of work for the disposal of which no period is preseribed in any rule
or order ghonld be treated as in arrears if the relevant aceount return or other docu-
ment has been in the office for more than three weekas.

2. The certificate mentioned in this Article should be in the following form :—
It is certified to the best of my kmowledge and belief that with the exeeptiom

of the arrears detailed and explained in the attached statement the
work is up to date.
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Report on Arrears.

. .99, Accountants General are definitely responsible for making
special reports to the Auditpr General of-any serious arrears in work,
even though the employinent of extra establishment may not be
necessary to overtake the arrears.

Reports of Failure of Audit,

99-A. Civil Andit Officers should submit to the Auditor General a
scparate report of all serious cases of failure of audit, as soon as they
come to light, irrespective of any report which may be required for
other purposes, This report should contain an explanation of the
manner in which the failure occurred, and should mention the names
of the persona respnnsible and the disciplinary action taken or recom-
mended. The Aceountant General, Posts and Telegraphs, should report
to the Auditor General once a quarter important cases of -failure of
audit selected from those reported to him by his Branch Audit Officera.
The report should explain the manner in which the failure nceurred,

and stute the action taken agsinst the individuals responsible for the
failure.

Returns for the India Office.

100. Extracts from Indian trade returns and reports having some-
times appeared in Fa.glish newspapers before the information is received
at the {ndin Office, the Secretary of State for India has pointed out that
inconvenience is experienced in the case of Parliamentary enquiries
when he is unable to verify the statisties. It is accordingly ruled that
returns and statistical information intended for the India Office or the
High Commissioner’s Department should be communicated by the

" earliest mail by which they can be transmitted to trade or other journals
in England.

Standardised Forms. )

101. Certain forms have been standardised for printing for use in
‘Civil accounta offices and supplies are obtainable, subjeet to the obser
.vauce of the procedure prescribed by the Controllen of Printing and
Stationery, from the Manager of the Forms Press, 166 Dhurrumtollah
Street, Calcutta. Most of other forms have been authorised to be printed
sy apecial forms. All suggestions for the standardisation or “printing as
special forms of new forms and for the alteration or cancellation of exist-
ing standardised or special forms should be submitted to the Auditor
General in the first place. If the proposal is for the standardisation or
printing as a special form of a new form the anticipated annual consump-
tion should be mentioned. Forms in the Audit Code series {referred to
as “form A. T. C." followed by the Audit Code form number) and
other forms authorised for printing as special forms are indicated in the
List of Forms in Volume II of this Code. Apart from these, local
Accounts office manuals should specifically prescribe the use of forms
which have been sanctioned for local nse, This class of local forms is
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indicated by the letters pertaining to tk: particular series to which ‘key
relate as numerators and the letter or letters indieative of tlL2 wlice in
which they are to be used as denmominators. The letter or ictivrs to be
used by different Accounts Olliccs are shown below :—

Acconnts Off <o, - AblLr ..ati.us,

Accountant Genoral, CentralRevenues . . . | C. R.

Do.  Madras . T

Do. Bombay . . . . . . | Bom.

Do -Bengal . . . . .. .|B

Do. United Provinees . . . . .|U.

Do. - Punjsb. I 2

Do.. Burma . . . . . . | Bar.

Do, DBibarandOrisss . . . . .|B. audO.

Do. CentralProvinces , . . . .[C
Comptroller, Assam R W

Do.  North-West Frontier Provinoe . . . |N. W.
‘Audit Officer, Indian Btores Department . . .|L 8

Thus the number of form No. 8. Y. 1 printed for use in the office
of the Accountant General, Central Revenues, will be —s-c—%'l. The
number of this form to be used in the office of the Accountant General,
Punjab, will be S2=1. Similarly the number of G. P. F. 19 to be used

P,
. ] G.P.F G.P.F
in these two offices will be R 39 and P 1

9.




3T

-

Cuar. 5.] AUDIT PRINCIVLES, AND ARRANGEMENTS, 103

PART 1l
GENERAL RULES AND PRINCIPLES.

‘Chapter 5—Audit Principles and Arrangements,

Introductory «+ + « .+ 102 | Audit of Accounts of Non-Govern-
BoopsofAudit . . . . 105 A:"“::":‘“.“:"In e o 139
endment an terpretati
Banotions and Orders . . . 108 Rules . . . .on . 141
Aodit and Berutiny of Rules aud Maintenance and Audit of Pro
Odes . . . . . H2 Jorma Accounts . ... 142
Audis of Greats and Appropris- Higher Audit Frmotions . . 149
tons . . . . . 128 | Reeultaofdudit . , . . 165
Audit of Sanotions to Expenditure . 125 | FqPorte on Defaloations and other
Audit of sanctions to expenditure - Co-ordinati with Fi Y
" acoordod by the Auditar Generad - 19741 partmen . T riaace De- e
Audit of Expenditare . . . 128 | Audit Instrustions . . . 165
Audis of Rooeipta . . . . 137 Aundit Manaals . . . 167
Audit of Storea . . . .« 138 Mincellaneous . . . 169
Introductory.

102. The Government of India Act requires that *‘ the revenues of
India shall be received for and in the name of His Majesty, and shall,
subject to the provisicns of the Act, be applied for the purposes of the

E:lvornment of India alone ', vide section 20 of the Act reproduced
ow

£0. (1) The revenues of India shail be received for and in the name of His
Majesty, and shall, subject to the provisions of this Aet, be applied
for tho purpopss of the Government of India alane,

(2) There shall be charged on the rovenues of India alone—
{a) all the debts of the Eaat India Company ; and

(b) all suma of money, coata, charges, and expenses which, if the
Government of India Aet, 1855, had not been passed, would
have besn payable by the East India Company cut of the
rovenuez of India in respect of any troatics, covenants, con-
tracts, granta or linbilitien existing at the commenmcsment of
that Aet; and

(¢) ml woxpenscs, debts azd labilitiea lawfully eontracted and
ineurred on account of the Governmeat of India ; and



38

‘ 102-104] AUDIT PRINCIPLES AND ARRANGEMENTS, [CraP. 5.

(3) sll payments under this Aét except 80 far &s is otherwise
provided under this Act.

{3) The expression ‘* the revennes of India 7’ in this Aet shall include
all the territorial and other rovenues of or arising in British Indis,
and, in particolar,~—

¢ , (%) all tribules and other payments in respect of any territories
which would have been reeceivable by or in the name of
the Ezst India Compsany if the Government of India Aet,
1858, had not been passed ; and '

(¢} all fines and penalties incurred by the sentenece or order of
any eourt of justice in British India, and all forfeitures for
crimes of any movable -or immovable property in British
India ; and

(%) nall movable and immovabla property in British India eschedt-
ing or lapsing  for want of an heir or auccessor and all property
in British India devolving as bona vacantia for want of 2
rightful owner,

(4) All property vested in, or arising or saceruing from property or
rights veated in, Hig Majesty under the Government of India Act,
1858, or this Act, or to be received or disposed of by the Hecretary
of State in Council under this Act, shall be applied in aid of the
rovennes of India.

103. The primary respounsibility for the finances of India rests on
the Secretary of State and the Secretary of State in Couneil under sec-
tions 2 (2) and 21 of the Aet, reproduced below :—

2. (2) In particular, the Secretury of &tate may, subjeet to the provisions
nof this Act or rales wmade therennder, superintend, direct and
control all acts, operations and concerns which relate to the Govern-
ment or revenues of India, and all graunts of salaries, gratuities and
zilowances, and all other payments and charges, out of or on the
revenues of India,

21. Bubject to the provisions of this Aet, and rules made thereunder, the
expenditnre of the revenues of India, both in British India and else-
where, shall be subject to the control of the Beeretary of Btate in
Council, and ne grant or appropriation of any part of those revenues or
of any other property coming into the possession of the Becretary of
Btate in Council by virtue of the Government of India Act, 1858, or
this Act, shall be made without the coneurrence of & majority of votes
at & meeting of the Council of India: -

Provided that a grant or appropriation made in aceordance with prd-
visions or restrictions prescribed by the Secretary of State in Council
with the concurrence of a majority of votes at a meeting of the
Council shall be deemed@ to be made with the concurrence of &
majority of such votea.

104. The exient and the conditions of the delegations of authority
to the Government of India and to Local Guvernments are described in
Statatory Rules and other orders, the most important of which are the
following :—

(1) Rules made by the Seeretary of State in Council under see-
tion 19A of the Act.

(2) The Loeal Government (Borrowing) Rules framed under see
tion 30 (1A) of the Aect.

(3) The Devolution Rules framed under section 45A of the Aect.
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(4) Rules framed by the Secretary’ of State in Couneil uiider
section 96B (2).of the Aect.

{5) Rules pres¢ribed by the Qecret‘ary of. State in Council to
gevern the expenditure powers of the Government of India.

(6) Rules prescribed by: the Secretary of State ih {otineil to
govern ther powers of the Governors+«in Council in relation
to expenditure from provimcial revenues om reserved
subjects, i '

Thése rules, and any subsidiary*rules and orders issued by the:
authorities in Indig, whether under the provisions of any Statutory
+Riles or in the exercise of powers of superintendence, direction and con-
trol, eonstitute the various regulutions with reference to which is con-
ducted the work of audit entrusted to tlie Indiam Amungdit Department
under thé Auditor General’s Rules {Appendix I). The canons of finan-
cial propriety enunciated in Rulc 11 of the Auditor Generai’s Rules are
the baric rules on which all audit is condncted as regards propriety of

. expenditure. -

Scope of Audit. i

] P - .

* 105, The Accountant Genersal is responsible to the Auditor General
tor the nudit of all {ransactions whick are tntered.in that section of the
publi¢ account for which he is theé appointed Account officer. The ex--
tent of the sudit to be applied is indicated in the detailed rules to be
found glsewhere. Rule 9 of the Auditor General’s Rules imposes upon

~ the Auditoy Gencral the responsibility for the efficiency of the audit of
expenditure in India from the revenues of India. Rule 12 authorises:
the Governor General in Couneil to require the Auditor General to=—

(1) arrange for the audit of the accounts of the receipts of
revenue of any Government department; the accounts of
any public or guasi-public body, or any other accounts
although they may not relate directly to the receipt and
expenditure of Guvernment monecys ; and:

(2), arrunge for the audit of stores or stock in the possession of
an ofifeor or a department of Government, and for the audit,
of grants of land and alienations of land revenue.

I the Accountant General be requested by the Local Government or
any other authority to undertake audit which does not pertain to his
office under the above ruje or regarding which the Aunditor General has
issued no orders, either in an authorised Audit or Account Code or else-
where, he should refer the mattor 1o the Auditor General for orders.

105.A. In the Audit of Government accounts, Audit should not
wake independent enguiries among the taxpayers or the general publie,
as such action amounts to an encroachment on the functions of the
Administration. Audit should confine jtself to calling upon the Execu-
tive to furnish necessary information and, in cases of difficulty, it should
confer with the Executive a3 to the best means of obtaining the evidence
megoit requires.
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‘Where the audit of the reeeipts of Government revenue has been
entrusied to the Auditor General, it is the duty of audit to ascertain
that adequate regulalions and procedure have been framed to seeure an
effective =heck on the assessment. colleetion, and proper allocalion of,
revenue;: and to satisfy itself that any sueh regulations and procedure
are being fduly -carvied out. Audit is at liberty to enquire of depart-
ments, which are receivers of public money, what checks are imposed
against the commission of irregnlarities at the various stages of cailee-
tion and aeccounting- and to suggest improvements in the procedure.
Audit might, for insiance, suggest in u particular case that a test,
ingpection should be carried out by comparing a sample set of receipt
counterfoils with the receipts actuaily in the hands of the taxpayers ¢r
_other dcbtors. The papers relating to sueh an inspection, if made,’
*should, in the ordiuary course, be made available to andit. S

106. Grants of land and alienations of land revenue (other thad
‘those in which assignments of land revenue are treated as.cash pay-
mepts) made by the Lucal Government are also subjeet to the audit,of-
the Aceountant Gerneral. S :

107. The raison d’étre of audit is the necessity for a powerful and
independent central ageney which will bring finaneial irregularity.aund -~
misdemeanour prominently before (1) the Executive, and (2) the Legis”
lature. Both the latter need the assistance of such an ageney—the first
in respect of compiiance, by Guvernment servants subordinate to it, with
the ruies ahd orders issued by it in the discharge of its responsibility
to the Legislature or other authority, as the case may be, and the second
in respect of compliance, by the Executive (aided by its subordinates),
with the orders of the Legislature and with those issued by the local
Government and higher authorities in the lawful exercise of functions
which they exercise independently of the Legislature in India. !

Sanctions and Orders. .

) 108, (¢) Sanctions and orders of the Secretary of State are commu-,
uicated by the Government of India direct to the Audit officers con-
cerned and require no audit check.

(b) Sanctions and orders of the Government of India are commini-
cated to Audit officers in the manner laid down in Article 230 of .the”
Civil Account Code. The audiv of such sanctions and orders will devolve
upon the Audit Officers eoncerned, but the sanctions and orders which
have been issued with the econcurrence of the Auditor General require
na further andit check. S

1. Whenever the Auditor General gives an audit ruling on any case referred to
‘him by Government, it will be communicated to the Audit Officer concerned, by
‘the Auditor General.

2. If the Accountant General has any serious doubt as to the correctuess of any
sanction or order which has been issmed with the concurrence of the Auditor
General, he may place his views privately before the Avditor General.

5. Appropriations sanctioned by the Government of India, Finance Department,
from the reserve at their dispoaal are sudited by the Accountant General, Central
Revonues, vide Rule I to Article 200, .

4. If documents relnting to sanctions and orders are elaimed to be secret, the
Accountant General should accept a statememt of facts ecertified by the Governor
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%eulieu;l in Counell in lien of those documents (vide Bule 17 of the Auditor General’s
e8). ..
f) x .
109. The audit of tho sanctions and orders of authorities lower than
*the Government of India wiil invarinbly devolve upon the Audit Officer,
who is entitled to receive direct from the sanctioning authority a copy
of the sanction or order signed by a responsible officer. The exact pro-
cedure for communieation of sanctions may be settled under the orders of
tho Loeal Government, and there is no objection to consolidated state-
>. ments of sanctions, relating to a particalar class of expenditure or cther
.‘transactions, being accepted in audit in lieu of copies of individual
orders, provided the statements reach the Audit office in time for the
~ application of the audit check on the relevant transactions. ;
v 1,11 If a ganctioning authority other than the local Governmént does not disclose
 "the #eyms nnd other particulars of a sanction or order om the plea that they are

weeret, the Aocountant Genernl should demand the necessary certificate of the loeal .
Government under Rule 17 of the Auditor General’s Bules.

.+ '* 110, In cascs in which a Statutory Rule or any order issued thers-
under Ly compelent anthority requires that an authority of another
department shall consult the IMinance Department of the local Govern-
“ment when or before issuing an order or sanction, and the Finance

* 'D_ephrtment desires the Audit Officer to watech complianee with such
requirement, the Audit Officer shall merely report breaches of the rule to
the Finance Department, and not raise any formal audit objection or
enter into any correspundence with the sanctioning authority.

. 111. The sanctions and orders affecting financial transactions may
+ be broadly divided into three classes :—

{1) Rules and general ovders.
- (2) Grants and Appropriations
P (3) Banctions to Expenditure.
a Audit and Borntiny of Rules and Orders,

118. It is the duty of Audit to serntinise all financial rules and
orders, issued by any authority in India which affect receipts, expendi-

.-ture, or arrangements within the scope of audit and to satisfy itself
}hnt they ‘are consistent with statutory rules and are otherwise satis-
aotory.

113, Statutory Rules and standing orders issued by the Governor
General in Council are scrutinised by the Auditor General himself.
Non-statutory rules and standing orders issued by the Government of
India end all rules and standing orders issned by lower authorities
should be sorutinised Ly the Principal Auditor concerned. Non-statu-
tory rules and standing orders issned by the Government of India and
all rules and standing orders issued by lower authorities affecting more
than one Principal Auditer will be scrutinised by the Accountant
General, Centrul Revenues, who may ecornsult the other Principal
Auditurs concernoed where necessary.

(1) In the case of delerations of powers to the Auditor General
" no sernting by any Audit Officer is necessary as such
' o3
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delegations -are made by the Government of India after
consultation with the Aunditor General.

(2) Rules and standing orders issued by the Auditor General
himself are not subjeet to the scrutiny of any Audit
Officer subordinate to him,

113-A. All Rules and standing orders (both statutory and nom-
statutory) issued by Provincial Governments or by authorities subor-
dinate to Provincial Qovernments should be serutinised finally by the
Provineial Accountants General.

113-B. The audit officers referred to in Articles 113 and 113-A may,
on their own responsibility, aceept the rules, orders, ete., for the seru-
tiny of which they are responsible, object to them, or ask for their
alteration. The Auditor General shall, however, be consulted on all
cases of doubt, dificulty and difference of opinion and on all points
. in connection with which his specific concurrence is, for statutory
reasons, required.

Nore—~Two copies of all the rules issued in the form of codes, manuals or
stending repulations by the Departments of the Government of India and the Local
Governments should be obtained and sent to the Aunditor General .

114. In the serutiny of (hese rules and standing orders it should be
‘geen—

(1) that they are consistent with the essential requirements of

audit and accounts as determined by the Auditor General, ,

(2) that they do not conflict with the orders of any higher
authority, and ' .

(3) that, in case they have not been separately approved by com-
petent authority, the issuing authority possesses the neces-
pary rule-making power. '

115. In applying the first of the these checks, the Accountant
General should be guided by any subsidiary instructions which may be
igsued by the Auditor General from time to time. The principle to be
cbserved is that the diserstion vested in authorities empowered to make
rules is not to Le feitered unneccssarily merely because difficulties may
arige in the application of the necessary andit checks or the maintenance
of proper accounts. 1If the audit and accounts procedure can be amend-
ed without loss of efficiency or extra expense, the rule should be accepted
and that procedure amended accordingly. All doubtful points, unleas
they are trivial, should he referred to the Anditor (eneral and no objee-
tion should be raised without reference to him.

118, In applying the second of these checks the gniding principles
enunciated below should be observed —

(¢) If the authority framing the rule is granted full powers in
respeet of a certain class of expenditure, an order issued
under those powers can be challenged by aundit only under
the eanuns of financial propriety..
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(W) If it is granted powers which may be exercised provided due
regard is paid to certain criteria which are expressed in a
general form, orders issued wunder those powers can be
challenged by audit— '

(1) it the disregard of the ecriteria is. so serious as to
make the order perverse, or

(2} if the facts of the case are' such as to make the audit
authority confident that one or more of the criteria
have been disregarded..

(ui¢) If it is granted powers which are expressed in precise terms,
the Audit Officer is bound to ascertain that the order defin-
ing its powers is exactly obeyed in every instance.

(#v) In all cases, if the Accountant General has reason to think
that undue advantage is taken of the provisions of any
orders whereunder the rule is issued, he should bring the
case to the notice of the proper superior authority. (Cases
of disregard of canons of  financial propriety should be’
dealt with under Article 118, '

117. All orders of delegation of financial authority should be
scrutinised carefuly as, nnce they have been accepted, audit of sanctious
as well as of expenditure or other transactions may be conducted against
thew for an indetinite length of time, They should be examined in the
Higher Audit Section and, before they are notified for the guidance of
the audit sections concerned, they should be formally accepted by the
Accountant General himself.

_ 118. When the Accountant General considers that any rule or order

has infrifged uny one of the canons of financial propriety, he should
report his opinion to the administrative aufhority concerned for such
action as that autharity may think fit to take, and request it to intimate,
in due course, the aetion taken by it. Thereafter, if he counsiders it
mecessary, the Accountant General rmay report to the next hizher autho-
rity, and if this be the Government of India the reference should be
made through the Auditor General. As te the further action to be
taken, see the proviso to Rule 14 of the Auditor General’s Rules.. Such
correspondence should be initiated and afterwards conducted by the
Acecountant Genersl personally, who if he thinks fit, may make a direct
report to the Looal Government. See also Rule 11 (5) of the Auditor
Gerneral’s Rules (Appendix 1).

-110. Similarly, eases may arise in which, though no audit objectior
van be token to the terms of an order of delegation, or other finanecia
rule, yet the Acconntant General feels that the order is likely to impair
seriously the efficiency of the conduct of public business, vids Rule 28 (1)
of the Devolution Rules. For instance, the principle of authorising dis
bursing officers themselves to sanction special charges may be carried toc
far or extended to cascs in  which obviously some sort of eontrol by
higher authority is advisable. If such cases are importaut, the
Acoountant General shonld make a sunitable representation to the
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Finance Department, and thus give the latter 1he opportunity of revicw-
ing or reconsidering the orders as the ease may be.

120122, Delzled.

122-A, The authorities of the Audit Department are not required,
under Articles 112 et seq, to undertake the formal scrutiny of and there-
by to make themselves responsible for the¢ aceuracy of Departmental
.msanuals when these, so far as financial, accounting and audit matters
are concerned, merely reproduce extraets from substantive Codes,
Regulations, Rules, ete. When such manuals introduce any new
detailed financial, aceounting, or audit procedure, the Audit Officer
~concerned may advise as to whether the rules are infra vires of the
authority issuing the manual and in accordance with eorrect prineiples,
but such advice should be given in respect of speclﬁc individual rules
and not on the manuals as a whole.

Audit of Grants and Appropriations.
123. In auditing grants, it is sufficient to see,—

(1) In the case of votable expenditure, that the grant is covered by
the vote of the Legislature, or, as the case may require, by orders
issued—

(a) by the Governor General in Council under section’ éTA (7) of
the Government of India Act, or

{b) by the Governor General himself under section 67A. (8), or

(¢) by the Liocal Government on the certification of the Governor
under proviso (a) of section 72D (2), or

(d) by the Governor himself under proviso (b) of section 72D (2} ;

and,

(2) In the case of non-votable expendlture that appropnatmn has
becn made by the Finance Department of the Government of India or of
the Local Government, as the case may require.

124, Thé proeedure for auditing appropriations is preseribed in
Chapter 7. ‘

. Aud.it of Sanctions to Expenditure.

125. Tn the audit of sanctions to expenditure, the guiding principles
enunciated below should be observed —

(+) If the sanctioning authority is granted full powers in respect
of a certain class of expenditure, a sanetion accorded under
those powers can be challenged by uudit only wnder the
canons of finaneial propriety.

(#) If it is granted powers which may be exercised provided due
regard is paid to certain criteria which are expressed in a
general form, sanctions accorded under those powers can bs
challenged by andit—

(1) if the disregard of the ecriteria is so serious as to
make the sanction perverse, or
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(2) it the [acts of the case are such as fo make the alid'it
authority confident that one or more of the eriteria-
have been disregarded. ‘

(#4) If it is granted powers which are expressed in precise terms,
the Audit. Offiver is Lound to ascertain that the order de-
fining its powers is exactly obeyed in every instance.

(sv) Cases of disregard of canons of finanecial propriety should be
dealt with in the manner preseribed in Articles 116 (i») and
118.

(v) A group of works which forms one project shall be considered
as one work, and the necessity for obtaining the sanction
of a higher authority to a project is not avoided by reason
of the fact that the cost of each particular work in the
project is within the powers of the lower authority.

1, In the case of projects of irrigation, navigation, embankment or drainage

worka, the construction estimates of whick have been closed, thia rule is subject
to the special rules prescribed for sanctions to open eapital expenditure,

2. A preliminary enquiry, survey, or experiment whick must necessarily precede
the preparation of any project or scheme, need mot be considered for the purpose
of this rule as forming part of that project or schemae, '

(vi) If any one item of a scheme requires the sanction of higher

, authority, that item should not be given effect to before
sanction i{o it is obtained. In determining whether any
other portion of the scheme may be put in hand prior to the
receipt of such sanction, due regard must be paid to the
provisions of Rules 1 (10) and 1 (5) of the Central and
Provincial Audit Resolutions respectively.

125-A. In scrntinising sanctions and orders for the grant of addi-
tione to pay and other special concessions and allowances referred to in
Article 230-A, Civil Acoount Code, the Audit Officer should examine
carefully the reasons for the grant of the special pay, allowance or con-
cessinn, as recorded in the sanetioning order (or as communicated to
him confidentially hy the sanctioning authority) and should question the
propriety of such sanctions if it appears to him that the principles laid
down in the Fundamental Rules for the grant of such special pay? con-
cessions, ete., have not been duly observed.

126. Except under the orders of a Garzetted Officer, no order of
sanetion should be aceepted in aundit unless it is an order received from
or through the sanctioning authority, vids Article 109. When an order
sanotioning expenditure contains no indication of the amount or limit
of the sanction. the Accountant General should sddress the authority
who issued it.

127, All senctions to expenditare should be noted in a preseribed, °
audit register or other record against ‘which the andit of the expenditure
will be conducted, and if it is known that the charge will entail a
recovery from a third party, or such a recovery has been ordered by
the sanctinning authority, a note of the recovery due should also be made
in a snitahle register so that it may be duly watched.
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Audit of sanctions to expenditure accorded by the Auditor General,

127-A. Under rule 27 of the Auditor General’s Hules, it has*been
arranged by the Qovernor General in Council that all sanctions to
expenditure aceorded by the Auditor General under Rule 26 of those
Rules shall be audited by the Deputy Secretary to the Government of
India in the Finance Department. If, however, the post of Deputy
Sceretary -should, at any time, be held by a member of the Indian Audit
and Acconnts Service, the audit of such sanctions will be conducted by
the Secretary of the Finance Department or some other officer to be
nominated by the Governor General in Council. Under the system at
present in force, the sanetiuns are ordinarily submitted for pre-audit
before the relevant expenditure is ineurred. Two lists, showing respee-
tively the classes of sanections to expenditure accorded by the Auditor
General which are reguired to be audited under this ‘rule, and those
which, being rather of the nature of administrative sanctions, do not
require such audit, are given in Appendix 2-A. In the case of sanctions
requiring to be audited under this rule, it is the duty of the Aundit Officer
responsible for the final audit of expenditure incurred against any such
sanction to satisfy himself that the sanction itself has been passed in
audit by the responsible officer.

Audit of Expenditure.

128. As a rule, heads of offices and other Government servants who
are called npon to make disbursements on behalf of Government, draw
money for the purpose from treasuries under the rules in one of the
authorised Acconunt Codes or in the Treasury Orders or rules issued
thereunder. But, for several classes of payments made at stations at
which there are Audit offices, it is usually arranged that the vouchers
shall be submitted to the Audit office before payment and that payment
shall be made only on andited bills.

129. A preliminary check is applied by Treasury Officers when bills
and vouchers are presented to them for encashment. But the audit of
Civil transactions is eonducted almost entirely in Aecountants General’s
offices or in branch offices subordinate to them, and this central audit
is al present nearly entirely post-audit in character. Pre-audit, or audit
before payment, is applied to a small extent only. Some accounts of
Public Works disbursiug oflicers are checked at periodical inspections of
their offices by Audit Officers, but this system of local audit does not take
the place of central audit, as the main accounts are submitted periodi-
cally to the Andit office and only the initial accounts and some sub-
midiary account records are examined loeally.

1. The general rules and prineiples of andit defined in this chapter are equally
applicable to all forms of audit, unless there be something repugnant in the subjest
or context.

130. The main objects of audit of expenditure other than appro-
i _ priation audit, for which see Articles 123 and 124, are to ensure—
(a) that the expenditure has been incurred by an officer competent
to inecur it,
(3) that the expenditure has received the sanction, either special
or general, of the anthority competent to sanction it,
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{¢) that the axpenditure does not involve a breach of any of the
canong of finsneial propriety laid down in Rule 11 of the
Aunditor General’s Rules,

1. The procedure for dealing with breaches of _canons of ﬁnaneml propriety is
laid down in Artiele 118,

(d) that the expenditure sanctioned for a limited period is not
admitted 1m audit beyond that period without further sane-
“tion,

(e) that payment has, as a fuct, been made, and has been made to
the proper person; and that it has been s0 acknowledged
and reeorded that a second claim ggainst Government on
the 'same account is impossible, and

(f) that the eharge iy correctly classified, and that (as in the case
of Public Works and Forest accounts) if a charge is debit-
able to the personal account of a contractor, employee or
other individual or is recoverable from him under any rule
or order, it is recorded as such in a prescribed aecount.

181. The detailed audit of vouchers in support of payments is con-
ducted to soo—

(a) That the vouchers are in the preseribed form, and that they
are duly receipted by the payees and in ongmal that a
brief abstract is given in English under the signature of the
drawing officer on all purely vernacular vouchers, and that
vernacular signatures are transliterated, also that sub-
vouchers contain notes of dates of payment.

() That they are numbered with reference to the number in the
list of payments, schedule, Schedule Docket or other
account, as the case may be.

(¢) That the details work up to the totals and that the totals are
in words as well as in

(d) That they bear a Pay order, signed by the Treasury Officer
in the case of vouchers ecashed at treasuries or by the
responsible disbursing officer in the case of other vouchers.
In the case of vouchers paid at the Bank it should be seen
in particular that they bear the pay order of the Collector
in all eases in which it is required under the rules in
Articley 309 to 316 of the Civil Account Code.

(e) That they are stamped ** paid "’

(f) That there are no erasures, and that any alterations in the
totals are attested by the officer concerned as many times
as they are made.

(2) Thatstampsmnmxedtoallvonchm!orsumsmexmof
R20, and that they are punched ; but see Articles 11 and
13, Civil Aocount Code, Volame L and also Rule 1 under,
Article 481 of this Code.

() That no payment is made on a voucher or order signed by a
subordinate instead of the head of the office himself or on
a voucker or order signed with a stamp, and thst copies of
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sanclions are certified by the sanctioning officer .or by a
" Gazetted Officer authorised to sign for him.

Note—In the case of charges for which special panction is necessary under rule
[gee Articls 308 (a)], no scparate sanction need he insisted on if the bill or voucher
on which the money is drawa is sigaed, or countersigned, or countersigned prior to
drawsl, by the authority competent to sanction the expenditure ; but charges of the
kind in gquestion may not be included in the same bill with other non-special items.
This 'does: not apply to the case of temporary establishments, the sanction for
which should nlways be called for and noted in the Audit Register and andit e¢on-
ducted against sueh sanction in aceordsnce with Article 300. '

() In all cases in which it is prescribed that agreement should
be effected between two different documents, the fact of the
agrecment should be noted on both the documents and
initixlled by the auditor who makes the agreement.

(5) That if a treasury voucher be paid by transfer, it is stamped
as having been so paid, that the head to which the amount
is credited is noted on it, and that the credit is traced in
the cash account when possible.

(&) Tha.tdFund and Income -Tax deductions have been correctly
made.

Nore—In respect of the pay bills of his own establishment and of pay bills
of guzetted officers and pension bills pnid by him after pre-audit, the Audit Officer
arts as the ofieer respomsible for vaying income chargeable under the head
f¢ Balaries ’’ and is, therefore, under a statutory obligation to deduet, at the time
of payment, income-tax on the amount payable at the rate applicable to the
estimated income of the assessee under the head ‘¢ Salaries ’’—vide Bection 18 (2)
of the Income-tax Act XI of 1022, Tn respeot of other establishment, pay and
pension bills, the Audit Officer is not responsible for checking the correctness of tho
income-tax deductions ; but whenever such bills come under his scrutiny in the
course of audit, he shovld alwaye sce that deductions of income-tax are not
omitted in esses where such deductions should clearly be made.

(1) Thai no bills for any pay or allowance not claimed within six
menths of its becoming due have been paid without the
sanction of the Accountant General.

ad :::-'allilﬂe 17 of Appendix 1 applies alsc to vonchers declared to be secret or con-
ential.

Nore 1—The term *¢ voucher ’' ghould be tekenm to imclude ‘¢ sub-voucher ' for
all purposes of audit.

Note 2—Cash memorands issued by tradesmen for sales ngainst cash payment
thould not be regarded as sub.vouchers nnless they contain an acknowledgment of
the receipt of money from the purchaser as named therein for the priee of the
articles aold. '

.

131-A. Recurring charges which are payable on the fulfilment of
certain conditions or up till the occurrence of & certain event should be
admitted in audit on receipt of a certificate from the drawing officer to
the effect that the necessary conditions have been duly fulfilled or the
event has not yet occurred, as the case may be. In order to scrutinise
the manner in which the executive officers discharge their finanecial
.responsibilities the Audit Officer should make occasional enquiries about
the facts on which the certificates given by those officers were based.

132, The audit cf rates paid for work done and supplies made should
receive special attention, but as objections can be raised only in cases
which involve a distinet breach of the first canon of financial propriety
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this andit will usually present considerable difficulty. It demands the
exercise of great intelligence and eare and, therefore, cannot be entrusted
to ar ordinary auaditor to be applied as a mechanical check, Individual
abnormalities in rates should of ecourse be watched, bub thé institution,
from tine to time, of & comparative examination, through the vouchers
and accounts roceived for audit, of the rates paid by various officers in
the same or neighbouring loealities, may indicate cases in which, the
rates being abnormal, further enquiry may be desirable. " The sassistance
of the ¥inance Department may be invoked in- obtaining 1-liable
schedules of rates and cther necessary information. In the ease of Public
Works offices, useful work in the direction of making a ecomparative
examinalion of rates can be done also at inspections, vide Article 857.

133. The audit «f accounts and vouchers received in the Andit
offire shnuld as a general principle precede their entry in the relevant
classificd abstract or in the Detsil Book. With a view however of
obviating delay in the closing of the monthly Civil and Exchange
Accounts on the dates prescribed, the compilation of mecounts may com-
mence before awlil in the case of the second schedule of treasury pay-
ments and of Public Works, Forest and Exchange Acounts. With this
oxception, the general principle indicated above may be departed from
only in special civrcumstances and with the express sanction of the
Accountant General,

134 Whilst it is desirable that aunditors and others emploved on
audit duties should not be at liberty to make any relaxations in audit, of
their own motion, it is of considerable importance that the preseribed
cbecks should be »hserved in spirit and not in the letter a8 opposed to the
spirit,

135. In the following cases, cent. per ecent, check is unnecessary, and
relaxation of post-audit is authorised to the extent indicated :—

Percentage of
Sarial Class of Vouchers. vouchers to bs REMARKS,
No. ohecked.
*1 | Pay bills of those setablishmanta the normal h
monthly cost of which is less than Ra. 50 50
2 | Travelling allowsnoe bills of Government
servants of the 3rd and 4th classes . 50
3 | Bills amounting to not more than Ra. 500 on Vouchers to be
acoount of contingencies, of Heads of De. sudited  shounld
partatants and other offioers, ot requiring > bo selocted by a
counteragnasure. . . . . S Gazotted Offioar.
4 | Bills amounting to not more than Ra. 5m
on amonnt of sountarsigned contingencies 25 J
)
# Norn.—Puy bills of thoss establishments, or sections of establishments on time-soale of

thonmuiod-umgthdwmthnwhunndmmmmﬁlymhthn
mmﬁoﬂdﬁemdihdmwmm.mﬁddm the sudit is condocted by numbers and
sguingt the entries of names in the fy-leaf of the audit register in form B of Appendix L) of thia
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Serial Percentage of
No. Clasa of Vouohers, vouohers to ba HRemarks.
. ' ohecked,
5 | Pension billa (other than those relating to ]
anticipatory pensions, grbtmt.les or lump
sum paymenta of any kind) 16§
{(Nore.—The selection of vouchers to.be
sudited should be so made that all the
vouchers received from a during
a month ghall be andited at the saye time,
and that the vouchers of each treasury
shall be andited at intervals of not more Vouchers to  be
then six months}, audited  shounld
> be selected by =&
8 | All treasury vouchers (as regsrds mthmeu Gazetted Officer.
cal caloulations) 25
7 | Arithinetical celculations in vouohers re-
ceived with the Monthly Account of Divi.
sional Officers of the Public Worka De-
Ea rtment, excluding finel running aceount
ills in yellow form which shonld be
checked cent. per cent. . . . 10 J
8 | Deposit Repayment Vouchers . 26 )
.8.A | Interest Payment Vouchers . * 5
. 8-B | Refunds Vouchers (other than those which
‘ are required to be noted in the Audit
office againat original credit shown in the
detailed statements) 10 Vouchers to be
>} audited  should
8-C | Discount Vouchers . . . . . 10 be selected by the
Superintendent.
8.D | Remittance Trmfer Reoe:pl'a and Supply
Bills . . 10
8-E | Scholarships and Grants-in-aid bills nnder
Ra. 1,000 . . . . . . 25 y
9 | Cheques including Personal Depoent chalans A
and estate'cheques, About 5
10 | Indian Poate and Tele; ment . »
vouchers . graphs Depm-t . Theee olasses of
vouchers need
11 | Cash Orders . " not be exsmined
in detail by the
12 | Vouchers for Sa.ltdenatomn remittances r suditors but
. (simple receipte) . v about § cent.
shonld XA
13 | Vouchers in support of Xa yments relating to mined by the
(1) Revenue Survey Advances, (2) Cost of Superintending
Survey marks, (3) Abkari Advanoes, (4) Stafl.
Loans under the Land Improvamenta and
Agriculturists Loans Acts ” J
NoTx 1.— In the oage of item Na, 1t the following points shonid receive ial attention :—
{a) that the voucher has been signed by & responsible departmental officer.

{b) that the amonnt of the voucher se shiown in words agrees with that in figures.
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(c) that the amount of the voucher agrees with that shown in the covering
schedules,

{d) that the voucher bears a pay order by the Tressury Officer or Bank
Agent in case of direct payments and the paid stamp of the treasury °
or Bank aceording as it is paid at the treasury or the Bank. In the
onse of payments referred to in Article 611, Civil Account Code, which
are paid at the Bank, it should he seen in particnlar that the reeeipis
bear the Treasury Officer’s pay order.

Nors 2.—The relaxations of andit preseribed in this Article are not applicable
in the case of vouchers received with the Exchange Accounts. Buch vouchers
shonld be mbjected to eent. per cent. aumdit check. .An exception may, however,
be made in the case of Bailway Warranta of which only & percentage, to be deter-
mined by the Accountant General, need be subjected to the serutiny which has
to be spplied by the responding office.

136. Tn the case of items Nos. 1 to 8-E, a record of the vouchers
selected for percentage audit should be maintained in a register 1n
mitable form, the order of selection being written by the Qazetted
Officer or Superintendent, as the case may be, and the auditor enncerned
being required to certify and report to the selecting officer that he has
audited nll the vouchers selected. The selection must be made personally
by the Gazetted Officer in charge (or the Superintendent in the case of
items 8 to 8-E) and this duty of selection may not be delegated. “In all
cages the selection should be made in such a way that the bills and
vouclers of every drawing (or account rendering) officer should come
under audit during the year according to the proportions as the pres-
eribed percentage may admit. But, whenever it is apparent from their
state, or otherwise, tiiat certain accounts require more detailed aodit
than the percentage presoribed, the orders of the Accountant Ceneral
should be taken to increase, for the time being, the percentage of the
bills or vouchers to be audited.

Audit of Receipta.

137. Audit of receipts is of a simple character, it being sufficient to
see that all suma receivable are duly paid to the proper officer and brought
to oredit by him. See also Article 105.

Audit of Stores.

138. Audit of stores comprises not only an examination of the
quantity accoants of the receipts, issues and balances of the stores, hut
also the serntiny of the accounts of values with a view to ascertain that
they tally, in all respeets, with the expenditure and other truusactions
of the publie accountg connected with the stores, and vice versd. With
this object, two puints will always require special attention,—(1) that
the stores are priced with reasonable accuracy, and that the rates are
reviewed from time to time and revised when necessary, and (2) that the
stocks are counted and otherwise examined periodically to ensure that
the balances or haud represent the quantitisg as well as the values borne
on the necount bnaks

Audit shonld net, except when specially authorised to do so0, assume
responsibility for the physical verification of stores, but it has the right
to investigate balances of stores, if any discrepancies in the atores accounts
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suggest that ‘such action is necessary. It is the duty of audit to
see that a certificate of verification of stores is recorded periodically by a
- responsible authority, that the system of “Verification edopted by the execu-

tive is adequate and proper and that, wherever possible, the staff respon-
sible for the verification is independent of the staff which is responsible
for the physical custody of the Staek or for keeping accounts of it. It
should alsn be seen that, wherever practicable, verifiers of stock work
directly under the control of the local Governmenf. instead of under the
heads of individual departments.

Audit of Accounts of Non-Government Imstitutions.

139. Where the Accountant General is required to audit tlhe accounts
of any local fund, publiec or guasi-public fund or non-Government
Institation or any private aceounts (vide Article 105), such accounts
should be examined under rules prescribed by the Auditor Genersl.

140. Banctiony constituting sueh funds or bodies ordinarily prescnbe
what classes of receipts are to be credited to them, what classes of ex-
penditure are to be admitted against them, and who will be the control-
Jling authority. The Audit Officer should see that in regard to receipts
and expenditure the preseribed rules are followed and for this purpose he
should require, in respect of all items of the account, sufficient informa-
tion, eitber in the form of wouchers or in some other form, a3 mnwuy be
con«udercd necassary in each case.

140-A. In the audit of other than Govermnent aceounts, auditors
- should not makr independent enquiries of taxpayers or of the public at
large upless such a procedure ig expressly authorised by statutory regu-
lations or executive orders.

Amendment and Imterpretation of Rules.

- 141, The following procedure should be observed by an Accountant
"General when he is of opinion that an amendment of a rule iv an aatho-
rised code js required, or that necessity exists for the authoritative inter-
‘pretation of a rule —

(1} When any defeelive rule comes to the notice of an Accountant
General in the course of his audit duties, he will first see
whether the rule, as it stands, admits of a defiuite audit
decision being given in one way or another. If %o, he will
ordinarily decide the aundit point accordmg to the m]e as
it stands, and then make a reference in regard to the amend-
ment of the rule— '

{a) tv the loea)! Government when the rule appears in an autho-
rised code of the local Government and is a rule which
can be amended by that authority without reference to the
Anditor General,

- (3) to the Government of India when the rule apperrs in an

authonised code of that Government or is a rule in respect
of which the power of interpretation rests with that autho-

rity or with the Governor General in Council,
{¢) to the Auditor General in all othet cases.
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* (2) Where, however, the expenditure involved is of really mater-
iel importance, thf jAccountant General may 2onsider it
desirable to defer ad” audit ruling nntil the points of doubt

- have been settled. Or again, the rule may be so question-
able in itself, or with reference to a disecrepant instruction
elsewhere in the regulations, that the Accountant General
may feel himself unable to give a satisfactory audit ruling

. onc way or the other on the regulations as they stand, In
vither of these eases it will be his duty to refer the point to
the Auditor General as the principal audit authority in India,
befure he gives any decision. If the point in doubt has
formed the subject of correspondence between the Avcountant:
General and the local Government, a copy of the letter von-
taining the views of the local Government should accompuany
the reference to the Auditor General. *

"Nore 1.—Any recommendation by a responsible administrative authority: for
exceptional treatment outside rule ashould be addressed not to the Accountant
General but to the local Government or the Government of India, as tha case may
be.

Norx 2,—A reference to the Auditor General for an amendment or an inter-
pretation of a rule under clause 1 (¢) above ehould be made only when & concrete
case necesaitating an amendment or an interpretation actually arisea. ¥n making
such a reference, the deiails of the concrete case should always be furnished, -

But o wuggestion merely for the co-ordination of rules need not await a concrete
sase,

,

Mgintenance and Audit of Pro formd Accounts,

142, The operations of some departments of the Administration some-
times include undertakings of & guasicommercial character, e.g., an”
industrial factory or a store. Even though these may be , maintained
ahnost entirely for the benefit of the department, it is still neeessary,
to enuble the ultimate beenfit to be compared with the actual cost, to
l;mm\- exhaly the profit or loss on the transactions of the undertaling
itself. In such caws, the maintenance of suitable Capital, and Profit
and Louss, accounis becomes a necessity, and as the Government system
of accounts, being vn & purely cash basis, is unsuitable for such com-
mercial accounts, these are usually kept on a Pro formd basis.

143. When the Accountant General becomes aware of the existence
of ‘a connnercial undertaking in any department, or finds that funds are
provided for it in the estimates, he should ascertain the exact nature and
soope of the activities of the undertaking with a view to determining
whether it is escential or advisable to maintain suitable sohiidiary and
Pro formd accounts. If he decides that the maintenance of these accounts
is desirable he should request the local Government to issne necessary
orders. The local Government may entrust the preparation of a system
of accounts to one of its own officers or to the Accountant. General. If the
local Government adopts the former course, the Accountant General should
represent to the locrl Government the desirability of—

(a) requiring the officer entrusted with the work to devise, not
merely & gystem of accounts, but also a set of standing orders
to regulate the working of the concern and a schedule of the
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- powers entrusted by Government to authorities subordinate
to it in connection with the control and rthanagement of the

: concern, and
(b) the submission to sudit for expert serutiny of the complete
system, together with the account forms; the standing orders
relating to the working of the cornecern and the schedule
of powers of the officers controlling and managing the econ-

cern,

The Accountant General will be responsible for seeing that the system
adopted conforms. to the fundamental principles of accounts and zudit
from the ordinary and the commerecial points of view. In gll cases of
importance the advice of the Auditor General should be sought.

144, All gross receipts and expenditure of commercial undertakings
" should be budgeted and acecounted for under the appropriate major and
minor heads snd units of appropriation, in the same way as ordinary re-
ceipts and expenditure of Government. The heads of aceounts ehould,
as far as possible, be common to the Government accounts and ike Gereral
Ledger ‘maintained st the undertaking and should be carefully selected
with due vegard to the principles of governmental and commereial account-
ing, so that the monthly classified account of income and expenditure
of the undertaking may be prepared readily from the General Ledger
maintained at the vndertaking and submitted to the Accountant General
for incorporation in the general accounts of Government by such date as
may be fixed by him in consultation with the head of the commercial
undertaking. 'The monthly eclassified account should be accompanied by
such schedules sud vouchers as may be prescribed by the Accountant

(General. -

Where necessary, the undertaking may have a separate remittance
necount with the treasury into which all cash realisations of the wunder-
taking may be paid and out of which funds required for disbursements
may be drawn on cheques under the rules and procedure obtaining in the
Public Works and Forest Depariments. A new remittance head
‘“ Remittances of Government Commercial Undertakings ’’ may be opened
for this purpose under Section ‘° T—Remittances '’. The rulevant pro-
visions in the Civil Aecount or other Codes and in standing orders of the
concerns regurding the procedure for the drawal of money from the
treusury and its disbursement should be carefully observed. r

The transactions of Government commercial wundertakings with
other departments of Government may be settled by book transfers
through the Accounts Officer, the remittance head mentioned abovs bemng
operated upon, wlhere necessary, for this purpose, or by cheynes, Remit-
tance Transfer Receipts or demand drafts, as may be decided by Govern-
ment. Cheques and demand drafts should be crossed in the manner
prescribed in Article 23-A of the Civil Account Code so as to ensure
eredit of the proceeds to the Remittance head or to other suitable bead of
account at the treasury.

144.A. If nccording to the rules of Government accounting, adjust-
ments are not made in the Governrment accounts of certain indirect and
overhead charges, it might be necessary to make pro formé adjustments
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in the books of the nindertaking foi these transactions, so that a eorrect

. presentation of its trading results may be available. Thus the following
adjnstments live to be made periodieally in the accounts of the under.
taking before the net results of its trading during a .period ean be ascer-
tamed —

{a)} Cost of mansgement, supervision. ete.
(b) Cost of pudit. -

{¢) Interest on capital invested.

(d) Depreciation of wasting assets.

() Leave, pension and passage contributions, bonus for Provident
Fund, ete.

Whether any corresponding entry should be made in the Government
accounts, and if so, the details of the entries to be made, should be decided
in consultation with Government,.

144.B. Tho sudit of the monthly classified account of income and ex-
penditure and of the connected schedules and vouchers and appropriation
audit should be conducted centrally at the office of the Aeccountant Gen-
eral. This central audit should be supplemented by a local andit at suit-
able intervals of the accounts and the primary accounts records maintained
at the undertaking. In addition to bringing out any irregularities found,
the andit report should contain a brief summary of the trading results.
wwd commenis on such of the items in the Trading and Profit and Loss
Aceoonts and DIlnlance Sheet as require comment.

NoTe~The incorporation of these Pre formd accounts in the Commercial
Appendix to the Approprintion Beport or in the alternative in the Departmental
Administration Report doex not in any way affect the reaponsibility for their andit
as enjoined herein. When the Pro formd or subsidiary accounts are included in the
Departmental Administration Reports they should bear an audit eertificate in the
form prescribed in Note £ to paragraph 52 of Appendix 16 to the Audit Code and
»e supplemented by such audit comwments as appear nececssary.

145. TlLese 1ules are not applicable in their entirety to eomm:ercial or
guasi-comniercial depariments, o.g., the Indian Posts and Telegraphs
Department und the Public Works and Railway Departments, the roles
%nd procedure relatine to which are desceribed in their respective Accounts

odes,

148. Pro formi accounts are also necessary in respeet—

{1} of the transaciions of the Famine Relief Fund of the local
Government.

{2) of the trxnsactions eonnected with the horrowings of the local
Government in the open market under the Loecal Govern-
ment {Borrowing) Rulea, vide Appendix 6, and

(3) of the transactions eonnected with the advances received by
the locnl Government from the Provineial Leans Fand.

These are maintained in the Audit office in accordance with the proce-
dure indicated in Articles 147 and 148.
T1AG0
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147. The account of the Famine Relief Fund is prepared annually
in Form 4 under the rules in Schedule IV of the Devolution Rules, and
copies of it rransmiited to the Finance Department of the local Govern-
ment (which is responsible for the administration of the Fund) and tbe
Auditor General. :

1. Under paragraph 11 of Bchedule IV to the Devolution Rules, Forms 4 and

4-A have been prescribed for the maintenance of the aeccounts of the Fumiune
Rolief Fund and the annusal assignments in eonnection therewith.

148. The Pro formd accounts of the local Government’s borrowings
under elauses (2) and (3) of Article 146 should also be prepared annually
in suitable form tn show the proceeds of all advances and loans raised by
the Iocal Government and the disposal of such proceeds. Copies of these
aceounts also should be sent to the Finance Department of the loecal Gov-
ernment with the Accountant General’s observations (if any) thercon.

(1) 4o preparing these accounts and in applying audit checks on
expenditure taken against the proceeds of the lozns, the principle of
canon 2 of the financial propriety should be borne in mind. It shouid also
be seen that all loans raised under the Local Government (Borrowing)
Rules are correctly uiilised on the objects for which they were originally
raised. As recards advances from the Provineial Loans Fund, audit
should see that the rmles governing the administration of the fund and
any subsidiary instrmetions issued thereunder are duly eomplied with,
The following provedure has been laid down by the Government of India
for dealing with cases in which advances sanctioned by them are found
to have been utilised on purposes or objects other than those for which
they were coriginally oranted :—

(a) Initial vrders sanctioning advaneces from the Provincial Loans
Fund will specify every productive scheme on which the
advance may be spent.

(b) A loan of a specified amount granted merely for expenditnre
on productive purposes or a lump sum amount granted for
specified productive purposes may be re-approprinted from
one productive purpose to the other within the total fixed
for such productive purposes.

(¢} No rve-appropriation shall be made by the local Government
from productive to non-productive works or wice versd,
except as provided below :— .

(i) If in auy particular year the accounts show that expendi-
ture on productive schemes has actually been‘ less than
the amount of the advance, the balance must neressarily
be regarded as a diversion either to unproductive works
or to the building up of cash balances. It will be the
function of aundit to report such a diversion to the Govern-
ment of India through the Provincial Govermnent.

(#) The Provincial Government will forward the report to the

Government of India with such comments as they may lixe
to offer, -
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(s6) The Government of India as administrators of the Fund
will decide whether the particular diversion should be
regarded as of a sufficiently permanent character to neces-
sitate regularisation.

(i) If the diversion is only temporary and is occasioned by the
inherent difficulty of estimating in advance the actual pro-
ductive and other expenditure of a given year, no further
action will be necessary. The original classification of the
advance, the rate of interest and the term of repayment
will, in that case, remain unaltered.

(v) A permanent diversion will not, however, be permitted, and
the Joeal Government will be required on the nexi oceasion
on which they borrow from the Provincial Loans Fund to
apply for additional loans equal in amount to the excess
of the actual outlay on unproductive works over the ad-
vauces originally taken for that purpose. This will not
be necessary if the running aceount of loans shows that
the diversions have in the meantime been made gnud by
imernal arrangemsent.

(d) Funds borrowed on special terms for specific schemes shail
not be tubject to re-appropriation by the locul Govern-
ment.

(6) As-regards objects other than productive, the Government of
India vsually sanction advances from the Fund in Jlump
sums, without specifying the objects on which the amounts
are to be spent. A local Government is fully compcetent to
reappropriate between different objects ineluded in this eate:
gory, rabject only to the general limitation laid dowm in
clause 1d) above. ]

(2) Rule 2 () (¢) of the Local Government (Borrowing) Rules
should be interpreted as prohibiting expenditure from loan funds on
any scheme or group of works the cost of which is less than Rupees five
lakhs. The rules governing the grouping of individual works for the pur-
pose of this rule should be the same as the rules which govern the grouping
of works in order 1o determine the authority which is eompefent to sano-
tion the total expenditure. The limit of Rupees five lakhs is not, however,
applicable to cepital expenditure—

{a) on productive works,

(d) in a Commercial Department which is working at such a profit
as to fulfll the test of productivity imposed by the Secretary
of Stale, or

{¢) on Commercial undertakings whose accounts are maintained on
a Commercial basis.

Thit interprotation applies equally to expenditure met out of advances
from the Previncial Loans Fund and the minimum limit of Rupees five
lakhs .cferred to in connection with the unprodustive expenditure met
out ol those advances can be relaxed only with the special sanction of the
Government of India.

x2
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(3) As a general principle advances to Provincial Governments from
the Provincial Loans Fund will not ordinarily be made except to meet a
revenue defieit or 10 meet expenditure on an object on which moneys
raised under the Loval Government (Borrowing) Rules may be expended,
and any depurture from this prineiple will require the stronygest possible
justification. '

(4) A loan may be sanctioned having as one of its objects the relief of
general revenues from the burden of any previous eapital expenditure met
from such revenues in the absence of loan funds. In such cases it
is permissible to transfer such expenditure from the revenue section to
the appropriate major head in the capital seetion of the account. Trans”
fers of this nature may also be made without the Provincial Government
being required usctilully to borrow the requisite funds either from  the
Provincial Loans Fund or in the open market, e.g., to relieve a dificult
revenue situation. But sueh transfers can Le permitted only if the
expenditure transferred is of a capital nature for which funids may be
borrowed under the Local Government (Borrowing) Rules, and the
exercise by the Provincial Governments of the power to make =uch iransfers
wil! therefore be subject to audit serutiny.

(5) In detemaining, for the purposes of canon 2, whether or not a
work is produciive, the fest in the case of mew works connected with
existing schemes or werks is  whether the new work is to remain as a
separate unit or to be absorbed into an existing wunit. If the former,
the test should be applied to the new separate unit ; if the lutter, to the
resultant unit, ]

(6" In all aceounts or estimates prepared with the object of deter-
mining the produetivity of a work or scheme, the rate of iuterest to be
taken into account for vomparison with net revenue, which has been
preseribed by the Secretary of State, is 6 per cent. per annum,

(7) The detailed rules for determining whether a work of irrigation,
navigation, embankment or drainage should be classed as productive or
unproduetive (or rcmain so classed) are given in Statement A of Apperdix
4 to the Public Works Account Code.

* Higher Audit Functions.

149. In addition to the detailed work which must necessarily be per-
formed by the auditor, is the importent task of, what may be called,
higher audit which devolves upon the more responsible members of the
Audit office. It is not sufficient to see that sundry rules or orders of
corupetent anthority have been observed. It is of greater importance
to see that the general principles of legitimate finance are borne in mind
not only by disbursing officers but also by sanetioning authorities, and
that audit is conducted so as not merely to criticise their aects, but also
to assist them, and consequently the legislature, in protecting the in-
terests of the tax-payer, developing revenue and effecting economies in
expenditure wherever possible. See Article 837.

Norz~8Sanctions with a long period of carrency, as well as sanctions of &
permanent nature should aleo be reviewed perindically so that, if there is any
reaSon to think that the administrative authority coneerned should be imvited to
zeview the sauction, such action may be taken.
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160. A separate seetion of the Audit Office, consisting of picked men

-who have exhibited special aptitude for audit work, may be charged with

the responsibility fov this class of audit.- The business of this sectiom

" ghould be conducted under the personal guidanece of the Acsountant

Gceneral (vide Article 24) and no case should be taken up in Higher
Audit without his orders. Gazetted Officers and Accountants in charge of
audit sections will be responsible for bringing to the notice. of this sec-
lion all matters which, in their opinion, may, with advantage, be investi-
gated in detail, and a simple record of such references and their disposal
should be maintained for submission to the Auditor General at his perio-
dienj inspections, ‘

1. Other members of thie audit staff should be encouraged to submit references
and' suggestions, and mou who have put forward really valuable ideas or done
uue_ft_yldwork in the furtherante of bigher audit should be marked ont and speciaily
trained.

151, The spirit wl:ich should animate higher audit was explained in the
following terms in an important despatch of the Government of India on
tlie subjeet —

“In place of the formal examination of authorities and of rules, the work
should be conducted with greater regard to the broad principles of
legitimate public finance. The audit will not only see whether there
is quoted sauthority for expenditure, but will also investigate the
neeessity for it. 1t will ask whether individual items were in
furtheranoe of the escheme for which the budget provided ; whether
tho same rvesults could have been obtained otherwise with greater
ecopomy, whether the rate and scale of expenditure were justified in
the circumstances, in fact they will ask every question that might be
expected from an intelligent tax-payer bent on getting the best wvalue
for his money. The audit officers will also devote more of their time
to looking into the manner in which the various executive officers are
undertuking their more important financial responsibilities.’’

152. The statistics of the work of a department of Government over
a fleri‘es of years may offer a fruitful field for the application of higher
audit,

152-A. Scrutiny of estimates and expenditure pertaining to larze
works or projects, with a view to see whether there have been mauterial
modifications of, or deviations from the sanctioned estimates ean usefully
be undertuken in higher audit. No definite instructions or criteria ean he
laid down for the juiiance of audit as to what should constiture a material
deviation or modification, but in all doubtful cases, audit should institute
enquiries ‘and ohtuin definite decisions which may eventually erystallise
into & body of case-law. If the Executive Government refuses 10 accept
the audit point of view, it should be considered if the case ought to be
brought to notice in the report on the Appropriation Aecounts.

183. Tt is not necessary that the work done in the higher audit seetion
should be confined to the examination and eomparative study of the fivan-
gial transacticns or proceedings of executive wund~ administrative
anthorities. The organisation of the Audit office, and the work eonducted
in the several sections of the office, should also form the subject of
a continuous examihation and review, and Aeccountants General should
feel no hesitation in submitting, for the Auditor General’s eonsideration
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LJ
matured schemes of audit or account, which they are satisfied will result
in reduction of the cost of audit, in simplification of work, or in greater
efliciency of the resnlts of audit. 'With this object, they may even
undertake small experiments, provided that these do not necessitate the

employment of extra establishment for which higher sanction is
necessary.

164 The Auditer General should be kept fully informed of the
results of, and freely consulted in regard to, important investigations
conducted in the higher Audit section,

Results of Audit.

166. Results of audit should be reported to the disbursing and con-
trolling authorities at the earliest opportunity. The detailed procedure
to be observed is descrited in Chapters 40 to 42.

166. (1) While it iz the duty of an audit officer o call attention to
any disbursement which he considers to be improper, it is the function
of the executive authorities to confirm or to forgo the recovery of the
sums improperly disbursed. The Audit Officer should scrutinise orders'
so rassed, and, if he considers them to be open to criticism either from-

the point of view of higher audit or for other reasons, should raise and
pursue objeetions to them.

(2) Unless in any case it be otherwise provided in this Article, an
audit officer should. as soon as the facts eome to his notice, dircet the
recovery of sums in respect of which there is no doubt that they have been
improperly dishursed. If the competent executive authority desires fo
forgo recovery, it will initiate aetion under rule 14 of the Auditor
General’s Rules. If, in any case, an audit officer is doubtful of the pro-
priety of any expenditure, he should at onee take steps to resnlve the doubt
by reference to the executive authorities or to the Auditor General, as the
eircmmstances of the case may require. In order, however, to avoid un-
necessary expenditure of time and labour on cases of a simple and unim-
portant character, the Government of India and the local (Governments
have agreed to the exercise on their behalf by Aundit Officers of the follow-
ing powers, which may not be delegated to subordinate officers :—

(a) An aundit officer of rank not lower than that of Deputy Account-
ant General may forgo recovery of irregular expenditure
not exceeding Rs. 5 in any individual case ; and a gazetted
officer ir charge of a section of an audit office way exercise
the same power up to a limit of Re. 1. .

Nore—If the irregnlarity is sneh that it is likely to recur, the Government

servant resporsible shonld ba told that the expenditure was irregular evem if mo
Tecovery is made.

(b) Some items are placed under objection, not becanse the whole
or any portion of the expenditure is unjustifiable in itself
but because it is not exactly eovered by rule ; or the antho-
rity for it is insufficient ; or full proof, such as is afforded
by sub-vouchers, that it has been incurred has not been pro-
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duced. In such cases, the head of an audit office may forgo
recovery up to a limit of Rs. 50 in each case, if the fallowing
conditions are fulfilled :—

(4) The expenditure must not be of a recurring nature.

(%) (a) Where the objection is based on insufficiency of sanction,
the sudit officer must be satisfied that the authority
empouwered to sanction the expenditure would accord sano-
tion if requested fo do se.

(3) Where the objection is based on insufficiency of proof of
payment, the audit officer must be satisfied that undue
trcuble would be caused by insistence on submission of
full proof and must see ne reason to doubt that the
charge has actually been paid.

(¢) Where expenditure under objection has, for any reason,
become irrecoverable, an sudit officer of rank not lower than
that of Deputy Accountant General may write off an amount
not exceeding Rs. 50 in each case,

Nore 1.—The powers conferred npon sudit officers by clauss (2) of thia Article
ghould not be exercised in respect of items #or the check or audit of which they
have no authority, sueh as items in hills which their offices receive and forward to
another office for andit, or in respret of any amount outstanding under a debt head.
In respect, however, of transaction relating to Bavings Banks Money Orders and
British Postal Orders which are adjusted under Debt and Remittance heads, Postal
Audit officers poasess certain powers of waiving the recovery of petty amounts of
overpayments and short realisations.

Nore 8.—The powers conferred upon Audit OfMcers by this eclause sannot
be exercised in reapect of objections to excesses over technical estimates of
works. As, however, the audit of expenditure on worka againet technical estimates
is conducted on behalf of the local Government, the local Government may issue
orders empowering the Audil Ufficer to waive objections to petty excesses and
powsrs sonferred by thoss orders should be exercised.

Norz 3.—Under the powers conforred by clause (o) above sudit officars may
however write-off outstandings in Provident Fund Accounts when such outstand-
ings are not due to any iistake in Accounting but repressnt overpayments estab-
lished as irrecoverable for other reasona. :

(3) (a) In the case of payments on account of personal claims which
are placed under objection more than a year or, in the Central Provinces,
aix months, after the date on which they are disbursed, the head of the
audit oftico before demanding recovery should, subject to the provisiona
of sub-clause (b) below, refer the matter for the orders of the Govern-
ment econcerned. If the order given is that recovery should be waived.
it is open to him te challenge the order in sudit. All cases in which the
head of the audit office has accepted the orders of a Local Government to
forgo recovery without requiring a reference to the Public Acconnts Com-
mittee under rule 14 of the Auditor General’s Rules, should be recorded in
& Register which should be reviewed by him quarterly.

The exact form of the Register is left to the disoretion of the
Accountant General, but it should invariably show, snter alia,
how the overpayments occurred in each case, what rules
were contravened, the degree of responsibility attaching to
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the drawing and disbursing officers on the one hand and to
the Audit Office on the other, the reasons of the Local (Gov-
ernment for waiving the recovery, those of the Andit Officer
for accepting the Liocal Government’s orders and the reme-
dial measures, if any, taken to prevent the recurrence of
such ecases.

The power of accepting the orders of the Local Government may
not be delegated to subordinate officers.

(b) The Government of India and local Governments have
however, agreed that in respect of cases of the type referred
to in (a) preceding the head of an audit office may forge
recovery on their behalf if the amount involved does not ex-
ceed Rs. 50 and he is satisfied that it was drawn by the Gov-
ernment servant concerned under a reasonable belicf that he
was cntitled to it.

(4) Clauses (2) and (3) apply mutatis mutandis to overpayments dis-
covered during local inspections and to non-recovery of Government dues
in cases where it is the duty of the Audit Officer to wateh recovery.

1, The special powers delegatedy under this Article to the offlcers of the
Military Test Audit are wmentioned in the Military Test Audit Manual

157. When erroneous payments have been admitted in audit for a
considerable time, owing either to 8 wrong interpretation of financial
rules or to oversight, the following procedure should be observed :—

(a) When a wrong interpretation of a financial rule has beeu
followed, the new interpretation should, in the absence of
special instruections to the econtrary, take effect from the date
of issue, by competent aunthority, of the orders stating the
correct interpretation.

(b) When erroneous payments have been left unchallenged
through oversight, the head of the audit office should not of
his ¢wn motion undertake a re-audit of bills paid more than
one year, or, in the Central Provinces, six months,
previously. He should report the facts of the ease for
orders to the Government concerned, and a re-audit should
not be made unless that Government so desires, If, when
Government desires a re-audit, the re-audit is likely te
entail more expenditure than he is prepared to meet from

his own budget, he should take the orders of the Auditor
General,

Nore.—Central audit has to rely largely wupon certificates and it is oftem
possible and desirable to ehrek sach ecertifientes by examination of original doem-

ments at local inspoetion. Sach examination is not a re-audit for the purpese of
this clause. P

158. When in the ordinary course of audit an amount drawn from
i:.he treasu}'y, or otherwise received by a Government servant, whether
in an official or a personal capacity, is disallowed, or a recovery is other-
wise demanded of him in repayment of a debt due to Government, and
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the Government servant declines to make the payment or shows un-
willingness to do so, the matter will first be taken up in the ordianary
course of the procedure preseribed for reporting objections to higher
authority. But if, at any stage, the Accountant General finds that the
matter cannot be settled satisfactorily between the Finance Department
of the local Government and himself, or that the attempt to obtain such
settlement is leading to such delay as:- would seriously ' prejudice the
echances of recovery, he may epply to the Auditor General for the issue
of the necessary order of surcharge under Rule 14 of the .Anditor
CGeneral’s Rules. In taking this action, the proviso to the Rule quoted
should be borne in mind, and, in every case, the complete facts of the
case, with the explanation of the Government servant concerned and the
g‘?resgfd views of the loeal authorities, should be laid before the Auditor
eneral.

1. This ruls applies also to cases in which a Treasury Ofcer or other disburs
ing officer of Government does not comply with an order of the Andit office
directing him to muke a vetrenshmert from the dills of g Government servant or
toc make gond otlierwiss an amount overpaid by himmself or under his orders.

Reports on Defalcations and other Losses,

159. On receipt of & report on defalcation or loss of public money
{Article 29, Civil Account Code), the Accountant General should eall
for such further information as be may require on the subjeet, and will
carefully examine the case and ascertain if the defalcation was rendered
possible by any defect in the rules, or if it was due to negleet of rules
or want of supervision on the part of the treasury or other authorities,
He will then report the result of such examiration to the authority
.corapetent to sanction the write off of the loss, unless he considers, for any
special reason, that the local Government or the Government of India, as
the case may be, should also be informed.

160—168. Delsied.
Co-ordination with Finance Department.

164. To make the work of the Audit office as useful as possible the
Accountant General will find it advisable to act in close co-ordination
with the Finance Department of the local Government, which is the
authority primarily responsible for (1) administering the financial rules
of the local Government, and (2) seeing that suitable accounts are main-
tained by other departments and establishments snbordinate to them,
tule Rule 87 (o) of the Devolution Rules. He shonld render all legiti-
mate assistance to this department, and 8t the same time he has the
right to seck its support in eases of disregard of rule or order and,
ordinarily, he shonld exercise this right before making a revort to the
Auditor General, whether to secure an order of surcharge under Rule 14.
or a demand for the production of papers under Rule 17 of the Auditor
General’s Rules, or for any other purpose.
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Audit Instructions.

166. Audit interpretations given by the Auditor General under Rule
10 (44) of the Auditor General’s Rules are published by him, from time
to time, as ‘‘ Audit Instructions ’’ for the guidance of all coneerned.

For facility of reference, the interpretations given by the Glovermor
General in Council of the rules in respeet of which the power of inter-
pretation rests with that authority, are also incorporated in the Audit
Instruetions published by the Auditor Qeneral. In addition to these
Audit Instruetions, the Auditor General publishes Audit Rulings, which
embody his decisions on specific audit questions. Audit Rulings are issued
by the Auditor General as the supreme audit authority in India and
shouid not be confused with Audit Instructions, which relate exelusively
to the interpretation of rules.

166. Orders issued by the Secretary of State before the inanguration
of the Constitutional Reforms, which are of obvious necessity and which,
in the exercise of his powers of interpretation, the Auditor General holds
to be still operative, will be incorporated by the Auditor General in his
‘* Audit Inmstructions.’”” If any doubt arises as to whether such an order
not issued as an Audit Instruction is still in foree, a reference should be
made to the Auditor General,

Audit Manuals.

167. In addition to the Office Manual referred to in Article 78, one
or more Audit Manuals should be maintained by the Accountant General
in which should be bronght together all rules, and orders of a local charac-
ter relevant to the audit to be applied by him. These manuals should be
kept up to date by the issue of necessary addenda and corrigenda at
short intervals, and, as a rule, no order which runs counter to, or is in-
consistent with, the rules or orders issned by the Auditor Genersal, or of
competent administrative authority, should find a place in them.

Nore—Two edpies of each Manual should be sent to the Auvditor General.

1. A register should be maintained of the addenda and corrigenda imsued
from time to time,

168. One or more separate manuals should be maintained similarly
for notifying to officers rendering accounts, Treasury Officers and other
officers concerned, all important instructions of a general nature which
the Accountant General may issme. from time to time, whether relating
to the preparation of bills, accounts, ete., or to other matters within the
province of the Accountant General,

Nore—Two copiea of aach Manunl should be sent to the Anditor General

Miscellaneons,

169. If the Accountant General finds it necessary to require. the
subr_msmon of; any books. papers or writings relating to the accounts
sudited by him, ke may make the necessary demand.

1. For secret and confidential dosuments, see Rule 17 of Appendix 1.
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Chapter 6.—General Rulea and Principles of Classification.

Accounts Classifioation . . . 170~ | Incidence of Contributions towards
' Loave-aalary and Pension of

Divisions of Rovenne and Expendi- Goverpment servants lent to
Sure . . . . . 171 Fom:gn Servioe . . . . 192
Major, Minor and Detailed Heads . 177 Incidence of the cost of training in
. . . England of probationers appoint -
mw;hmdmm « 8L | 4% Al Indis Services . . 192-A.
Classlfion v orks ex- Inoidence of Bonus chargea for Gov-
penditwe . . . . .18LA ernment servants who were em-
Incidence of Pay and Allowances . 182 ployed on Bonus terms and have

served vnder moye thap one Gov-

Incidence of Trevelling Allowances 184 mﬁ . . . . . 192.B
Incidence of Pensions o . . 190 | [“Giomoe of Gm.-e- of land and

Incidence of pansions of Chaplaing . 191-A. | Inoidence of expenditure on Audit . 102-D. *
Incidence ¢f Government Contri- ‘

Incidenos of Mutiny Pensions . 181-B, butions to the I, C. 8, {Non-Eure-
Incidence of pensionary charges of poan Mambers) Provident Fund . 102-E.
Qommercial Departmants . « 191-C. Treatment of Loases . . » 192.F.

Acoounts Classification.

170. The detailed classification of account heads used in the public
account is given in Appendix 7. Broadly speaking, the transactions in
the publie account fall under three groups :—(1) Revenue, (2) Expendi-
ture, and (3) Debt. Each of these groups is further divided for purposes
of accounts. In the case of Revenue and Expenditure heads, the main
unit of classification is known as the major head, which is divided into
minor heads, each of which has a number of subordinate heads, generally
known as detailed heads.

Divisions of Revenune and Expenditure.

171. The revenue and expenditure classiied wunder the prescribed
major and minor heads of account fall under two main divisions +—
(1) Central-—Revenue and expenditure administered by the
Central Government.
(2) Provincial—Revenue and expenditure entrusted to the control
of the local Government of a Governor’s provinee and of

the local Government of Coorg under the Government of
India Aot.

Provineial expenditare in Governors’ provinces is ** Reserved * or
‘! Transferred,”” according as the subject on which it is incurred is
administered by the Governor in Council or the Governor acting with
Ministers,

1T2. The incidence of revenue and expenditure (whether in India or
in Xngland) under Central or Provincial and of Provineial expenditure
under Reserved or Tranaferred, is determined by the division of subjects
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as detailed in Rules 3 and 6 and Schedules T and II of the Devolutior
Rules and in the Schedule to the Coorg Devolution Rules framed by the
Governor General in Council with the sanetion of the Secretary of State
in Council under the Government of India Act. See also Rules 4 and 7
of the Devolution Rules.

Note 1.—In Governors’ provinees any subjeet not specifically included in either
of the lists of Central and Provineial subjects should be treated as Central under
item 47 of the former list unless jt is declared by the Governor General in Couneil
to be Provineial in pursuance bf itew 51 of the list of Provincial subjects. The
same principle applies to the loezl Government of Coorg, vide item 44 of Part [
and item 46 of Part II of the Schedule to the Coorg Devolution Rules.

Nore 2.—In Governora’ provinees and in Coorg the lovzl Governments aiwe
act as the agents of the Governor General in Council in regard to certain items
of Central revenue and expenditure, Such transactions are kmown as agency
transactions. Tn other Adminismrations, the entire revenue and _expenditure ie
Central

Nore 3.—Expenditure from Centrs] revenues on a subject classified as Provin-
eial, or frem Provincial revenues om a Central subject, is not strictly consistent with
the principle vmderlying the division of subjects in the Devolution Bules. In his
despatch No. 88.I'ublic. dated the 14th October 1926, the Becretary of Bt.at._e has
ordered that mo addition should be made without his previous consent to the list of
objects which, being classified as Central or Provinvial, as the case may be, are in
receipt of subventions from Provineial or Central revenues.

Norr 4—When any expenditure is incurred by the Central Government on &
Provineinl subject or by a Provincial Government or a Central subject under the
provision of Note 3 above, it should be classified as Central or Provincinl, as the
case may be, under the appropriate major head concerned.

173. Subject to the provisions of sections 67A (3) and 72D (3) of
the Government of India Act, all expenditure is subject to the vote of the
Indian Legislature or the Local Legislature of (lovernors’ provinces, as
the case may be. The classes of expenditure thus excepted are enumera
in Appendix 8, and funds for those classes may be provided without
reference to the Legislature. The terms Voted and Non-voted are used
to distinguish elasses of expenditure subject to the vote from those falling
under any of the exceptions.

174. The term ‘* expenditure ** used in the foregoing articles includes
also (a) refunds of revenue, and (b) working expenses. though thess are
ultimately taken in reduction of revenue receipts.

176. Deleted. ‘
1768. The distribution hetween Reserved and Transferred, of the

expenditure of local Governirents of Governors’ provinces, will be found
in the manuals of the Audit offices concerned.

Major, Minor and Detailed Heads.

177. In respect of major and minor heads. the prescribed classifiea-
tion should be observed strietly, exact uniformity being essential, even in
regard to nomenclature.

178. No minor head may be introduced without the previous sanction
_ of the Auditor General. It any minor head be omitted from any forms
or statements becanse the need for its use does mot exist locally, care
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nhou.lci be taken V{;hzvzt, if Va. t.ra.nsaéﬁon pertaining to it does arise, it i8
not classified wunder a wrong head in consequence of the absence of the
eorrect head.

179, With regard to detailed heads the Accountant General has wider
diseretion. He need not open all the prescribed heads and, when neces-
gary, he may open a new one, if a prescribed head is not suitable. The
following prineiples should, however, be observed :—

(a) A head which is definitely preseribed in Appendix 7 (or any
other list approved by the Auditor General) as being sub-
ordinate to one miner head should not be placed under
another.

(d) The authorised arrangement of heads should not be altered ;
and, if a new head is opened for transactions formerly
merged in another h#ad, the new one should be placed next
after the latter, when printing new forms, if it is not possible
to do so earlier.

1, The Accountant General should sce that the detailed heads are not unneees-

sarily multiplied. Ouly such heads should be opened in sccounts ag are really
ROCORSAYY.

8, For the purposea of the rules in Article 177 to 1&9, the eentral ledger heads
shoukl be treated ss major heads and the local ledger heads as minor heads.

180. In all accounts, forms and statements the major and minor
heads must be arranged in the exact order shown in Appendix 7, no
attempt being made to group the heads according as they are central,
reasrved or transferred. When the accoumt of a minor head is written
up in detail, the detailed heads subordinate to it should be grouwped a3
below, in the order indicated :—

Reverue : Ezpenditure,
Non.
Central . . . - . - Cantral on-voted.
Voted.
Non-voted.
) Voted.

Non-voted.
Tranaferred .
{Votnd.

L In the eans of joint estahlishments or iw othar cases where a fixed distribu-
tion hetween Centrnl and Provinelal or betweew two or more major headn ie
preacribod, the distribution wmay Be mwde un the tetals once a year, the figures
being booked in the first instance againat a partioular major head or division.

2. The detniled beads pertaining to the Ceptral section of & minor sead of ex-
penditure should be so arranged in accounts and forms as to exhibit ssparately
the expenditure under each (primary and seeondary) unit of appropriatice ms
preseribed from time to time br the Central Government The detailed heads of
provincial expenditure shonld abo be similarly arranged in aceounts and forms, if
the Governmont conceraed has preecribed the primary (and secobdary) units of
appropriation.
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3. The clasgification on bills is recorded by drawing officers, but the responsibility
for the correcimess of such clessification rests finally with the Audit Office, Special
eare shouid be taken in this matter, especially with reference to the classification
between ‘‘Voted '’ and ¢* Non-voted ’’. In cases in which there is sny real doubt
as to whether a particular item of expouditure is *¢ voted ’’ or ‘‘ non-voted ’’ the
elassificution in the accounts should at the outset follow the budget, but the
doubt should be referred to the Provincial Goverument (or to the Government of
India in the case of Central subjects) for orders and those orders followed in the
preparation of the next budget, unless a local Government desires to introduce
the ehange in elassifieation during that year. In all subsequent years classification
will follow those orders, and if in any case they have not been followed by
inadvertence in the preparation of the budget, the error should be pointed ont

aad reetiﬂefi.
General Principles of Classification.

181, The following are the rules for regulating the classification of
transactions in the public accounts. Jhese rules, however, are subjeet
to the rules eontained in Articles 110 and 33-A and in Appendix 6 of the
Civil Account Code, Volume !, regarding inter-departmental transfers
and adjustments between Governments, and to those in Part IV of the
Devolution Rules regarding agency transactions :—

(1) The classification in the public account has closer reference to
the department in which the revenue or expenditure occurs, than to the
object of the revenue or expenditure, or the grounds upon which it is
sanctioned. -

Ezample.—~Expenditure in the Public Works Department on buildings required
by a non-commercial department has 1. "~ charged in the Public Works acecounts,
and may not be passed on for charge in the Civil Department against the depart-
ment benefited by the expenditure.

(2) The following special rules goveru the incidence of the cost of
Survey of India and other scientific parties which may accompany a
military expedition —

(¢} All extra expenditure connected with Survey of India partrs
which would not have been incurred but for the field opeiu-
tions, will be borne by the Army Estimates.

(it) As regards other scientific parties, the respective Civil
Departments concerned will bear the cost of the pay,
allowances and contingencies of the parties, while the
expenditure incurred on special transport arrangements
made by the Military authorities will be charged to the
Army Estimates.

(3) Thke following ruleg govern the apportionment of the expenditure
on Survey of India between (1) 30.—Scientific Departments and (2) 5.—
Land Revenue, -

(a) Parties of the Survey of India are employed on Reveuune
Survey work only by an arrangement with the loeal Gov-
ernment concerned and a lump sum amount as mutually
agreed is charged to the Government concerned in respect
of work done,

* (b) Expenditure on a special work undertaken at the instance of a
Provincial Government outside the ordinary work of a
survey party is charged to the Govermment concerned.
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In all the cases referred to above the gross expenditure is classified in the

"first instance under ‘‘ Survey of India ’’ and adjustments on account of
ehargea recoverable are made at the close of the year as laid down in the
Account Code.

1. The total cost of mathematical instruments supplied to survey parties is
adjusted as Central, At the elose of the year a charge of four per cemt. on the
total coat of each of the provineial and~private anrveys is added to the cost of
the respuctive surveys on necount nf instruments by deduction from the amoung
debited to Central. Credit for instrumenta returnmed into store is given by reducing
the dobit under Central. In the cnse of instruments issued to the Bengal Drawing
Offies, this 4 per cent. charge is mot made.

2. Local Govermments nnd others for whom the Survey of India has done eurvey
work are charped with an additional charge for supervision, as determined by the
Surveyor General. but not exceeding ten per cent. of the cost of work done.’

(4) The special rules for the apportionment of the cost of (1) Forest
Surveys earried out by the Survey of India and (2) Forest maps prepared
by them are given in Appendix II to the Forest Department Code.

(6) The cost of land taken up by acquisition is chargeable to the
department for which it is acquired ; but when it is taken up for two or
more non-commercial departments jointly, the charge shall not be divided
but shall be wholly debited to the department for which the greater part
of the land was taken up: As regards establishment and contingent
charges in connection with such acquisition, see Article 118 of the Civil
Aecount Code, Volume 1.

(6) The classification of the sale-proceeds of Government land and
buildings is regulated in accordance with the schedule given below :—

ScExpura.
I.—Sale-proceeds of land, sfec.

Heads to which areditable.

*(i) When the oost of the land was originally | The Capital or Revenus sccount of the projecl
debited to the Capital acoount or o the oa the case may be (aa recoveries of ax
Rovenue sooount of any project for which penditure).
gnhr(hpitﬂmdnomumhm -

ph.

() When the cost was originally debited to & | The Capitsl expsaditure head orig
Capital axpenditure head ontside the reve- debited (ss recoveris of expenditure).
nus aooouns, even though no
Capital and Revenne accounts are kept
for the work covered by tho Capital ex-
ponditare.

{#4) Where the oost waa originally debited, | The reosipt head relating $o the departmeni
within the revenus seotion of the socounts, conosred, oF, in the case of department
o any servios or revenue depsrtment for not having & corresponding head,
which no ecapital and revenus ascounts “ XXXV Mistollaneoos * — * Miscalls.
are kept. weos * ™,

*In the oase of land acquired by Government on payment for Companies’
Raflways, or of Government land made over o such Railways by other Govern-
ment Departments or Railways, where the cost was originally debited to ** Bubsidised
Oompanice—Land ** or *¢ Guaranteed Companies—Land '’, the sale-procesds are
ereditable to ‘! Bubsidised Companies *’, ca the receipt side
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Head to which areditable.

(¥v) When ths cost was not so debited—

(a)} The rights of the Government in
agricultural land not covered by
clauss (b).

() Nazul lands in the United Provinces,
the Punjab and the Central Pro-
vinces, and lands in the Punjab
equipped at the cost of provincial
revenues for re-sale for building
purposes.

(¢) All other itema . .

V.f—La.n;d Revenue.

XXXV.—Miscellaneous—Sale of lands and
houses.

XXXV —.Miscellansous—Miscellaneous.

I1.—Sale-proceeds of buildings (imcluding the actual area occupied by or
: *  guxiiary to a building).

Head to which creditable.

{#) When the cost of the building was originally
debited to the Capital Account or to the
Revenne Acoount of s project for which
kmg‘ula.r Capital and Revenue Accounts are

ept.

{b) When the cost of the brilding was originally
dabited to a Capital expenditure head out-
side the Revenue Account, even though no
regular Capital and Revenue Acscunts are

kept for the work covered by the Capital

expen:

{¢) When the sals affecta irrigation, navigation,
drainage and embankment works for which
Capital Accounts are not kept.

(d) When the sale is of buildings, the cost of
which waa originally debited, within the
revenue seotion of the aocounts, to an
service or revenne department for whini
ne capital end revernue accounts are kept.

{¢) In all other casea:—

- (§) I sold in the Public Works Depart-
ment.

(#3) If pold in the Military Department,

(i¥%) I sold by Civil agency . ..

The Capital or Revenue Account of the projeot,
aa the case may be {as recoverios of expendi.
ture).

The Oapital expenditure head originally debit~
ed (as recoveries of expenditure).

XIV —Irrigation, Navigation, Embankment
and Drainags Works for which no Capital
Accounts are kept.

The receipt head relating to the departmens
coacerned, or, in the case of departments

not having a oorresponding receipt head,
XXXV—Misoellaneons — Mi eous.

XXX.—Civil Works.

XXXVI.—Defence Reoeipts—Efsotive.

XXXV.—Miscelluneous—Sale of lands and
houges.

Note—Any special and non-recurring

receipta uncomnected with expenditure

previously debited to a eapital head falling under Schednles I and IT of this rale
may be credited to the Mnjor Mead *¢ XI—Extraordinary Receipta’* if ths local

Government desires

to distinguish them from the ordinary revenues of tho years,

provided that the amount involved is so Iarge as to justify dhis special trestment
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('7 ) The follomng rules regulate the meldenee of the eost of pruteet-
ing railway bridges «— .

{1) Railway bridges, in common w1th raﬂway goods and premises,
will- ordinarily be. protected by -watehmen in the employ of
the railway, concerned. - .

{2) In the event of the replaeement of these watchmen by military
" or police guards —-

(a) When .the services of the - mihtary or. pohee guards are
_Placed at the _disposal of the railway at the request. of the
‘railway adminjstration, j;he _cost of the guards .will. fall
. upon the railway. "

(b) If .the substitution iz made on general grounds of State
policy and the service is taken over by the police, military
or other public service department as part of its regular
duties, the charges will fall upon the Government and will
be debited to police, military or the pubhc department
concerned, as the case may be.

(8) Contributions made by the Central or the provineial Govern-
renta to Distriet Boards, Mumc:pahtms, ate., or vice vérsa will be charged-
@ expenditure or ahown as receipts (as the case may be) under the
icad of account most elosely connected with the - object for which the
lontributions .are made. Thus, & grant for the eonstruction of a church
vill be debited to *‘ 28—Kcclesiastical ’ ; & grant for the construction
't a school to ** 31—Education '’ ; a grant for the econstruction of &
trainage system to ** 33—Public Health ”’ ; and a grant for the construe-
ion of roads to '* 41—Civil Works '’ ; while a grant given for general

murposes, such as a grant to make good a deficit or as compensation for
‘evenue resumed, will be classified under ‘¢ 47—Miscellaneous.’’

1. If the finanein]l asnistance given by the Central or a provineial Government to
A local body dnes not take the formv of a grant of eash, but of expenditure in the
Pullic Works Department equivalent to the whole or a part of the cost of a work
constructed by that Jdepartment on behalf of the loeal body eoncerned, the contri-
bution thus made shuuld be charged as expenditure under the minor hesd * Grant-

in-Aid * of the Publiec Works Major llead coneerned, irrespestive of the objeet of
the aspistance.

2 A ocontribution vaid by & loenl body with the saxpress chject of mesting the
whole or a part nf the cost nf construction, by the Public Works Department, of &
specifie work which is eventually to he the proparty of Government, should be
oredited in the Puoblic Works ascounts to the Debt head ¢! Publis Works Deposita *%,
The contribution should, for acecunts purposes, be divided into two parta, the
one represcnting a lhm of works expenditure and the ether the usual percentages
on that share to eaver charges for Public Works establishmeat and tools and
plant ; and the expenditure as actually ineurred, together with the

porcentages,.
should be charped aguinst it. No charge for "Awdit and Accounts should be,
levied in sueh epses

(9) The incidence of expenditure on railway surveys will be regn-r
lated under the following rules .—

{a) The cost of railway surveys sanctioned by the Government o!
India will he met from Central funds. This rule will also
apply to surveys which the Government of India agree to

’

L4AGO
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undertake at the reqﬁest of a local Government in eonnee-
tion with a project which the local Government expresses
its willingness to guarantee.

(3) If the construction of a line surveyed under this agreement is
not proceeded with owing to the unwillingness of the loecal
Government to meet the guarantee required, the local Govern-
ment will pay the Central Government the eost of the survey.

Clagsification of Civil Works expenditure,

181-A. The general principles followed in the classification of Civil
Works expenditure are explained in paragraph 42 of Government of
[ndia, Public Works Department, circular letter No. 3-P. W., dated 24th
September 1921, Aceording to these principles the outlay on buildings,
ete,, is charged in the accounts as follows — '

(a) As Public Works expenditure, if the administration of the
work rests with officers of the Public Works Department.

(b) As expenditure of the Civil Decpartment concerned, if the
administration of the work is transferred by competent
authortiy from the Public Works Department to the Depart-

" ment using or requiring it. The authority competent to
order such transfer is, in the ease of Provincial expenditure,
the Governor acting under the powers eonferred by item 6
(a) of Schedule IT of the Devolution Rules, and, in the case
of Central expenditure, including expenditure in minor
administrations, the Government of India in the Depart~
ment of Industries and Labour.

Works falling nnder class (a) are designed and estimated for by
officers of the Public Works Department (even though they are required
for other Departments) and with very petty exceptions (e.g., petty repairs
to outlying buildings of Police and Jail Departments) they are executed,
either departmentally or through contractors, under the supervision of
officers of the Public Works Department,

. In respect of works of class (b) both the administration and execu-
tion devolve upon the administrative department concerned, though the
PUF:he Works Department may be consulted in ease of difficulty.

Foo

The general principles outlined above are not inconsistent with the
tnndamental principle of classification laid down in Article 181 (1) wie,
't!!at tlge_ elasglﬁcation should follow administrative control. The term

administrative eontrol ”’ when applied to Civil Works implies inter
alia the assnmption of full responsibility for eonstruction, up-keep and
mamtet_lance of _bu_:ul,dings and other works and the provision of funds
for their execution. This responsibility is not diminished if the execu-
on of the work is entrusted to a different agency. Thus works, the
administration of which is not transferred from the Public Works Depart-
ment, may by mutual arrangement be executed by the Military Engineer
Serviees, or by any other Civil Department (e.g., Mint), but the charges
10 conmeetion with them are nevertheless elassified as Public Works

~
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expenditure. On the other hand, a Civil Department, to which 'a build-
ing has been assigned, may invoke the aid of the Public Works Depart-
inent for technical advice or execution, but the charges relating therete
are to be provided for in the budget of the Department concerned. The
function of the Military Engineer Services im the former case and that
of the Public Works Department in the latter is merely that of the éon-
tractor, and the administration and the control of the expenditure rests
with the Public Works Department in the former case and with the
¢dministrative department concerned in the latter,

. The agency by which the work is exeouted jis thus not the deciding
factor in determining the guestion of classification,
Norn«—The elamsification of expeunditure on petty constructiou and repairs is
governed by Rule 83 of Appendix & to the Civil Aocount Code, Volume L

Incidence of Pay and Allowances.

182, The following rules govern the incidence of cost of pay and
wlowances of Government servants. They are, however, gpubject to the
orders in Article 183, regarding the distribution of leave salary between
different Governments and to the rules in Articles 110 and 33-A and in
Appendix 6 of the Civil Account Code, Volume I, regarding inter-
departmental transfers and adjustments between Governments,

(@) The whole pay of an officiating Government servant should
be taken against the department and the post in which he is
actually gerving.

1. This yules need not be rigidly applied for purposes of account aund mndit ia

the case of ministerial QGovernmont servavts acting in other posts in the mame office
catablishment,

() When a Government servant whose main duties and post
fall under one head of charge is entrusted with additional
or subsidiary duties coming wunder another head, no
portion of his pay and allowances is to be debited to the
latter head. This rule does not apply to separats fixed
allowances for additional duties, nor does it apply to cases
governed by separate orders issued by competent authority.

Nore—Under Iinle 20 of the Auditor General’s Rules (Appendix 1 to this Uode)
the final authority to decide a question involving the classification of s charge is
the Auditor General. If therefore an Aundit Officer shonld raise a doubt as to the
propriety of an order iavued by & Loeal Government diresting the splitting vp of &

charge bstween two or more heuds the gueation should be referred to the Auditor
General whoss decision ahall be final

(¢) The pay and allowances of a Government servant proceed-
ing to join an office should, in the absence of special
orders to the contrary, whether in respect of a particular
oase or class of cases, bs charged to the office to which he
ia proceeding.

Norz—Undor & mutoal arrangement betwean the Central Government and
the various Provincial Governments, the transit pay and allowanees, whils he fa
Joining and leaving the new service, of a Government servant whese servisss are
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lenf by one Government to. another :are charged to the borrowing Government,
This principle applies even in cases where the Government servant lent takes
leave either before joining the borrowing Government or before rejoining ‘the
lending Govermment. Thia acrangement, however, dves not apply to officers in &
joint cadre, such as the Bengal Judicial cadre which includes & namber of posts in
Agsam,, In such cases, the rule in eclawse (o) abouve and in article 186 should b®
followed, f - :

(d) In the case 6f officers of the Indian Medical Service in civil
- employ proceeding * to England én duty to &ttend theé
semor course at the Royal Army . Medical College at
- Millbank, ' the - cost of the passages provided for them
from and to India, of the pay drawn by them during their
. absence from. civil post and of the travelling allowance
paid to them for journeys performed in India when leav-
ing and returning to the country, will be charged
to Defence Services Estimates. If, however, under the rules
relating to the grant of study leave to officers of the
i. M. 8. an officer takes study leave immediately after the
completion of the Senior Course at Millbank and ‘in con-
tinuation of it, the cost of his leave salary while on study
leave will be a charge on the civil Estimates, Central or
Provinecial, as the case may be, under the rule in clause
(&) of this Article, but the cost of passage to India under-
taken after the eompletion of the study leave, as well ag
that of free conveyanece in India from the port of dis-
embarkation to the place of duty, will be a charge on the
Defence Services Estimates,

(e) The cost of the allowances paid to a Government gervant
auring study leave should be debited to the Government
under which he is employed when the study leave is
granted.

(f) The pay and allowances of a Military Officer transferred
from Military to Civil duty are paid by the Civil Depart-
ment from the date on which he gives over charge of his
Military duty, and those of a Military Officer transferred
from Civil to Military duty cease to be payable by the
Civil Department from the date or which he gives over
charge of his civil duty. The same rule holds good in the
case of all Government servants transferred from one

- Department to another. A Government servant trans
fern.ad to Foreign Service draws his emoluments from the
foreign employer from the date on which he relinquishes
charge of his post under Government, and on reversion to
Government service he ceases to draw any emolaments
from the foreign employer from the date on which he
resumes charge of the post .under (overnment.

. Nors—Trausit pay and allowauces both ways of officers of the Military

* Department lont to Civil (Central or Provine
Civl Departmant sonsoen (. ntral or Provincial) Departments gre payable by the
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{(g) When.a Military or Medical -Officer holding a Clv11 post on

consolidated pay  which is. less than - hiz Military pay is

. allowed to draw the difference between them, he draws

it from the .department from.which he receives his cunsoh-
dated pay.

. (h) The following rules g-overn the mcxdence of the cost of the
Military ‘pay. and -allowances . of soldiers employed for
temporary duty by .Civil - Departments police or railway
sdministrations, ete, under the provisions of paragraph
392 Regulatlons for the Army in Indm

(1) When men are employed ior any period less than
‘one. month, ‘they shall" be given their regimental
pay and allowances from Defence Sen'wes Esti-
mates plus a suitable extra allowance, if such is con-
sidered. necessary,. from eivil estimates; and

(2) when ‘men are employed for a month or longer, a
.consolidated pay .shall be substituted for their
regimental pay and allowances, the whole of the
consolidated pay being borne by civil estimates.

(3) Rewards under Military rules to -Military Officers in Civil
employ for proficiency in the Oriental languages have to
be met from Defence Services " Estimates. Bills for such
rewards require pre-audit by the Military Department.

(j) When Military eommissioned, non-commissioned, and warrant
officers and soldiers are. employed on famine duty in the
Civil Department, their Military or Departmental pay and
allowances, as well as additional pay and allowances, in-
cluding travelling allowances hoth when proceeding to and
returning from famine duty, shonld be adjusted as a civil
charge under ‘‘ 43-A.—Famine Relief *’.

(k) When soldiers, either British or Indian, are sent under Mili-
. tary escort from one station to another to stand a trial
on a eriminal charge, they will travel like any other party
of soldiers on duty, under a warrant furnished by the Mili-
tary autharities, the charge being met from the Defence
Services Estimates, . When a soldier is conducted by a Police
escort, the charge will be Civil ; the warrant issued in such
cases should include the accusad as he is a soldier proeeedmg
to a certain place under the orders of lns Mlhtu'y superior

. . and therefore on duty.

(1) When troopas are employed to mmntam essential gervices
during strikes, the extra remuneration which may be paid
- in addition to the ordinary pay and allowanees is chargeable
" o the Department or the local Government applying for
the troops. The expenses incurred in repairing clothing
or in making good any articles damaged in the performanece

LY
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of these duties are chargeable to the same authority if the
Government of India order such recoveries.

Nore 1—The charges reterred te above are disbursed by the Controllers of
Military Accconts concerned and recovered from the party-concerned by book

transfer.
(m) Civilian Government servants, who belong to the Army in
India Reserve of Officers, when ecalled up for training,
teceive the following emoluments—

(s) when proceeding to carry out their training direct
from their eivil appointments, the pay and allow-
ances, which they would have drawn in their civil
appointments but for the training, for the whole
period of absence on such training inclusive of the
time spent in transit to and fro ;

(#) when proceeding to carry out their training while
~ on leave in India, Burma, Ceylon, Great Britain or
Northern Ireland, the civil leave pay and sllow-
ances which they would have drawr but for the
training ;

(#7) when proceeding to carry out their training on the
expiry of leave out of India taken from their civil
appointments but before rejoining their eivil
appointments for duty, joining time eivil pay
from the date of disembarkation in India to the
date preceding that on which their training com-
menced and full eivil pay for the period of actual
training and the period spent in journeying to the
place of their civil appointments ; and

{#v) Military pay and allowances for the period of actual
training.

:The emoluments drawn under (s) to (¢if) are debitable to

the ecivil and that wunder (i) to the Defence Services
Estimates.

If it is mecessary to provide a substitute in the place of
sach an officer nndergoing training the additional eost will
be a charge on Civil Estimates. .

(n) Reservists of the Indian Army in Civil Government employ
wﬂl,_ when called up for periodical military training,
receive military pay and allowances. They will also re-
eeive the excess, if any, of their civil pay over their military
pay, provided that this concession is specifically sanetioned
by the Department of the Government of India or the head
of the attached or subordinate office concerned, or by the
local Government in whose employ the reservists are serving
in their civil capacity. Except where the civil pay of the
reservists is met from the Defence Services Estimates the
extna expenditure involved will not constitute a charge
against the Defenco Services Estimates.
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(o} The pay and allowances of a British Service Officer, 'whose
unit is not represented on the Indian establishment and
who is supernumerary on vacating an appointment en the
personal staff of a Governor of a Presidency or a Province
or any other staff or extra regimentsl appointment under
a Provincial Government, should be charged to the reve-
nues of the Provineial Government concerned up to the
date of the officer’s absorption info the establishment of his
vegiment. This decision will be applied in the case of
officers whose services are lent to a local Government eam,
or after, the 1lst January 1934

(p) The Military pay and allowances drawn under paragraph 250
of the Regulations for the Auxiliary Force, India, by &
civilian Government servant who is 8 member of the Auxiliary
Force, India on his being ealled out or embodied under
Section 18 of the Auxiliary Force Act, are borne by the
Defence Services Estimates. In cases in which the Govern-
ment servant draws, in such circumstances, civil rates of pay,
the amounnt, if any, by which those rates of pay exceed
military pay and allowanees is debitable to the ordinary head
of expenditure to which the eivil pay of the individual com-
cerned is debitable.

183. The leave-salaries of Government servants are debited accord-
isng to the following ruleés which have been approved by the Secretary ot
lhte —

(1) When a Government servant had served only under one Gov-
ernment before proceeding on leave his leave-salary will be
debited to that Government.

(2) When a Government servant is transferred to service under &
Government other than that under which he was first em-
ployed, the leavesalary drawn by him during any leave
taken after the date of transfer ghall be eharged to the bor-
rowing Government until the entire leave earned under that
Government has been exhausted.

Notk 1.—See Arlicle 83-A (1), Civil Acenunt Code, Volume I, for the definition
of the term ‘‘ Government '’ usad im thin Article.

Nors 1-A.—The principlos governing the distribution of leave chargea betweea
diffcrent Governments are also  applicable mutatis mutandis to the apportiomment of
leave charges lietween Central Civil and Military und between non-commercial and
sttumercial departments within the same Government.

Norx 2.—For adjustment of le.ve-salaries pertaining to the Military Depart-
ment, sos Article 130-B of the Aecount Code.

Nors R.—Lenve-salaries of gasetted Government servants paid by ome pro-
vincinl Government an behalt of another proviucial Government should be dehited
to the latter Govermment imn Account Curreat.

Nora 4.—No share of the leave-salary of a Civilian Government servant belong-
ing to the Army in India Reserve of Officers for the period he is ealled out for
militury training will be debitable %0 the Defencs Bervices Estimates,
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1. The Governmemt which Teceived the contribution for leave-salary of a Gov-

-erpment ssrvant in Fareign service sheuld bear tbe eharges for his leave-salary in
-respect of the lesve earmed by him during such service,
... 2, Service rendered in a department charged to a divided head before 1st April
1921 should be treated as service under the Central or Provincial Govornment
according as the head in question 1a classified as Central or Provincial from lst
April 1921, : ‘ S '

3. The prineiples governing the distribution of leave-salary between different

‘governments and departments, as described-in thie -article, are not applicable to a
‘house-rent sllowance or other compensatory allowsnce drawn during leave. Such
-an allowance iz not carned by service hut is granted to meet personal expenditurs
necossitnted by the special circwnstances in which duty is performed, and is there-
fore 1 liability of the department or Government to whicli the Government servant
is te;r the time being attached and should be:'bhorne by that department or Govern-
jment.
. 4 In the cswe of an, ofticer, 5 part of whose service, before the l1at April
-191%, was rendered im the late province of FEastern Bengal and Aesam, the parti-
cnlar district or districts in which ho served will be taken into account, and his
service in that province will, for the purposes of this Article, be taker as having
been rendersd inm the province in which the said disirict or districts are now
:ineluded. This rule is smbject to the pravision of Article 33-A (3), of the Civil
Aeceonnt Code, Volume I, under whizh leeal Governments may, by muntual agree-
ment, waive the recovery of elaims.

' Incidence of vaeuing Allowancen.

. .1‘84. Except in the following cases, the travelling allowance of an
individual, on whatever duty he may be employed, is charged to tha
savee head as his pay— ' N

(a} The travelling allowance drawn by the Medical Officer in

charge of the British troops at Calicuf, for journeys to and

- from the Mental Hospital at that station, is debited to tbe
Civil Department, :

(b) The travelling allowance of a person paid from a Local Fund
may, when travelling in the exeeution of Government duty,
be paid and charged to the General Revenues. Similarly,
the travelling allowance 'of a Government servant paid
from the General Revenues, when travelling on duty
;‘c:]nnected with a Local Fund, may be charged to the Loeal

nd. : -

{¢) The travelling allowance of Indian Military stndents, while

nnder training with survey parties. is debited to the Survey
Department. - '

{d) Travel}ing allowances of Telegraph signallers accompanyiny
provincial Governors and other high officials on tour is
debited to the Department concerned. although their pay
for the period is dehited to the Telegraph Department.

() Th"_ffl‘ﬂveﬂinz allowances paid to- Commissioned Indian
Military officers both on the active and on the retired lists
and officers of the Military Police and Militia when attend-

ing Durbars will he chareed under the head ** 47.—Miscel-
laneons.” ) : T
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{f) The travellmg allowance drawr by the Reporters oi the Indian

‘ Legislature when they are summoned away from their head-
quarters by other Government Departments is debited . to
such Departments.

(g) A European non-commissioned officer or soldier ‘'on obtaining
) ' Civil employment is ordinarily reqmred to buy his discharge
“ . from the Army @ but, i sué¢h & person dies in Civil employ
T while under a Military contraet of service, the Civil Depart-
ment in which he was serving will bear“the charge of any
"passage money which,“under Military- pay regulat:ons ma}'

be admissible to his family. -

{(A) The travelling a.llownnee of officials of the Education Depart-
ment in Madras; :'whe are appointed as -Examiners and
Agsistant Examiners for the conduet of public examinations
in connection with the seheme for the award: of Secondary
School-leaving certificates will be adjusted under the head
30 whwh the charges on account of the exammatlons are

eblted

(f) The travellmg allowanee of Govemment servants appointed as
members of the Behool-Leaving Certificate Board of the
.United Provinces or as examiners, moderators or tabulatore
in the School-Leaving Certificate Examination or in other
oxaminations conducted -by the Departmment of Public In-
struction in the United Provinces will be debited to the
head ** 31.Education."”’

(i} The travelling allowanee of Government gervants appointed
for duty in connection with the examination for admission
to the Indian Military Aeademy, Dehra Dun will be met
by the Public Bervice Commission, -

(k) The travelling allowance of officials of the Central Provinces
Government for journeys made on business of the Central

- Provinoces Board of High School Education will be adjusted
under the head to which the charges of the Board are debited.

1. This Article appliea to the travelling allowance of s Medical Officer for a
Journey to attond on a Governnent sorvant entitled to such attendance.

2. The rules goverving the incidence of the ¢ost of passages=and travelling
allowances paid to cfficers of the Indian Medieal® Bervies in Civil employ when
proceeding to England to attend the Benior Courss at the Royal Army Medical
Qoliege -at Milibank are 'contuined in: Clause (d) of Article 183, -

185, The travelling allowance of a (Bovernment servant transferred
‘from one Department to another is debited to the Department to which
he is transferred. -

136. The travelling allofnnee of a Government servant proceeding
to join an office should, in the absence of special orders to the contrary,
‘whether in respeet of & parhenlar case or elass of cases, be ehu-ged to the
offics to which he is proceeding. -

-
€.
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Nomk—The travelling allowance, on the jonrneya to join and to leave the new
wervice, of & Government servant whose services are lent by one Government to
another is charged to the borrowing Government. This principle applies even in
eases where the Government gervant lent takes leave either before joining the
borrowing Government or before rejoining the lending Government.

187, The travelling allowance of a Government sérvant called away
from his duty to give evidence in his official capacity in & Criminal Court
or in a Civil Court in a case to which Government is a party is, during
the period of his absence, debited to the Department which would bear
the charge if he were on duty. In the following cases, however, the
actual expenses admissible under the rules of the Court are paid by the
Court and charged to Court contingencies :—

~

(¢) When the Government servant is summoned by a Court which,
being situated within a eertain distance from his head-
quarters, renders him ineligible for travelling allowance
under the ordinary rules of his province.

(b) When, under the travelling allowance rules of his provineial
Government, the Government servant concerned is specifi-
cally precluded from drawing for such a journey any travel-
ling. allowanee other than that admissible under the rulea
of the Court [e.g.,, (1) Patwaris, Jamadars, village chauki-
dars, and Government servants of the fourth class in the
United Provinces ; and (2) Revenue or Police Patels
and village watchmen in Bombay].

188. The travelling allowances of a Government servant, both when
proceeding on transfer to Foreign service and when reverting to duty
under Gavernment, shall be borne by the foreign employer.

Nore—The above principle applies even in cases where the Government servant
lent takes leave on reversion before joiving duty under Government.

189, The rules in Articles 184 to 188 regarding .the incidence of
charge of travelling allowances are subject o the rules in Articles 110
snd 83-A and in Appendix 8 of the Civil Account Code, Volume I, regard-
ing inter-departmental transfers and adjustments between Govern-
ments,

. Incidence of Pensions.

180, The following are the rules approved by the Secretary of State
for the adjustment of the pensionary charges of Government servants
who have served under ome Government or more than one Government.

Nore 1.—The rules regarding the incidence of pensions of Government servants
employed in Coorgr are eontained in Artiele 190-A and those regarding the ineidenes
of pensions of chaplains in Artiele 191-A below. The rules regarding the incidence
of pensions of Govcrnment servants employed in North-West Frontier Provinea
are given in Artiele 190-B.

Note 2—For definition of ' Government ’ see Article 33-A (1), Civil Acscunt
Code, Yolume L

«
»
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Norz 8—The expression !‘length of wservice '’ used in the following rules
weann ‘¢ longth of qualifying service *', For purposes of apportionment of pen-
sivnary charges the following should be excluded from the calculation of qualitying
mervice under this rule :—Jl.-eriods of probation or training during which the Govern-
ment sorvant did not hold a sanctioned charge, periods of such leave as commuted
furlough, leave on average pay other than the first four months of each period of
such leave and leave on less than average or full pay, and spocial additions to
qualifying mervice of perivds during which no qualifying service has been rendered
to Government, which are allowed by certain articles of the Civil Bervice Hegula- *
tions, such as, for example, Articles 403-404-A and Note £ to Article 599 of the
Civil Service Regulitions, snd by eertain wspecial - orders of Government, The
offoct of omitting theme perinda will be that the pensionary Liability in respect
thersof will be distributed among the employing Governments in the same pro-
portion as the liability for the rest of the Government Bervant’s serviee.

RECEPTION 1—Periods of War service rendered by a Government HNervant
prior to oivili employment and added to eivil qualifying servies under the special
orders of the Becretary of NState shonld be token into sceount for the purpose
of apportionment, the pensionary liability in vespect of these periods being dis-
tributed as follows ;—

{1) (a) In the case of officoers and men, other than Chaplains on the Indian
Ecalesiantion) Establishment, who rendered temporary military serviee in the Great
War and are alluwed to count such servies towards eivil pension, mubjeet to &
maximum nf four years, the pensionary charges in reapect of such ndded servieo
ars debitable to Civil Department, the distribution betwoen employing Goevernments
being wade in the sane proportion as the linbility for the rest of the officer’s
qualifying wervice.

(5) In the case of Chaplaing on the Indian Ecelesiastical Establishment, all
services rendered as & Chapluin in the British Army during the Great War, prior
to their appointment to Government Rerviee in India, is allowed to count as both
servics and residence for retiving pension and as resilence for invalid pension, and

the pensionary sharges in respect of such added mervice are debitable to the War
) ce.

8urvict of other kinde in Hin Majosty's forces during the Great War and
parvios ns Chaplain in the Dominien forces for which the War Office has not
neocpted pesnaionary liabilities, aro allowed to count as sorvies for their Indian
peusion as in the abovo sub paragraph uwp to & maximum of two years, provided
thnt 2o mch service rendered bofore the age of 27 years should so count. The
peazionary charges for such sorviee should be distributed among the wvarious
smploying Governsaemts in India in the manner laid down in sub-tlanse (a) above.

Ig!z"ln the caae of surplus officern of the Indian Army, who retired under the
Roval Wareant of the 25th April 1922 and subsequently obtained Civil employment,
the pensionsry charges in reapacl of any special addition to Civil qualifying servies
are debitybla to the Military Department.

EXCREPTION 8.-In the ease of nfficers whose pensions, like thoas of officers
of the Royal Indian Navy, are samed by total servios including leave, the
poasionary Kability should be distributed ameng the employing Governments in
preportion to the pariods for which the efficer has drawn pay or leave salary from
sach Geveramant. .

. Norz 4.—Whea a deficieney in qualifving service in condoned, the period eom-
donrd shall be reckonsd, in diatributing the pensionary liability, as service under
the Government which condonea it.

- (1) Peusions sanolioned before 1st April 1931 —These will be debited
to the Central Government if paid outside India and to the Government
by which the payment is made if the payment iz made in India.

Nore.—This rule also applice to wound or pengions sanctioned hefore the
It April Ism. Pl inery
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‘(2) Pensions sancti_omd on or after 1st .A_pril'.1.921 fm
‘(@) Payments outside India i—

- (i) If an -officer has served. unde’rrone Government only that
Government will bear the charge.

(#) If he Las served under more than one Government the
- pension will be divided among the several Governments
in proportion to the length of service under each.

. (b) Payments made in India :—

(1) If st officer has servéd under one Government only that

- - Government will bear the pension drawn by him on re-
T tirement even though he draws it from another Govern-
) * " meni. Pensions’ drawn in ‘provinces by servants of the
Central Government will be debited to Central heads
direct.

(i) If an officer hag served under more than one Government

" Tother than the Government of India) before retiring,

his pensions will be boxrne by the Government under
which he wae serving at the date of retirement.

{1t7) If an officer has served both under the Central Govern-
ment and under one or more other Governments before
retiring, the Ceniral Government will be debited with
a proportionate share of the pension determined by

" mere length of service. The balance will be borne by
the Government under which he was serving at the
date of retirement, or, if that be the Government of
India, by the Government under which he was serviag
prior to his transfer to the Government of India.

Notr 1.—Ar regurds charges in respect of pensinns, sauctioned on or after the
Ist April 1921, for Goveinment mcrvants serving. in the Irrigation Department,
whether paid in India or out of India, the liability of the Central Government, in
-respact of services rendered prior to the 1st April 1921, shounld be fixed in each case
.in the proportion whieh the untire cost of the Irrigation catablishment charged to
wholly Imperial heads bore to that charged to Provinrial or divided heads, or, in the
ease of Madras, to the tctal Publie Works Establishinent eharges; the proportion
‘being determined on the average of the ten years preceding the lst April 1921

) “For the purpose of adinstment of leave salaries and pension the Government

under which-an officer has verved should be taken to mean thes Government by which

he has been puid. In other words, so far as period of duty and leave are concerned,

-the pensionary Hability will be distributed among employing Governments in pro-

]él:'tlon to t\‘.he_ periods for which the officer drew pay or leave-salary from each’
vernment. .

- Tn the ease of periods of leave out of Indis prior to the lst April 1931, such
leave should be laken as service under the Government under which the officer
rendered the serviee by which the aaid leave has been earned. - -

» . The above provisions do not, however, apply to the ease of special additionsl
pensions, the apportionment of which is regulated in accordance with clause (e).
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This rulo slsc applies to special naslditmml penlmns dunlt with- 'unden olauu (@}
{o) below. .

(c) Spemal additional penmm, whethcr paid in India of outsids
Indja.—Special ' additional ‘pensions. will _be treated am

' sepam'oe items and distributed.; sccording . to length of
gervice between the different Governments.under which the
service by whlch the addrtmnal pensmn was’' eamed was
« rendered.

Nore+—The mule almuld be. mterpreted htenll;x , That u to lay, the. a.uocanon
should be.busod. on. the. totsl period. of scrvice im: the lower and uppor grades
comhined,. w:thout regard.to the poriod of lurﬂaa b} whmh the add.:tmnal pemnon
oan be earned in suy one grade alone.

(d) Civil servants who were placed on mnhtary duty durmg tha
- war shall be deemed to have been serving under the Gov—
ernment of India for the period of that duty ‘
: Norr: ~-The pensionary ohsu-gea in respect of the portion of pension- earned by

the military duty referred to in thia rule are chargeable %o the Mnjor Head 44—
Dofence Servicea—NNon-eifective.

(¢) Wound and injury pensmn will be eharged to the_ Governmenf
under which the recipient of the pension was serving when
the wound or injury was received.

(#) Pensionary charges of Military Officers and other ranks, in~
cluding those of the Indian Medical Service or Department
who have been employed partly under the Army Department
and partly under the Civil Departments of the Central
Government or Provineial Governments, will be distributed
under the rules in (a) (%) and (b) (#i) between the Pro-
vincial Government or Governments eoncerned, the Central
Government (Civil Estimates) and the Defence Services
Estimates in proportion to the length of service rendered in
the Civil departments of each Government and in the Army
Department. Speecial additional pensions awarded to Military
Officera holding high eivil posts will; as laid down in rule
(¢) above, be distributed according to the lenpgth of service
by which it was earned under the different Governmenta.
These principles will also be applied mutatéis mutandis to the
pensionary charges of civilian Government servants who
have been employed partly under the Military Department.
See also Article 130-B of the Aecount Code.

1. No share of pensionary eharges of a Civilian Government servant belonging

io the Army in Indin Reserve of Ottierrs fnr the peried he is ealied out for military
wwatning will be debitable to the Dofence Serviees Estimates.

(3) When an adjustment has to be made under these rules between
two or more Governments, it may be made either by the payment in lump
or in instalments of the commuted value of a pension, or in aeccordance

with any special arrangement which may be eoncerted between the Gov.
srnments eoncerned.

1L The systen of lump sum adjustments ot pensienary sharges (commuted
walue) botween the Cantral Government amd Provimsial Guvernments is mot te be
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applied to pensions which aro subjeet to revision after rotirements. In such cases
the adjustments with the Governments concerned should be made as pensions are
paid with reference to the mctual amounts paid.

2. ¥or the purpose of .determining the share of pensionary charges payable by
‘fwo or more Governments, the service of the pensioner under the meveral Govern-
ments should be oxpressed in terms of monthe, 15 davs or more being regarded as
s mouth. 'When the share of pemsion ehnrgeable to » particular Government comes
to less than a rupee, it ahonld be neglected.

8. For the purpose of determining the share of pensionary charges between the
Central Governmeut and Government of Bombay, a Government servant, who served
under one Government but was comcarrently remunerated by both Governments
during the last three years of his servics, shouid be considered to have served during
this period wnder each of these Governments, for 2 period proportionate to the eost
which each Government inenrred.” This rule may also be adopted by other provin-
cial Governments,

4, The Military Department’s share of a divisible pension should in all cases be
-extinguished by erediting she commuted value of that share to central (civil) by
debit to Military, the adjustment being made as and when cach ease arises. This
procedure will have the effect of converting the Military Departmemt’s share of the
divisible pension into one relating to central (eivil) for all purposes snd will not
in any way affect the arrangement that may be agreed upon for the adjustment of
pensions between. the Central and Provineial Governments.

{This procedure will take effect from 1935-1936.)
Nore 1-The apportionment of everv newly sanctioned pension as determined
by the above rules should be clearly noted in the Register of FPension Payment

Orders and the Audit Bogister to Tacilitate eclassification—See also Rule 2 to
Article 183.

Nore 2—In adjusting pensionary charges between two or more Governments,
the tablea of preseni values prescribed respectively by the Secretary of Btate in
Council and by the Governor General in Council undor Bule 7 of the Civil Pensions
{Commutation) Rulea should be employed.

{a) The table preseribed by the Seeretary of State in Council should be unsed in
the case of—

(1) Civil Officers whose domicile at the time of their first appointment to
Government service” was non-Asiatic, and

(2) Officers of the Indian Ariny, Indian Medical Bervice, Royai Indian

Navy ‘and Departmental and Warrant Officers, whose domicile &t

the time of their first appointment to Government service was non-
Asiatic,

(b) The iable prescribed by the Govermor General in Council, should be
used in the ease of—

(1) Civil Officers whose domicile at the time of their first appointment to
ernment gervice was Asiatie, and
(2) Officers of the Indian Army, Indian Medical Bervice, 2nd Royal Indisn
Navy, Departmental and Warrant Officers (including Military Sub-
Assigtant Surgeons), non-eommissioned officers and men of the Indian
Army, whose doniieils at the time of their first appointment to Govern-
ment service wsas Apgiatic.

(¢) In respect of the portions of their pensions earned by periods of serviee
‘umder provineial Governments or Civil departments of the Central (Government,
such other officers of the Military Departwment whose pensions are governed by the
Civil Service Regulations should he treated as eivil officors for the purposes of
elauses (a) (1) and (b) (1) of this mote.

(4) When a portion of a pension which is chargeable to more than
one Government is commuted, the amount commuted should, subject to

-
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the existence of the necessary Budget provigion, be taken a8 belng in
ahsorptlon or reduction of the shares chargeable to the different Gov-
ernments in the order in whick those shares rise from the least to the
largest amount. Thus, if, out of A pension of Ra. 400 per month which
ia appertioned as 10110wn —

- BRa.
Government A . . . ‘ . PR . . 80
Government B. .. ... . . .« . 100
Government O, . . . . | . . . . . 220

Rs. 100 is commuted, the commutation will have the effect of extinguish-
ing the share of Ra, 80 chargeabls to Government A and reducing from
Ra. 100 to Ra. 80 the share ehargeable to Government B.

"The capitalised value of the amount commuted should, in such a
case, be charged to Governments A and B in proportion to the amounts
by which their monthly shares of the pension have been reduced.

Nora 1.—The Government of India will consider the relaxation of this rale in
apecial cases, where, due to paucity of funds, a loeal Government sannot sanction

the commutation of its portion of the persion shared by that Government and the
Government of India.

Nors 8.—In respect nf pensioners who have retired from the: Indian Audit
Department the Government of India have delogated to the Auditor- General the
power of suthorising the debit tu central revenvea of tho whole commuted valee of
a portion of pension not exceeding the sommnted value of the share of the pension
chargeable to the Cuntral Government, if the lecal Government concerned eannot
find funds to meot it and the refustl of comnnutation is likely to cause hardship,

190-A. The following are the rules regarding the incidence of pen-
gions of Government servants employed in Coorg :—
I. Pensions sanctioned before 1st April 1921 :—

(a) I paid in Coorg—the charge is debitable to Coorg revenues,
(b) (¢) If paid in any other province in India,—the charge is
debitable to the Provincial Government eoncerned.

(%) If paid in a Central area other than Coorg,—the charge
is debitable to the Central Government,

(¢) I paid in England—the charge is debitable to the Central
Government,

IL. Pensions sanctioned between 1st April 1921 and 3Ist March
1924 {(both datea inclusive) ~—

{a) T the whole of the pensionary-service of the officer has been
gder)ed under the Central Government (including
4

{s) If the pension for the 31st March 1924 was. paid in Coorg—
the charge is debitable to Coorg irrespestive of the place of
payment (ineluding England).
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- (m) If the pension for the 31lst March 1924 was paid elsewhere
.. —the charge is debitable to the Central Government
irrespective- of the, place of payment.

(b) If the pensioner has served both under thé Central Govern.
ment (including Coorg) and wunder ome or more other
Governments :—

© (i). Proportionate share debitable to Provineial Government in
accordance with Artiele 190 (2) (3) (45),—the charge is
debitable to the Provincial Government concerned,

(@) Proportionate share debitable to. the Central Government
under Avrticle 190 (2)..(b) {#4)—as.in II (a) above.
' "IN Pensions Sanctioned on or after st April 1924 :—

The distribution is to be made mufatis muiandis in accordance
with the principle of Article 190 (2) with the substitution
therein of ‘1924 for 1921, sny service under the Coorg
Administration in departments which have been provin-
cialised being considered ‘-as service under the Coorg local
Government. '

190-B. The following are the rules regarding the incidence of
gansx_onsof Government gervants employed in the North-West Frontier
rovinee i~—

1. Pensions sanctioned before the 1st April 1921 :—

(a) If paid in England—the charge is debitable to the Central
Government,

(3) If paid in India—

(s) If paid in the North-West Frontier Provinee—the charge
is debitable to the revenues of the North-West Frontier
Province.

(#) If paid in any other province—the eharge is debitable to

: the Provincial Government concerned..

(#%) If paid in an area administered by the Central Govern-
men:—the charge is debitable to the Central Govern-
ment.

II. Pensions sanctioned between Ist April 1921 and 17th April 1932
(both dates inelusive) :—

(a) If the whole of the pensionary service of the officer has been
rendered under the Central Government (ineluding the
North-West Frontier Province Administration) :—

(3) If the pension for the 17th April 1932 was paid in the
_North-West Frontier Province—the eharge is debitable
to the t::evenuv;a oi the North-West Frontier Province
irrespective of the place of i i
Emabore . p ‘ payment (ineluding
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(#) If the pension for the 17th Aprﬂ 1932 was paid elsewhere
—the charge is debitable to the Central Government
_irrespective of the place of payment.

(3) It the pensioner has served both under the Central Govern-
ment ‘{including the North-West Frontier Provinece Ad-
ministration, and under one or more other local Govern-
ments r—

(¢) Proportionate share debitable to Provincial Government in
accordance with Article 190 (2) (b) (#s),—the charge is
debitable to the Provinecial Government ooneerned :

(#¢) Proportionate “share debitable to the Central Government
under Article 190 (2) (d) (45t),—the charge is debitabie
as in II (a) above.

III. Pensions sanctioned on or after 18th April 1932 —

The distribution is to be made muiaiis wmuiondis in accordance
with the principle of Article 190 (2) with the substitution
therein of ‘“18th April 1932 ** for *‘ 1st April 1921 ", any
gervice in the North-West Frontier Province Administra.
tion in departments which have been provincialised being
considered es service nnder the Government of the North-
West Frontier Province.

101, When the payment of a pension which was sanctioned after
81st March 1921 and paid outside India is transferred to India, and the
transfer involves the payment by one Government of a charge for which
another Government in responsible under Article 190 (2) (3) (s), the
adjustment of the charge will be effected in accordance with the rule in
clause (3) of that Article. In the reverse case of transfer outside India
of such a pension paid in Indin) the classification of the payments made
out of India will be the same“as it was at the time of the transfer.

Incidence of pensions of Chaplains,

191-A. Pensions of chaplains sanctioned prior to the 1st April
1928 will be treated as a charge against Defence Services Nstimates if
paid or adjusted in India, and as a civil charge against Central Revennes
if paid out of India and adjusted finally in the Home accounts ; provided
that, if a chaplain rendered military service during the Great War, the
portion of his pension corresponding to that service will ba charged
against Defence Services Estimates. Pensions sanehoned from the lst
April 1928 will be adjusted in accordance with Article 190. _

Incidence of Mutiny Pensions,

191.B. Pensions granted to the dependants of Mutiny Veterans are
chargeable to the Central Government if sanctioned on or after the 1st
April 1921 ; the pensions sanctioned before the 1st April 1921 will eon-
tinne to be charged to the Government by which the payment is made,.
WAGO e
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Incidence of pensioﬁary charges of Commercial Departments.

191-C. The pensionary charges of Commercial Departments are with
effect from lst April 1923 brought to account under the appropriate
commercial heads of account concerned. The following rules preseribe
the procedure {0 be followed in determining the amount debitable to
the various commereial Departments :—

(1) Rastlways—The pensionary charges relating to Railways are ad-
Jjustable on the basis of actual pensions paid. In view of the practical
difficulties experienced in allocating the charges for pensions sanctioned
before 1st April 1921, the following rules have been laid dowrn with the
approval of the Secretary of State for the adjustment of pensionary
charges of Government servants who have rendered service in the
Railway Department :—

{i) all pensions which were being debited to the Kailway Depart-
ment on 3rd September 1929 should continue to be so
debited ;

(#3) all pensions sanetioned on or after 3rd September 1929
should be distributed between the Railway and other de-
partments in which the officers actually served in accordance
with the rules in Article 190 (2) (a) (%) and (b) () ;

(#1i) no detailed investigation need be made in respect of pensions
sanctioned before 3rd September 1929 but if, in the
ordinary course of audit, it is found that a particular offi-
cer served in the Railway Department, a proportionate
share of his pension will be debited to that department.

Nore.—As pensions sanctioned before lat April 1921, and paid in India in
Governors’ Provinces are debitable to those provincial Governments under Artiele
190 (1), debits raised against Rallways by a Provineial Accountant General for any
share of such pensions should be set off by a corresponding eredit to ** 45-Superan-
nuation Allowances and Pensions—Central, Deduct—Pensions of Commercial
Departments *'. . -

_(2) Other Commercial Depariments—The pensionary charges of the

Indian Posts and Telegraphs Department are adjusted on a liability basis,
the actual pension payments being debited to the head ‘‘ 45-Superanua-
tion Allowances, ete.”’. A similar procedure is also followed in the case of
the Irrigation, the Northern India Salt (Manufacturing Branch) and
"I.;he ‘Lighthouse Departments in which the pensionary charges are ad-
;ruste_d at a percentage based on establishment charges, while the actual
Densions are charged to the head *‘45-Superannuation Allowances,
<te.”’,

1. The pensionary lability of ecommereial departments and andertakings,
for which Pro formA commercial aceounts are maintained outside the regular Gor-
ernment accounis, is assessed on a coutribution basis at rates fixed by the Govern-
ment of Indin or the Local fiovernment ae the ease may be, the sctual method of
sdjustment in the rogular Government aeccounts being dotermined in consuitation
with Government (vide Article 144-A). - As regards other departments and under-
‘hkingl! for which no regular ecommercinl nccounts are maintained either withim
or outside the regular Government accownts, but which are allowed to charge for
their products or serviees rendered, the pensionary liability is taken into aecount
4n the eatimate of overbead charges and manufacturing costs for the purpose of
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calovlating the issue price of goods manufactured or fees for services rendered, the
ealculation being made st ratea preecribed for the purpose by the Government of
Indin or the Local Government as the case may be.

Incidence of Contributions towards Leave-salary and Pension of Gov-
ernment servants lent to Foreign Service,

182, Contributions towards leave-salary and pension recovered on
behalf of a Government servant in foreign service mre creditable to the
Government (Central or Provincial) under which he was permanently
-employed at the time of his transfer to foreign service.

1, This rule applies to sll foreign service rendersd from and after the 24th
October 1921, -

2. Contributiona towards leave-salary and pensions in respect of foreign serviee
in India, whick are creditable to the Central Government, should be adjusted in the
loeal books by eredit to that Government, except when the Government servant om
whose behalf of the contributions are reccived belongs to, a commerecial department
{e.g., Indian Posts and Telegraphs Department, Ratiways). In the latter case the
sredite will be passed on for adjustment to the account officer of the department
to whish the Government servant bLelongs.

8. The Accountant General, Centrs]l Revenues, in respect of non-commereial
departmenta and the departmental Account Officer concerned in reapect of commer-
sial departinents are the ¢ account officers * in the case of Government servanta who
are on foreign service out of Indin and who at the time of transfer to auch foreign
service, were permanently employed under the Oentral Government. .

4. Contributiona towards lesve-salary and pension of Military Officers snk
others in permencnt wililtary employ, including those in temporary eivil employ,
are watchod by the Military Aceounts Department and adjusted against Defence
Bervices Estimates. The eontributions of Military officers in permanent civil employ

are credited to Clvil estimates and are watehed by the eivil audit officers concerned iny
acgordance with rulee £ and § above. ‘

Incidence of the cost of the training in England of roba-" o ink.
ed to AllIndia Services. & o ners appoint-

. 192.A.—The cost of the training in England of i
pomtt.ed to the various All-India Sersieas is ghargeablepi:b:fll: n(;::e::
::; e“Fl(.(lal:d;ra.l or Provincial) for whose benefit the probationers are
The expenditure ineurred in comnection with such aining is, i
the case of probationers appointed to the All-India S:rvi ot.hf:rn:;,lml:ll
the Ind.m_n Forest Service, finally adjasted in the Home accounty against
the Jprovinces concerned. In the case of probationers appointed to the
Indian F‘orest Service, the cost of training is, in the first instance,
charged in the Central section of the Home Aecounts and the final ad-
Justment with the provinces concerned is made in India after the
tllotgnept of probationers has been decided. The amount payable by
Provincial Governments is debited in the provincial seciton of the seeounts
to the head *‘ B—Forest '’ the corresponding eredit being passed on,
through the Exe!mnge Accounts, to the Aceountant General, Central
Revenues, for adjustment as revenue of the Ceniral Government under
the head “* VIII—Forest **. For the purpose of thia adjustment,
detailed statements of expenditure incurred in England are furnished
annually by the High Commissioner for India to the Government of
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India. The sterling amounts shown in these statements are converted
into rupees, for the purpose of adjustment, at the annual average of
the daily Caleutta Telegraphic Transfer rates on London as communi-
cated by the Controller of the Currency. .

Incidence of Bonus charges for Governmenrt servants who were employed
on Bonus terms and have served under more than one Government.

192-B. The Government to which a subseriber to a special provident
fund originally belonged ig primarily responsible for payment of bonus
charges to the subscriber and that Government should recover the bonus
charges from other Governments to which the services of
the subscriber may have been lent from time to time. The recoveries
of bonus charges from other Governments should be classified as redue-
tion of charges under the major head ‘¢ 45—Superannuation Allowances
and Pensions.”’ ‘

1. Charges recoverable from the Central Government should be adjusted by
debid to the head !* 45—Superannuation Allowances and Pensions—Central ?? in the
books of the Aeccountant General of the Government to which the subseriber
originuily belonged.

P Incidence of Grants of land and alienations.

' 192.C. Provincial Governments should receive compensation from
the revenues of the Central Government for all grants of land and
assignments or remissions of land revenue sanctioned on or after the
1st April 1921 in favour of officials and non-officials in recognition of
exceptional services rendered by them to the Government of India.

1. The amount of ecompensation pazyable to local Governments for grants of land

and Jagirs Ly the Central Government are adjusted at the end of each yesr through
the head ¢ Miscellancons adjustmenta between Central and Provincial Governments *.

2, The value of compensation for grants of land, ete., by the Mxhta.ry Depart-
ment should be debited against the Defence Services Estimates (vide Article 130-A of
the Account Code).

Incidence of Expenditure on Audit.

192-D. The following rules govern the incidence of expenditure on
aundit conducted by the Auditor General under the relevant rules in the
Auditor General’s Rules ;—

(5) Under rule 9 (i) of the Anditor General’s Rules the
Auditor General is reponsible for the efficiency of the

' audit of expenditure in India from the revenues of India.
When the Auditor General undertakes such andit throug:h
the Indian Audit Department which, under item 15 in
Schedule 1, Part I, of the Devolution Rules, is a Central
subject, the Central Government must bear the charge.

(é) If a Provincial Government requests the Auditor General to
" arrange for a more detailed or a loeal audit of exl_;en.dlture
from its revenues, the eriterion for deciding the incidence

of the expenditure is whether or not the Anditor General
agreea to do the work. Tf he does so, the eost of the
audit will be a Central charge, since what is involved is

an extension of audit for which the Auditor General is
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statutorily responsible. The fact fhat guch audit is under-
taken in & single province is irrelevant, since all andit
work is Central wherever it is carried out.

(#s) Ordinarily the Auditor General iz not responsible for the
audit of any accounts mentioned in Rule-12 6f the Auditor
General’s Rules, but he becomes - statutorlly responsible
‘for this work when. he  is required by ‘the  Governor
General in’ Council to undertake it. In this ease also, the
cost of awdit will be a Central charge,

() Similarly the charge in connection . with the mam‘éenanca
of official accounts of a province which are maintained in an.
office of the Indian Audit Department is & Central eharga.i
The maintenance of internal departmental accounts is,
however, part of the ordinary duties of a provincial de-
partment and is, therefore, a provincial responmblhty'
and the cost of maintaining such accounts is a provineial
charge. Thus, if the Auditor General is asked to’geruti-
nise or to advise on the modification of an existing system
of departmental accounts, he undertakes such work as:
an agent of a Provineial Government and the ¢ost remains
& provinecial charge, -

Incidence of Government Contribution to the I. 0. 8. (Non-European
Members) Providemt Fund.

102.E. The incidence of the contribution payable by Government
under the Rule 11 of the Indian Civil Service (Non-European Members).
Provident Fund Rules should be determined in each case in a.ccordmee
with the principle of clause (3) of Article 190.

. Treatment of losses.

102-F. The rules for the treatment of losses in the Government

;'ereounta and in the Appropriation Aecovints are contained m Append:l!
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Chapter 7.—-Grants and Appropria.ﬁona.

Bndget Procedure . . . Am . . . . 197
Dbh'l'brﬂon of Grants . . . 196 Anpdit of Expondxtm against Grante 201
Budget Procedure.

198, The procedure relating to the preparation of Dewands for
Grants, to the appropriation and re-appropriation of fands and to
budget matters generally is laid down in the finaneial rules issued by
the Finanee Department of the Government concerned. The powers of
& local Government in a Governor’s provinee in respect of re-appropria-
tion are set out in Rule 38 of the Devolution Rules.

Grants,

194, A grant or supplementary grant may be in respeect of expendi-
tare falling under one or more major heads or seetions of a major head.
For purposes of financial eontrol, the grant allotted to each major head
of aceount iz divided into primary units of appropriation, each of
which may be divided and sub-divided, as may be necessary, into
gecandary units of appropriation.

195. Separate provigion is made for Indian and English expenditure,
the English provision being iniended to cover the -charges incurred in
England by the High Commissioner on the supply of stores and for
other payments made in England which are not chargeable to Debt
heads of account.

1. All eharges paid at ports or elsewhere in ¥ndia in econnection with stores
obtained from Englond shonld be treated as Indian expenditure.

Distribution of Grants, .
196, The distribution of grants is usually effected as under :—

(#) . The whole or a part of the appropriation for a primary unit
within & grant may be placed at the disposal of a controlling
authority or a digbursing officer, or the unit may be broken
up into a number of secondary units (to eover a number of
items of expenditure or a number of detailed beads of
account) and the appropriation for any of these, wholly
or in part, may be placed at his disposal.

- () A controlling officer at whose disposal an appropriation for
a primary or secondary unit has been placed, may, out of it,
allot funds for expenditure on a specific item, or on &
group of items.

{i%) The sum total of all appropriations made by any controlling
anthority from a unit should not exceed the amount of
the unit, or portion thereof placed at his disposal.

(iv) The appropriation for a unit ean be increased or decreased
only by a formal order of re-apprepriation authorising a
transfer of funds from or to another unit.
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Appropriations.

197. An appropriation iz intended to cover all the charges, in-
eluding the liabilities of past years, to be paid during the year or tg
be adjusted in the accounts of it. It is operative until the close o
the finaneial year. Any unspent balance lapses and is not available
for utilisation in the following year, but .a local Government will
ordinarily endeavour to include any anticipated lapse in the demand
for the following year, -

1. The financial vear closss on 31st March. After that date all actual transae-
tions are treated as pertaining to the following year, but bond fide transfor entries
pertaining to the sccounts of the year are permissible for some months,

198. No appropriation is needed for recoveries of expenditure which
are treated as receipts, both initially and finally, and are not required,
by any rule in an authorised account code, to be taken in reduction of
charges against grants. Appropriation is required, however, for pay-
ments classed as refunds of revenue, which appear ultimately as dedue-
tions under revenue heads of account.

199, An appropriation or re-appropriation within the grant of a
tylfar can be authorised at any time before. but not after, the expiry of

@ year.

Audit of Appropriations.

200. The audit of orders of appropriation and re-appropriations-
eongists in seeing— : _
(a) that the order has not the effest of increasing the amount of
- a grant without the sanction of eompetent anthority,

(b) that the amount appropriated is available under the unit
from which it is allotted, and

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

1. The Accountant Geuerul, Central Revenues, ia required to maintain for pur-
poses of elause (b) above a record of all np;laropriatiom sanctioned by the Govern-
ment of India, Finance Department, from'the rescrve at their disposal and %o
roport them to the Public Accounta Tommittes

L. In rospect of the grants for Civil expenditure of the Central Government
which are spread over more than one Aundit eirele, the following officers sonduet
the mudit referred to im this Artiole :—

(i) The Accountant General, Central Revenunca, etonducts the audit ss per
elangs (a) in all enses, and that as per clauss (b) only in eazes fm
which the expenditars is finally adjustable on bis books.

(i) The Audit Officar concerned in responsible for auditing the sanetions
in respect of elause (o) in all eaxes, and in respect of slmuse (b) oniy
in cnses not fxiling under (i) above.

Audit of Expenditure sgainst Grants.
201. It ia not sufficient to exercise merely a close watch over orders
of appropriation and re-appropriation ; the progress of expenditure

against (1) the grant as a whole, and (2) appropriations for primary
as well as secondary units should also receive special attention. The
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booked expenditure should be serutinised intelligently and warnings
should be issued to disbursing officers, and, if necessary, to controlling
guthorities also, wheén excesses appear to be likely,

¢ ; .
It must be clearly understood, however, that the authority admin-
istering & grant, and not the Indian Audit Department, is ultimately
responsible for keeping the expenditure within the grant.

202. (2) The Accountant General is responsible for watching firstly
that the total expenditure under a grant does not exceed the grant and
secondly that the total expenditure on each primary unit within a grant
does not exceed the appropriation therefor, as modified by orders of re-
appropriation passed by competent authority from time to time.
If the Provincial Legislature effects a eut in an item separately ex-

“pressed in the budget demand, which is of smaller extension than a
primary unit, the Accountant General should isolate that item and
eonduet appropriation audit as far as possible against it.

1. The detailed procedure for working out, month by month, the progressive
expenditure against each grant and primary unit of appropriation is deseribed In
Chapter 10 of the Account Code.

2. If a grant for Civil expenditura of the CUentral Government is epread over
more than one Audit circle and the expenditure in each eircle is passed on to the
Accountant General, Central Revennes, for adjustment in his books, the Aecount-
ant General, Central Revenues, shounld conduct the appropriation audit prescribed
in Artiele 202 (a). If, however, the evxpenditure agszinst such grants in each
eircle is adjusted finally in the local books, each Audit Officer should conduet the
appropriation audit against the portion of the grant, if any, assigned to his
eirele, and shonld communicate (in 8. ¥. Form No. 129-B.) the progressive expen-
diture of his circle of audit. month hy month, to the Aceountant General, Central
Revenues, who should nudit the total expenditura for all Audit cireles against the
total grant for the whole of India. *

8. Certajin Central Civil and Irrigation Works have been placed under the
andit control of certain Controllers of Military Accounts who submit, in respeet
of such works, compiled accounts to the Civil Accountants General concerned for
incorporation in their books. In snch euses the Controller of Military Aecounts
concerned will eonduct the appropriation aundit prescribed in this Article in respeet
of the expenditure against primary units as well as that against the total
of that portion of the grant which has been assigned to his cirele. The Civil
Accountant Genmeral will, however, audit the total expenditure against the total
grant under the head.

-{(b) He must further see on behalf of the executive Government
(Central or Provincial) that if, under the financial rules of that Govern-
ment, 8 particular object of expenditure requires a specific appropria-
tion, all expenditure on its andited against such appropriation.

(¢) Similarly, if a lump sum appropriation is made for a group of
items of expenditure of an office, the total expenditure thereon will be
audited against the lump sum placed at the disposal of the disbursing
officer for the purpose.

1. The check against any specific appropriations which a Divisional offieer of
the Public Works Department may make to diabursing officers subordinate to him,
out of any lump sum placed at his disposal, is conducted by the Divisional Aecount-
ant on his behalf, vide paragraph 101 of the Public Works Acconnt Code. ‘
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(@) -When, however, several officers-are authorised -to--incur-charges-
relating to a unit of appropriation, against- & lump sum appropriation
placed for the purpose at the disposal of a single higher authority, it
devolves upon this authority to watch the progress of expenditure in all
the offices and to keep the aggregate charges within the appropriation.
If the Accountant General is requested by the loeal Government to audit
. the charges against the appropriation, he will comply with the reguest.

202-A. In the case of single grants or appropriations which are
divided into an English and an Indian portion, the duties of the Audit
Officers in India as deseribed in Articles 201 and 202 should be exercised
in respect of the Indian portion only of the grant or appropriation.
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PART IIL
TREASURY AUDIT.

————

Chapter 8 —General Arrangements of Treasury Audit Department;

’

Introductory . . . . 203 | Inter-departmental Adjustments . 208-A
Distriot Auditer . . . . 204, | Current Review of Audit e . 200

Departmental Auditor . . « 204-A | Account Procedure . . . 318
Aadit Procedure + « « 208 | post Review by Gasetted Officers ., 214

Introdunctory.

208, The Treasury Audit Department is divided into small sec-
tions eack with a Senior Accountant or Accountant in charge.
One of these sections, which is ecalled the Central Treasury Section,
receives the distriet acgounts of all treasury transactions. The
remaining sections, which are, called the Treasury Departmental Sec-
tions are constituted on a departmental basis so that all transactions
relating to a particular department may, as far as possible, be dealt
with in one section.

Nore—The Central Treasury Section may eonveniently be sttached as & sud-
soction to the Book'Department.

District Auditor.

204, In the central treasury section, one clerk known as the
distriet auditor, is responsible for the adjustment of the entire treasury
gccounts of a district, and also for the audit of these accounts with the
exception of departmental receipts and payments which are entered by
the treasury in separate schedules and provisionally adjusted by the
district auditor under the suspense head, ‘* Departmental Adjusting
Account . The audit of these departmental reeceipts and payments
and their final adjustment under the proper heads of accounts are
entrusted to clerks known as departmental auditors attached to Treasury
Departmental Section. Every schedule of departmental receipts and
every second schedule of departmental payments which form part of the
month’s accounts working up to the general ecash accounts should pass
through the hands of the district auditor ; who, before passing on the
schedule to the departmental auditor, must test its total against the

4
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entry in the cash account or the list of payments and mugt mark the
total of the schedules, as well as the corresponding entry in the cash
account or list of payments, as ‘‘ agreed '’ and initial them,

1, The detailed check of Bemittance Transfer Receipte and Supply Bills and
deposits may be entrustod to separate clerks, but the distriet auditor 1s responsible
for seoing that the lista of receipts and payments ngree with the cash sccount and
the liste of payments and also, if the arrangement is that he shall check the
vouchers before making over the lista of bills and of deposits paid, that there is &
voucher complete and in due form for overy recorded payment, or, if a voucher be
Incking, that objection is taken and explanation demanded.

2. Income-tax schedulns whish are attached to the pay and establishment bilis
recoived from the Treasuries and other disbursing offices should be checked with
the respective hills nnd tramsmitted to the Income-tax Officera concerned. This
check may be entrusted to the district avditor or departmental suditor &8 may be
found convoniont.

Departmental Auditor, .

204-A. The departmental auditor is responsible for the audit and
adjustment of all transactions which are entered by treasuries in the
departmental schedules of receipts and payments as relating to a parti-
cular department or to & particular major head of ascount not affect-
ing a particular .department. The bills of Gazetted Officers will, as an
exception to this rule, be audited by a separate group and, in the case
of larger departments, specified classes of bills or the bills relating to
certain divisions may be similarly entrusted to separate auditors in the
section ; but the departmental auditor is still responsible for seeing
that the bills or vouchers which he transfers to the separate group agree
with the entries in the departmental schedules, that they are recovered
after audit and that, unless separate objection books are kept by the
group concerned, any objection taken by the auditors is duly recorded
in the objection book and notified to the Treasury Officer or other
cfficer concerned.

1. Porsannl advances made tn & gaxotted officer should be passed on for audit
In the same way as gusetted ofiser’s pay bills.

2. The atatemont in Public Works Account Form 48 showing recoveries of rents
from Gavetted Officors in respect of Government residenses borns on the books of the
Public Works Department, reseived with the monthly accounts from not less than
ton per cant. of the trensuries, relested at random by a Gaxetted Officer, shounld be
shecked every month with the relevant vouchers. The aelection ghould bs so made
that each treasury should some within the eyels of andit at least once a year. In
shecking the statements it should be specially asen that the ratea of emcluments aa
noted theroin are correct. These atatementa aftar verifieation should be forwarded
to the Divisional Officer eoneerned, through the Works Audit Section in officos where
the sscounta of rents dre audited in the audit office. See also Euls 1 to paragraph
257 of the Public Worka Aceount Code.

Notz.—The test check of statomentn in rospect of non-gasetted Government
sorvants of aclected offcen may similarly be eonducted at the diseretion of the
Agcountant General.

& Statements reecived from disbureing officors and submitted to the audit
offear mlong with the divisional aesounts ehonld be sent periodically to the andit
ofiesrs concerped for wverificatiun, and the procedure indicated in Rule 1 under
Article 357 of the Public Worke Account Code should then be followed in respect
of the verified statementa
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4. In the e¢ase of subscribora to the (General Provident Fund, the rate of pay, as
entered in thd ¢/ Schedule of General Provident Fund Deductions ’’ (G, P, F.8).
attached to the pay bills for March paid in April, should be chacked by the Audit
Sectious concerned before the schednles are made over to the Fund Hection

5. The departmental auditor is responsible for preaudit of presidency paymesnts
{Chapter 22) and for such audis of appropriations as is conducted at the special
request of the Executive.

6. The sudit and adjustment of both Central and Provineial transactions
relating to Publie Works and to pensions may with advantage be entrusted to one
and the same departmental section. -

204-B. The Departmental Auditor should be an experienced clerk
and should be assisted, if necessary, by one or more junior clerks as
sub-auditors according to the heaviness of his charge. The sub-anditors
should work under the direct supervision of the auditor and should be
employed chiefly on work which is more or less of a mechanieal nature,
such as refefencing, the arranging of vouchers, the checking of totals
and of fund deductions, the posting and totalling of the departmental
ebstraets, ete. In order to train them for more important duties, they
should also be entrusted with the audit of some of the less important
bills, such as establishment bills to which neither leave statement nor
inerement certificate is attached and travelling allowance bills of inferior
servants. The detailed distribution of work between the auditor and
the sub-auditor is left to the diseretion of the Aceountant General,
and should be set out clearly in the Office Manual. A eclerk should
not ordinarily be employed as a departmental auditor until he has
worked for some time as a sub-aunditor.

205. On receipt of the schedule of receipts or payments, the
departmental aunditor should test the total of every schedule or list
subsidiary to the general schedule with the entries in the general
schedule itself, and should mark the total of the subsidiary schedule or
list, as well as the eorresponding entry in the general schedule, as
‘‘ agreed ’* and initial them. The first duty of the person who has to
dispose of the subsidiary schedule or list is tn see that the detailed
entries recorded on it work up to the total thus- agreed. He should
therefore add up the entries in the money column, and initial the total
a8 ‘‘ checked ’’. Not until thig is done is it permissible to proceed to the-
audit of the detailed entries.

Audit Procedure.

208. Audit should be conducted in accordance with (1) the general
rules and principles laid down in Chapter 5, and (2) the special proee-
dure, applicable {0 each elass of transactions, as set out in the relevant
chapter of this Code.

207. The auditor examining a voucher or schedule should record
the necessary particulars in the proper sudit register, if any, unless there
is a rnle to the contrary, and should examine, tick off, or correct and
complete in ink the classification on the voucher or schedule. The
elassifieation should indicate the amount to be taken to each detailed
head in order that the Compilation Book or Classified Abstract may be
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posted directly from such enfacement. In the audit enfacement
he should explain any objection taken to any item in sufficient fulness.
to make it readily understood. The following is an example of the type
of note which should eonstitute the audit enfacement :—

Ea,
Oharge.—~Headquartors office establishment . . . . L9768
Tahsildars and establishments . . . . 2431
Totnl amount of bill . 4407
Admitted Ra. 4,382—
Objected to . . . . . . . 25
as per details following :—
A B, oflciating for ¢ D, officiating allowance
overdrawn . . . 25

Rs. 18, pay of E. F. newly appointed, held
under objection pending recoipt of Health
certifiente.

1. The objast of the rule is to secnre that dvery vouchier shall be complete and
intelligible in itaelf, and shall formally record ita adjustment, so that a stranger
way at a glance, without doubt or delay, see oxactly what detailed entries in the
Classified Abstract are asoversd by say given vouclier.

£, The details of classification need rot be noted in the mudit enfacoment, (1)
when the hoadinga of the bill are printed and exactly eorrespond with those in the
Olasaified Absiract, and (3) when the bill conaists of one item only, in whish case
the heading, if in manuecript, should be exawined and ticked off, or corrected when
DOCOasLTY.

8. In arder to facilitate the work of auditors in corrertly elassifying the trans-
agtions, the complete clunsification should be noted prominently on each page of
the asveral Audit Registers, and the Huperintendent who is responsible for the
gorrectness of the classifieation so noted should eheck and attest each eniry.

208, The post-audit of service payments and the examination of Debt
head (including Exchange Acoount) charges must be ecarried on simul-
taneously. No Audit office can be considered free from arrears, uniess the
establishment is ready to deal with statements as soon as they arrive.
When the first schedule of paymenta is received, the aundit should commence
at onos, so that any error discovered may be notified to the offise imme-
diataly concerned, or, through the Objection Statement, to the Treasury
Officer, before the next month’s payments are made. If this is delayed,
the same error may be again committed, the objection must again be
raised, and the work is thus greatly inereased.

1. Boa ¢ Nota ? under Artiale Y70,

Inter-departmental adjustments.
208-A. When an item of receipt or expenditure which is properly
adjustable in the abstract of one department appears in the treasury

schedule pertaining to another department or head of account, the
suditor dealing with the schedule should classify the amount under the
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detailed suspense head opened in the accounts for the provisional ad-
Justment of the treasury transactiongs of the department whick must
finally receive the credit or debit, The auditor should then send an
intimation of the transaction on & suspense slip in Form 5, supported
by the vouchers or extracts from vouchers, to the departmental auditor
of the adjusting department. On receipt the latter should deal with the
slips and the vouchers in the same way as if they had come to him with
the departmental schedules of a treasury.

: Nore.—In the case of vouchers transferred by the departmental sudiler to the
Gazatted Audit Department for audit (see Article 204-A), the suditor concerncd in
the Gazeiied Audit Department should, whenever neceasary, prepare and send the
sugpense slip in Form 5, supported by the vouchers or extracts from vouchers to the
departmental auditor, who skonld deal with it in the same way as if the suspense
slip was prepared by him,

208-B. The amount and other particulars of each suspense slip
should be entered by the auditor preparing the slip in a register of
suspense slips (¥orm 5-A) by carbon process in duplicate.
Separate registers bearing distinctive letters must be set apart for the
suspense slips relating to each detailed suspense ledger head of the
‘‘ Departmental Adjusting Accounts ’’ or for each section as may be
found convenient. The entries in each register should be numbered
in a separate consecutive series for the year, and the number of each
entry, with the distinctive letter of the register, should be entered in
the relevant suspense slip. On completion of the departmental abstract
or the freasury portion of the detailed hook the auditor concerned will
detach the original list of suspense alips, being the top eopies in the
register and forward it to the section maintaining the abstract
relating to the suspense head in order to secure the certificate preseribed
on the form. When the list is reeeived back with the presecribed
certificate, it should be pasted on to the corresponding carbon copy in
the repister.

- Current Review of Andit.

209. The aundit of the treasury accounts must be reviewed under the
following rules by a Gazetted Officer or by a member of the superintend-
ing staff, who, as he passes each voucker shounld place a distinctive mark
(either his initials or some shorter distinetive mark) under the enface-
ment of the voucher and against the entry, if any, in the audit register.

This review shonld be made immediately after audit and, wherever
possible consistently with Article 133, before the bills are posted in the
Classified Abstract or in the Detail Book.

A xery important part of this review is the check of the classi-
fication.

Nore—Hero and elsewhere tho term *! Buperintending Btaff *? should be helda
to mean Benior Accountants and Aecountants oxly.

1. In addition to the check of the classifieation ot vouchers reviewed under
Article 210, the Buperintendent should be held responmible for the correct elassi-
fleation of items of over Ra. 500 but not exceeding Rs. 5,000 under any detailed
head ;: aseaggnt and the Gazetted Officer for the clnssification of eimilar items of
over Bs. 5,000. .
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210, The minimum percentage of bills for Sterling Overseas Pay
and of vouchers of each class received with the ‘treasury accounts to be
reviewed coreurrently and the agency by which. such review is to be
performed will be governed by the following rules, the prescribed per-
centages being calculated on the number of vouchers subjected to audit,
except in the case of items falling under (10). But in the case of
vouchers received with the Exchange Account which, under Axticle
135, are subjected to cent. per cent. audit, it is left to the discretiom
of the Accountant General to decide, with reference to the circumstances
of each case, whether the relaxation allowed by the percentages fixed
under these rules should or should not be applied. Except where it
is otherwise expressly stated, the review will be carried out by some
member of the superintending staff as determined by local rules.

(1) Pay bills of the Qaceited Officers, including Bills for Sierling
Overseas Pay.—In the case of officers subject to the Special Leave Rules,
25 per cent. of the bills should be reviewed by the Superintendent and
25 per cent. by the Gazetted officer in charge, and in the case of offi-
vers subject to the Ordinary Leave Rules, 12§ per cent. by the Superin-
tendent and 12% per cent. by the Gazetted Oifficer.

Note 1.—With the permission of the Auditor General, Assistant Nuperinten-

t},eillilt: may be allowed to help Superintendents in the review of gazetted officors’

Nora 8—~In all cases in which the cirenmstances are special, as they are in the
caso of many Government servants under the aundit of the Aceountant General,
Central Revonues, all joining time should be specially ehecked by the Superinten-
dent or by the Uazetted Officer.

(2) Travelling allowance bills of Gazetied Officers—Cent per cent.

(8) Pay bills of non-gazetied officers which ars treaied in audii on
the same way as pay bills of gacsited officers—Twenty.five per cent. ;
special percentages should be fixed by the Accountant General in the
case of complicated bills, e.g., those of Sub-Assistant Surgeons.

(4) Establishment pay bills—Fifty per cent. of bills with leave
ltt;tements or increment oertificates attached and 10 per cent. of
others,

(5) Establishment travelling allowance bills~—Ten per cent.
(6) Abstract and Coniract contingent bills—Ten per cent.

(7) Fully vouched ond detasled contingent bills—Fifty per eent.
should be reviewed, and in addition every bill between Rs, 1,000 and
Ra. 8,000 should be reviewed by a Superintendent.

(8) Scholarships and gramis-in-gid.—Ten per cent.

(9) (a) Pension payments and deposit repayments—Eight per eent.,
bgt every gratuity bill should be reviewed by the Gazetted Officer in
charge.

_ {B) Refunds of revemus, refunds of finss, discounts on siamps and
tulerest payments—Ten per cent.
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(10) Miscellancous paymenis.—To this class belong share of fees
realised by Government paid to certain of its servants and other peculiar
and exceptional payments. In these cases the extent to which the review
is necessary is left to the Accountant Gebneral to decide with reference to
-the eircumstances of each case.

1, Beo itens 9 to 18 of the teble under Article 135.

(11) Cash accounts, Lists of paymenis, Schedules, Plus and Minus
memoranda, Deposit registers, Bill registers, etc—These should be ex-
amined in full.

(12) All bills and vouchers for more than Rs. 3,000, other than
Abstract Contingent bills, Advance bills, Public Works Department bills,
Remittance Trangfer Receipts and Supply bills and Deposit vouchers,
should be reviewed by a Gazetted Officer, unless they relate to regular
monthly payments such as pay bills.

(13) Remittance Transfer Receipts and Supply Bills—Ten per cent.

211. The Accountant (eneral should increase the limits preseribed
in the preceding Article, in individual cases, when necessary, either on
account of the inexperience or untrustworthiness of the aunditor_or the
habitual slackness of the aceounts of any district, or for any other reason.
The Accountant General may delegate this power to the Gazetted Officers
in charge of sections subject t¢ the general control of the Deputy Acecount-
ant General. :

In arranging for the percentage review it will not ordinarily be
necessary to count the bills of each kind received with each List of pay-
ments, but registers may be marked off as each representing a certain
percentage of the whole, and all the bills in certain of the registers
should be reviewed each month ; only in the case of bills which are not
entered in an audit register would an actual count be necegsary. The
method of selecting the registers or bills for review ia left to the discretion
of the Accountant General, but care should be taken to ensure, as far
a8 posgible, that the auditor shall not know what bills are hikely to be left
unreviewed. A record of the bills and registers actually reviewed may,
at the discretion of the Accountant General, be kept up in such form as
may be considered convenient.

The result of reviews by the superintending staff should be reported
to the Deputy Accountant General through the Gazetted Officer con-
eerned, but only important errors and serions omissions and irregularities
should be brought to notice. The report should be recorded in a separate
book for each district, and should be finally passed by the Deputy
Accountant General unless he considers it necessary to bring any point to
the notice of the Accountant General.

212. The Gazetted Officer in charge of a section should scrutinise
carefully every objection whether entered in an objection statement or
half-margin before he passes it, cancelling or submitting for orders any to
which in his opinion the provisions of Articles 156 and 157 could
suitably be applied. , In the ease of bills of the Gazetted Audit section,
if the objection is not perfeetly clear and intelligible, or if the Gazetted
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Officer has any doubt as to the accuracy of the objection or the desir-
ability of its issue, he should return that objection unsigned for submission
with the relevant bills and audit register, so that he may assure himself
of the validity of the objection before he allows it to issue. In the case
of other bills the serutiny should in the main consist in seeing whether
the objection is a reasonable one and whether it is worded in intelligible
and unexceptionable language ; it is not intended that the Gazetted
Officer should check the facts by a comparison of the vouchers, except in
those cases in which he has reason to think that the facts implied by the
pbjection are mot correct, or in which the objection itself is mot intelli-
gible without the vouchers. It should be borne in mind that unnecessary,
meticulous or badly expressed objections not ounly bring diseredit on
audit and give rise to reasonable irritation, but also cause an increase of
work both in the audit and the executive offices. Objections raised om
balf-margina or audit memoranda should not be treated as routine
correspondence which may be issued by Superintendents under Article
79 (). No such objection should issue over the signature of a non-
gazetted officer unless the case is clearly met by one of the printed and
numbered standard objections ; if any manuseript addition of any kind
has to be made in the printed form, it should be signed by the Gazetted
Officer in charge. The more important objections which are likely to
lead eventually to a reference to the Head of a Department or superior
administrative authority should not ordinarily be issued without the
approval of the Deputy Accountant General.

Nore—Tn serutinising objections, it should be borne in mind that the disere-
tion vosted in Audit Ofticers by Artieln 156 should ho freely exercised.

Account Procedure.

213. The distriot suditor, when he has completed the audit of
vouchers of a list of payments with which he himsel¢ deals, should recover
from the sections soncerned all the bills and vouchers which were made
over t0 them. other than those relating to the departmental schedules
which are provisionally adjusted under the suspense head * Departmental
Adjusting Account '’ {see Article 203). He should see that the vouchers
80 recovered have been audited, compare them again with the list and
ascertain that none are missing. He should then examine the Cash
Account and list of payments as to correctness of form, method of entry
and verification of cash balance. The necessary notes of classification
should be entered in the remarks eclumn of these documents.

n tth_oT!h:.; procedore will be suitably modified by the Accountant General
e 19” otn:l: Book.m vouchers the avdit of which ia perminsible after incorporation in

213-A. On completion of the examination by the district auditor
the eash account, list of payments, vonchers and all supporting documents
should be made over to the Superintendent of the section, who should
carefully check the classification of receipts and expenditure before
]n:ht:\rlt:;lng it ;o the Gazetted officer in charge. After it iz passed by the

. the eash acecount and ljst o ents sho
poster of the Detedt Bop. f paym uld be made over to the
L44AGO
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1. (a) Receipts and payments shown against a particular depsrtment in the
eash accounts and lists of payments will be taken in the first instance to the loenl
ledper head ‘‘ Departmental Adjusting Aecounf ’' under the Cemtral Lodger head
¢ Buspense Accounts ’’ in section ¢ P—Deposita and Advances ’’. Under this local
ledger head, a separate detailed head for receipts and another for payments will be
provided for each department and for each major head not relating to a particular
department, For this purpose all central transactions under the audit of a provineial
Accountant General, except transactions relating to Public Works and Pensions, may
. be treated as relating to a single department.

Norz.—In the case of small depariments or major heads under whichk the
transactions are few, two or more such departments or major heads mey, ai the
digeretion of the Accountant General, be treated as relating to a single department.

{b) The credits and debits which are posted under the sbove suspense heads
~in the Detail Book will be cleared by deduct entries under the same heads in thbe
Departmental Abstracts where the transactions are finally brought to account, (See
Artieles 467 and 469).

213-B. The procedure for the compilation of the departmental
transactions, from the tressury schedules and the Exchange Aeccounts,
into the departmental abstracts is deseribed in Chapter 21.

213-C. Filing of vouchers—The rules in Article 474 apply mutatis
Muéaﬂglisato.the filing of vouchers which are at this stage, in a position
to be filed. :

Post Review by Gazetted Officers,

214, The Accountant General or his Deputy should keep a register
in form 5-B of the freasury and departmental accounts withk 24 monthly
eolumns, and ghould, in every month, as soon as the accounts are posted and
audit completed, enter against each selected unit or units the name on
designation of the gazetted officer by whom the review of the month’s
account is to be made, in such a way as to ensure that the Accounts of
every ireasury-or department are reviewed by a gazetted officer not less
than once in two years. The reviewing officer should call for all the
documents relating to the particular wnit or units allotted to him and
subject them to a careful test-audit. The seale fixed for the check by the
reviewing officer of each class of bills should be the same as that fixed
for check by the Superintendent, and half of his review work should
be devoted to a re-check of the review which bas already been done by
the .superintending staff. The pension "vouchers of each treasury are
audited only twice in a year and the post review should be so arranged
that a few audited vouchers come under review. He should take up the
vouchers, check them with the entries in the schedules and re-andit them,
ghould see whether the schedules have been properly dealt with by the
auditors (Article 205), should subject the Cash account to audit as may
be possible (e.g., the fine statements, discounts on stamps, and division
of opium receipts), should look into the Deposit and Bill registers, and
should check the Plus and Minus memoranda with the accounts. Having
thus generally reviewed the accounts, he will have the vouchers selected
for review put up in the audit registers, see that they have been properly
audited and due objections taken, and initial bills and registers. The
most important part of the Gazetted Officer’s review ghonld be the aundit
of the establishment, travelling allowance and contingent bills, so as to
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see that no charges have been improperly passed. He should examine
the registers to ascertain that they are properly kept in accordance with
rule, and that a sufficient check exists over both fixed and variable
churges. He should see in particular -that sanctions having a limited
currency are noted in such a way as to secure that expenditure incurred
against them will not be admitted in andit beyond the period of eurrency.
Finally he will submit through the Deputy Accountant General a report
of his audit to the Accountant General in a form to be preseribed by that
officer. The report should be made in a bound book and should show only
important errors and irregularities.

N.B. 1.—The review preacribed in this article should be earried out as far as
possible by menior officers of the Department, and should not be entrusted to very
junior officera. It shonld in no case be entrusted to probationers, unless for pur-

poses of training, in which case the account reviewed should mot be included in
the prescribsd number.

Nore 1.—Any portion of the check which is exercised by a Gazetted Officer in
the course of his ordinary duties need not again be exercised by him or by any
other officor in the coursa of his review. Detailed orders on this point ghould be
insorted in the Office Manual :

Norz 2.—If necessary, the Accountant General may select a Senjor Accountant
who is not in charge of & section of the Treasury Audit Department and may regard
him aa & Gaxetted Officer for purposes of the review prescribed in this Article.

Nors 8.—Loonl arrangements should be made for the review of chargea of .
sstablishments drawn against a lump provineial grant.

Nore 4—Detailed contingent bills are of more importanee than abstract bills
and require the more attention., The review must be of detailed bills received
during the month, the accounts of which ars being checked : and it is more import
ant to see that no charges are improperly passed than to see that they are properly
rocorded wlhen passed. It is not, as a rule, neccesary to total the items or examine
the mub-vouchers exeept in the ease of important bills. The reviewing officer
should be eareful to see that special nnd periodicnl charges are dealt with in the
manner prescribed in Chapter 12 (see Articles 313 and 319).

Nors 5.~—The reviewing officer ahould also ses that the vouchers reviewed have
been eorresctly posted in the Classified Abstracts,
215.. When conducting this review, the reviewing officer should also

bear in mind the requirements of higher Audit as ennnciated in Articles
149 et seq.

218. A period should be fixed by the Accountant General for the
sompletion of a Gazetted Officer’s review and its submission to him, and
any failure to complete a review within this period will eonstitute an
arrear which should be treated as preseribed in Article 98-A.

14AGO
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Chapter 9.—Gazetted Officers’ Audit.

Objects to be attained . . . 217 Advances to QGazetted Oﬁcer%—-comd.
. . Supply of Furniluye in esi-
List of Registers . . : - 219 dences of Heads of local Govern§
Dissllowences . . . . 220 ments and High officials . . 256
Avdit Register— Passage concessions . . . 268-A
Form and Sub-divieiona of Re. g9y | Adivstmentof Objections . . 269
Ope‘ , -R ] ‘ : ) ) 224 Recoveries in England . . . 281
mang of Reisier . ) : Recruitment to Poste and Services . 262
New Names . . . . 228
, Leave Procedure . . . . 263
Alterations of Pay, ci. ' - B30 Last-psy and Leavesalary Certi-
A B
Leave and Transfer . . . 236 ﬁcapg " . e .. y. . 264
Charge Certificates . . . 238 | No.demand Certificates for Mili-
Miscellaneous . . . . 239 tary Officers in civil employ . 286
Audit of Pay Bills— History of Services ... 267
Gemeral . . . .. . 240 | TeaveAccount . . . . 2M
Indian Audii Departmeni . 242 Soale Audit Register . . . 278
Sterling Overaeas Pay . . 244-A Civil List . 260
Advances to Gazetted Officers— ’ : ’ : ’
Advances in India . ..' . 245 Files of Gorreapondcnoe . . 282.B
AdvancesinEngland . . ., 248 | Compulsory Retirement . . 283
Rent Recoveries . . 25¢ | Auditors’ Duties . . . . 284

Objects to be attained.

217. In the case of the pay bill of an effective gazetted officer, the
duty of the Audit' office, beyond testing the formal ecompleteness of a
voucher, is—

(a) to see that he is entitled to the pay, i.e., that it is claimed
and is admissible in respect of a post to which he has been
duly appointed, and of which he is actually in charge ;

1. No claim can be admitted for service in a post not duly sanctioned, or for
pay not assigned or provided for the post held by the gazetted officer,

(d) to reeord the payment as a check on a second claim and as &
guide in calculating the leave-salary admissible in case of
future leave ;

(¢) to record the period of duty, suspension or leave as a check on
future claims to leave and pension ;

(d) in some cases, to record the employment in & scale register as
a check on appointments in excess of the sanetioned secale.

218. In the case of a gazetted officer on leave, it is necessary to see

that leave has been granted, that it has not been exceeded, and that the
leave-salary claimed is eovered by the rules proper to the case,

4
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List of Registers. X

219, For the purposes set forth in Article 217, the following records
are provided :—

For (a) and (b), the Audit Registers (Article 221).

For (c), the History of Services (Article 267) and the Leave
Account (Article 274).

For (d), the Scals Audit Register (Article 275).
Disallowances.

220. The consideration whether the pay drawn is admissible involyes
disallowances of improper claims and watching the recovery of money
improperly drawn. The procedure in raising, communicating, and
adjusting retrenchments is laid down in Chapter 40. See also Article
168.

- Audit Register.
Form and Sub-divisions of Register.

221. (a) The Audit Register is intended to be a record for six years.
Two alternative forms are preseribed~Forms 6 and 7. The former,
which provides epace on each folio for three years’ entries and thus
requires the reservation of two folios for each gazetted officer, is suitable
for services, e.g., those not on a time-scale of pay, whose emoluments
are liable to be changed very {requently. The latter, which requires &
single folio for six years’ entries relating to one gazetted officer and
provides space on each folio for fifteen changes of emoluments, is more
suitable for services wherein the changes are not very frequent. The
Accountant General will deside which of the two forms should be used
in respect of any particular service.

(b) The account of each gazetted officer in the register chould be
assigned a number and, if the register is maintained in Form 6, the audsi
mber thus assigned should be entered on both the folios reserved for

1 At Otleuth} Bombay, ets, whers many gusetted officers of other provinces
draw pay once only aor while on leave in India, a second register may be provided
in Form 8. In this register payments of pay and leave sslaries and also advances
reforred to in Article 845 mre entored chronologically without distinetion ; but an
alphabetical index of names may be added, if thought convenient.

222. One or more volumes of the Audit Register ghould be set apart
for the officers of each department, one set of volumes being maintained
for officers of the Medical department, one for officers of the Education
department, and so on. As an exception to this rule, it will be convenient
to bring together in separate volumes the names of sll officers of a servios,
such as the Indian Civil Service, the members of which are lisble to
frequent transferg from one department to another.

Norz.—Tu the ease of mmall departmentn enntnining a few Gazetted Officers
{sa¥ not wore than 10 in each department) a single register may be maintained to
rocord the wames of officers of all such departments, a suitabie mumber of blank

pagaheiugmwmmhiniﬁnlhtrrnnddepnmt!orthmtdothhn.
antries.
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1. In rome cases, as for instanee when & Local Fund post paid for by fixed
allowances is held as a collaterzl churge by a gazetted officer, it may be
convenient for purposes of audit that the posts, and not the names of the officers,
should be the heads of the Audit RBegister. Tht names of snccessiva incumbents
with dates miay be entered in the space for orders.

223. The names should be entered alphabetically, that is, either each
register will proceed from A to Z for all names of the class for which it
is set apart, or, if classification is not adopted, each volume will take up
a certain part of the alphabet. Some blank sheets should be left after
_each initia] letter for future entries during the currency of the register.

Opening of Register.

224. New registers should be prepared shortly hefore the old regis-
ters are filled up ; the current registers should be taken up by a person
of some intelligence, the names to be omitted should be struck through
with a coloured penecil, and the remaining names re-numbered aceording
to the corrected alphabetical order. At foot of the page containing the
last name of one initial letter should be noted the number of leaves to
be left blank after it for future entries.

225. All orders still in foree, any unexpired leave, any transfer
ordered but not carried out, must be brought forward in the new register,
and should, therefore, be marked for the copyist’s guidance by the person
correcting the register. _ i

Norg—To ensure and facilitate efficient audit, the procedure preseribed above
should be adopted in respeet of those orders also which sanction grants renowsble a
intervals of = fixed sumber of years, such as the pericdical grants made to Police
Officers for Uniform and Saddlery.

226. The auditor, when he passes the last month’s bill, must mark
any outstanding objection and see it brought forward in the new register.

227. When the new register has been prepared by the copyist, it
should be laid with the old one before a Gazetted Officer who should see
that the necessary particulars have been correctly transferred and set his
initials against the total charge in the first money column as authority for,
end a guide to, the auditing clerk. In the column for *‘ Monthly emolu-
ments and deductions, *’ blank lines should be wutilised for charges and
deductions for which there is no printed entry in the form.

New Names,

228. It will be remembered that no pay can be passed to a gazetted
officer who has not drawn pay for the lagt month, unless either he is
newly appointed to the service of Government (in which ease lis name
will be entered and a slip issued as provided in Article 230), or he pro-
daces a last-pay certificate signed or countersigned by the authorities at
the India Office or in the High Commissioner’s office, or a leave salary or
last-pay certificate signed by the Accountant General of another provinee.
Care must be taken, therefore, in entering new names, or re-introducing
old ones, that no pay is passed wunless .supported by such a certificate,
except in the ecase of an officer newly appointed in India to Government
sBe;lwe;E, when & health certificate is required (Rule 10 of the Furdamental

es).
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229, When a gazetted Government servant takes a last pay certificate.
or a leave-salary certificate out of India, ‘* nil ’’ money column should be:
opened and signed, and the fact, and the date of the grant of such a-certlﬁw
‘cate, should be noted in the blank space on the right-hand page. This
will prevent pay being passed to him until a fresh money column is open~
ed for him in the register. When a Government servant takes a leave-
salary certificate for leave in India and draws his leave-salary outside his
own audit circle the same procedure should be followed in the Audit office
which audits the pay of the Government servant, if the leave-salary is
adjustable finally on the books of the Audit Officer in whose cirele the
payment is made. If, however, the payment of the leave-salary in Indias
has eventually to be passed on for adjustment to the original audit circle
- of the Government servant, & money column having at the top the name
of the province of payment entered in red ink should be opened in the-
Audit Register of the Audit Office to whose audit the officer belongs, for
noting the payments of leave-salaries passed on to it for adjustment.

220-A. A ‘‘nil ' money column should also be opened in peneil
whenever the nature of the post held by a Gazetted Officer is known to
be such that a careful watch has to be kept on the salary disbursed ; as,
for example, when an officer is appointed to officiate for another during
the period of the latter's leave., If the period is extended, the date in
the money column should be changed. In the case of sanctions to tem-
porary appointments of Gazetted Officers as an additional precaution, the
word ‘‘ stop ’’ should be written in pencil in the payment cage of the
month in which the sanction expires. A new column should be opened
in pencil for reduced pay and allowances as well as for * nil ’ amounts.

Alterations of Pay, ete.

230. On receipt of each Gazette, the Superintendent will circulate
it to the anditors who will pick out the items concerning them. The
auditors will post these items in their registers and obtain the attestatiom
of the Gazetted Officer to these entries. At the time of attesting the
entries, the Garzetted Officer will tick off or initial the eorresponding
potifications in the Gasette in token of his having attested the registers.
The Superintendent of the Section will review the Gazette carefully to
tee it any items have been omitted to be entered in the registers and
obtain the orders of the Garetted Officer before filing the Gazette. This
work should be regarded as urgent.

When Government orders sanctioning alterations of pay, leave,
transfers, ete., are issued in advance of the notifications in the Gazetts,
they should be handled in the same manner as the notifications them-
Selves. The entries in the register should, however, be compared with
the Gasette notifications when the latter are received and the suditor
ghould certify against the notifications concerned that he has made the
Decessary comparison.

After the entries have been attested by the Gasetted Officer and new
meney columns, if any, initialled by him, a pay slip (Form 8-A) will
be issued to the officer whose emoluments are changed. The pay slip form
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may be used for fixed pay posts as well as for those on a time-scale rate
of pay, and it has been so worded that it may remain in force for a
considerable time. '

1. The number and date of the alip should be entered in the space provided for
the purpose in the Audit Regiater.

2. In cases where the change in the money column does not necossitate the
issne of a pay shp, the auditor who prepares and the Assistant Superintendent
{or Superintendent) who examines the money column should put their initials
in the space for *‘ Advice Slip /’ below the cage of the money columa.

3. An order appoints A B to act as Judge during the absence of ¢ D : a single
mark only is wunted, as the order affects only A B. But if the same order grants
leave to C D and appoints A B to act for him, it has to be noted against both, and
so two marks are necessary. In the case of any but a grade promotion, it should
not be necessary in the note against A B {0 make any mention of C D whom he
succeeds.

4. When an officer is appointed to a post for a limited time, the limitatiom
should be stated in the motoe of the order; it can mever be necessary to note
that an officer is to act ‘¢ till further orders ’’, as a later order always cancels an

earlier one.

5. After the close of each year, red-ink lines should be drawn across the spaces
provided for note of orders, objections, transfers and remarks, to distinguish them
from those affecting pavments of subsequent yoars.

231. Deleted.
232, A fresh pay slip should be issued—
(1) whenever any increment is stopped,
(2) whenever an efficieney bar, or any other bar against the grant
of a particular increment, is removed, and
(3) whenever there is a change of any kind in emoluments, other-
wise than by acerual of an increment in the ordinary course,
eg.,
{a) when a gazetted officer passes outside or beyond the time-
' +scale, or '
() wheneven he passes from one overlapping timescale to
another, or from the time-scale to another, or
(c) whenever he proceeds on leave of any kind or returns
therefrom, or :
(d) whenever he is appointed to a temporary post or rev
therefrom,
(4) whenever the stage of the time-scale at which there is a paunse
is reached. .

Nors 1.—In the case of time-seales of pay with efficiency bars at certain stages,
an audit officer will not authorise any Government servant to draw pay at = rate
above the stage at which ar efliciency bar is fixed until he has received & declars-
tion from the suthority empowered to make the promotion that it has satisfied
itself that the Government servant in question is fit to pass the efficiency bar.

Norz 2—When an officer is appointed for & limited period to another post, bus
the oxact dates of taking charge and of reversion are not known, the pay-shp should
show two rates of pay, the one commencing from the date of taking eharge and the
other from the date of reversion. If, however, the exact dates are known, they
sbould he entered in the pay-alip.
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232-A. In the case of Gazetted Officers who are occupying or who
generally oceupy Government residences, the pay slips should be made out
in triplicate, preferably by carbon, and one copy should be sent to the
Divisional officer concerned to enable him to revise the assessment of rent
whera necessary. C

238, If the rates of deduction alter for any reason, or if a gazetted
officer reverts without a new order to his former seale of pay, a new
money column should be filled up and initialled, but no slip notice need
be issued. The date above the money column should be filled in at once,
only if the changed rate necessarily takes effect from the date of the
orders ; if it involved any previous transfer of charge, receipt of certi-
ficate of taking charge should first be awaited.

L. 1f one item of deduction vary without alteration of emoluments or other
deductions, correction may be made in red ink without transfer of all the parta-
eulors to another money column, the date from which the corrected amount is
poyalle being noted againat it.

2, Changes in the rates of subscription payable by members of the Indian Oivil
Bervico and Military Oficers mnder the Family Penaion Regulotions of their
respuctive services, aud by subseribera to the Superior Bervices (India) ¥amily
Pension Fund, should be communieated to the Treasury Officer eoncerncd—3Sse the
' Notv '’ under Arscle 43 of the Civil Aecount Code, Volome I,

234. 1f the Gazette order notify a temporary grade promotion for a
term already expired, a new money column need not be opened unless it
be thought necessary. If it is not opened, the pay and allowances claim-
able should be named in the pay slip, and neatly entered in detail in
the space for note of peculiar payments, ete., in the middle of the right-
hand page of the register, with a gunide letter, which may be set also
(1) in the money column temporarily affected by the order, (2) against
the note of the order, and (3) in the cages provided for the months for
which vay and allowances may be drawn ; on paymeut, the date of the
voucher will be noted in the cages against the letter.

Leave and Transfer

238. On receipt of sanotion to leave, either through a notification in
the Gazette or Government order issued in advance of the notification, a
eomparison will be made of the leave sanctioned with that ghewn in the
office copy of the leave report. The auditor will certify against the noti-
fication in the Gaszette or on the Government order, as the case may be,
in token of his having made the necessary comparison. The partieunlars
of leave and transfer in the audit register will in part be filled up from
the Gazette ; the first two columns in every case, then the first two under
‘‘ Leave '’ or the eclumn under ** Appointment.’”” In the column ** Rule
under which leave js granted, and kind of leave ** the nature of the leave
taken should be denoted by appropriate letters, followed by the quotation
of the rule under which the leave is granted ; the period of absence
enly be filled in after return. The date of taking or resigning charge
ean only be entered from the report of transfer, and a vacancy in these
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columns will always give warning that some further information is re-
quired and must be called for. The ecolumn ‘‘ Number and date of
reference ' is for the record of letters addressed to the gazetted officer
regarding joining time, objections, ete.

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

237. In the case of traunsfer, the joining time *‘ Admijssible’ and
that ‘‘ Taken ’’ should be filled in when the certificate of taking over
charge is received with a view to checking whether, and by how much,
the proper joining time has been exceeded. In cases, however, where the
transfer is from one station to another and the time taken in joining is
less than the minimum admissible, the column ‘¢ Joining time admis-
sible ’’ need not be filled in.

Charge Certificates,

238. Certificates of giving over and taking charge, or of going om
and returning from leave, should be noted in the Audit Register imme-
diately on receipt, and after the entries have been checked by the
Gazetted Officer, they should be given to the poster of the History of
Services and, when necessary, to the poster of the Register of Permanent
Advances. After thigs they should be pasted in a separate file,

1. In cases in which the transfer of cherge takes one or more days, a suitable

note should be made in the column for remarks, and if the time taken is treated
as duty, the anthority for this should also he noted,

2. In the case of gazettod officera stationed at s Presidency or other fown in
which the pre-audit gystem ir in foree, on n transfer of charge the relieved officer
should be required to furnish to the Audit oftice specimen signatures of the relieving
officer. (See Article 479.)

Miscellaneous,

239. If the money columns provided in the registers, or if any of the
several spaces provided for mote of orders, remarks, objections, ete., be
exhausted, then in order to avoid transfer of sudit to another folio of the
register, a slip of thin but tough paper may be pasted by the upper edge,
80 as to cover the space which has proved insufficient. This plan is only
a makeshift to avoid a transfer : but in some provinces, without some such
artifice, transfers might be frequent and confusing, and they must always
be troublesome, since all current particulars must be carried to the new
folio just as at the opening of a new register (Article 224).

Audit of Pay Bills.

General.

.., 240. Audit will be recorded under the heading ** Date of payment of
Bills ” in the ecage of the month for which the pay is due and not of
the month ¢n which it is issued. The name of the treasury from which
payment i taken should be entered in red ink above the date of pay-
ment, but the entry need not be repeated unless the Treasury is changed
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When a payment appears in an Exchange account, the name of the
account and the month of adjustment should be similarly noted in red
ink. If the amount of the bills be the same as was passed for the last
month, it is sufficient to note in the register the date of payment ; if
any further payment be made afterwards under new orders, the new date
would also be entered, with a letter guiding the eye to an explanatory
note in the space provided therefor in the form and to the nove of the
order. If there be any change in the rate of emoluments as compared
with the last month, it will be better to enter the amount as well as the
date. The amount noted should be the gross amount paid including the
amount of fund and income-tax deductions and over-payments recover-
ed, '

1, Ruppose that in tha first money column the rate of pay is shown as R400,
under date lst June 1921, and the second B450, under date 15th Febroary 1922,
If, then, for earlior months R400 (gross) only be drawn, for later ones 18450, and
for February B425, no note of amount is needed on the right-hand page in the
cages for July to January ; but in February's cage R425 would be ontered along
with the date, and in March’s B450. Thus an entry without specification of amount
will alwaya be understood to be for the same amount ss that last recorded.

241, After the necessary enfacement of the voucher, the audit clerk
should lay it with the register before the Superintendent or the Gazet-
ted Officer in charge, who will attest the enfacement and initial the
register, Particulars of objection, if any, will be posted in the space
provided in the audit register, and duly attested by the reviewing
officer, and the voucher will be ready for surrender to the poster of
the Classified Abstract. But if the ground of objection be only nom-
receipt of a complets certificate of transfer of charge where the trans-
fer involved moving t{o another station, no note of it need be made
under ‘' Particulars of objection ’’, as the absence of a certificate in
such a case is shown in the form under the head *‘ Particulars of
leave and transfer ',

1. When the review of bills is divided hetween the Superintendent and the
Garetted Officer, it should be so arranged that every class of gaxetted officers passes
under the review of the latter st lenst onee in every quarter. If two or more audid
Tegisters are used for one class of gazatted officers the arrangements for review
made under this rule should ensurs that each of the registers will pass under the
revien of the Gazetted Officer at least ones in four and eight months in the ease of
officurs snbjoct to the Epecial and Ordinary Leave Roles respectively.

Indian Audil Depariment.

242. The bills of all Gazetted Officers attached to the office of the
Accountant General, Central Revenues, including the Accountant Gene-
ral himself, and of those attached to the office of the Deputy Account-
ant Ceneral, Central Revenues, Caleutta, should be forwarded in origin-
al for audit to the Accountant General, Posts and Telegraphs. The
hills of gazetted officers attached to all other aundit offices should be

sent for audit to the Accountant General, Central Revenunes. (See
Article 67.) b

1. The report on an officer’s title to leave should bo made by the sudit officer
eoncerned. The Accountant General, Central Revenves, shonid, however, maintain the
General Provident Fund and State Railway Provident Furd aceounts of all offieers
of the Tndiam Audit and Accounts Servies and of all substantive and pmvnm
substantive parmarent Ascistant Aundit Officora and Assistant Accoumts Officars a
to Audit offoes, incloding his own offios.
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243. Deleted.

244. Statements showing the pay and allowances drawn by all
Gazetted Officers of the Indian Audit Department on the 31st of May
and 30th of November should be forwarded each year in Form 8-B
in time to reach the Auditor General by the Tth of June and the 7th of
December at the latest. Preliminary statements showing the particu-
lars so far as they can be foreseen should reach the Auditor General by
the 15th of May and the 15th of November.

Sterling Overseas Pay.

244-A, Bills for Sterling Overseas Pay are audited in the same
manner as rupee pay bills, with reference to the entry in the money
column, where the amount should be noted in sterling in red ink against
the column for ‘‘ Overseas Pay ’’. The amount of sterling andjor the
date on which the audit is condueted should be recorded in red ink in
the column ‘ Date of payment of Bills ”’, below the entry for Rupee
pay, in the cage of the month for which the Sterling Overseas Pay is
due. After the necessary audit enfacement of the bills has been made,
those due for review shonld be submitted to the Superintendent or the
Gazetted Officer in charge together with the Audit Register.

244-B. After the audit and review are completed, the claims should
be consolidated in a statement in form 8-C, which should be sent to the
High Commissioner by the 20th of the month following that to which
they relate.

Note—The statement in respect of officers of the Indian Audit and Accounts
Bervice is sent to the Accountant General, Central Revennes,

244.C. All authorities in respect of new claims and all alterations
in the amount of Sterling Overseas Pay, method of payment, incidence
of charge, ete., should be communicated separately to the High Commis-
sioner in form 8-D, in duplicate, as they oceur, Any reduction or
cessation of Sterling Overseag Pay should, however, be communicated
immediately by cable,

Norr 1.—In no c¢ase should the monthly statement be need as an original autho-

rity for payment or ag the ehannel of communication for alterations, whether in the
rate, in the method of payment or in account classifieation.

Nore 2.—In the case of a Government servant proeceeding on leave cut of India,
bis leave salary ecertificate will serve as a separate advice.

244.D, In respect of an officer claiming Sterling Overseas Pay for
the first time, under clause (a) or (b) of rule 4 of the Superior Civil
Services Rules, no authority for payment should be issued to the High
Commissioner for India until the Andit Officer is satisfied of the validi-
ty of the claim. A Government servant claiming under clause (¢)
of that rule to draw overseas pay in sterling in England is required to
submit to the Andit Officer in India evidence that he has either a wife
or a legitimate child resident elsewhere than in Asia. The evidenee
should be forwarded to the High Commissioner along with the antho-
rity for payment, which should be marked ** provisional, subject to the
eatisfaction of the High Commissioner under note (1) to rule 4 of the
Superior Civil Services Rules *’.
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244.E. The High Commissioner for India, when once authorised
to make payment at a certain rate, will continue to pay at that rate
until advised to the contrary, and will verify the payments actually
made against the amounts reported es due in the monthly statement,
any short or excess payment being settled, after eorrespondence, by
subsequent payment or recovery.

244 P. Sterling Overseas Pay paid in England is charged finally
in the Central or Provincial section of the Home Accounts. The High
Commissioner will take notice of any changes in the classification
reported by the Audit Officers in India and will make the necessary
readjustments in his books.

Advances to Qazetted Officers,
Advances i Indig.

245, Pay and allowances advanced under proper sanction to gazetted
oficers come under audit in the same way as payments on account of pay
made on due date, and should be entered accordingly in the Audit
Register. An ndvance made on transfer or at the port of arrival te
enable an officer 1o join his post should be debited to Advances
Recoverable, uniess the officer is proceeding to another circle of andit, in
which case it should be reported through the last-pay certificate to the
auditing officer and debited to him in Account Current. On receipt of
intimation of the advance through the last-pay certificate, the auditing
officer will make a transfer entry in his account for the month in which
the advance is msade, debiting the amount to ‘* Advances Recoverable ’*
by credit to ** Acecount Current ”’, and will note the advance in the Aundit
Register and enter it in the column ‘‘ Advances Recoverable’’ in the

Objection Book. The transfer entry should be communicated at once to
the Account Current Section.

1. On the death of a Military officer, & demand sgainst his estate in reepect of

an advance of &(; obtained under rule when proceeding om leave ia remittedl, but
ot uny other allowance or demand.

246, Advances for house-building and advances for purchase of con-
veyances should be recorded in the Audit Register, and in the event of
an officer being transferred to another provinee or department, a debit
should be ruised in the Exchange Account for the unrecovered balance,
full conditions and particulars of the advance being stated in both the
last-pay certificate and the exchange account.

Nore—The amount of the ndvanes to be recovered monthly should be fixed im
whaole rupsea oxoept in the case of the last instalment whem the remaining balanes in-
eluling any fraction of a rupes abould he reoovered.

247. When an advance is made under Article 59, Civil Account Code,
Volume I, it will either !» taken against Advanees Recoverable, or, if
the pay of the gazetted officer taking the advance is under the audit of
another Audit Officer, it will be debited to such other officer in Account

Current. If necessary, warning may be sent to the Treasury Officer who
generally issues pay.
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Advances tn Englund.

248. The last-pay certificate or Colonial leave salary warrant brought
by a Government servant returning from leave out of India shows the
date up to which leave salary was issued to him. The sterling amount,
of any portion of the leave salary isswed out of India which falls due
after disembarkation in India should he adjusted at the rate of 1s. 6d. the
rupee. ‘

249, Other advances made in England under Article 159 (b), Civil
Account Code, Volume I, to enable Government servants to return to
duty in India, or those appointed in England proceeding to India to
ggin their posts, are also shown in the last-pay. certificate brought by
.them.

Nore—When a Government servant on errival in India on first appointment asks
for an advance and produces no last-pay certificate an advance may be granted by the
Accounts Officer concerned if tho Government servant furnishes a declaration. that he
has not received any sdvance from the India Office. .

250. All advances paid in England, except ordinary advanced of leave-
salary to the end of leave subject to the maximum limit of 35 days
beyond the date of embarkation, are passed on to India through the
Remittance Account for adjustment. The debits on account of these
advances should be adjusted and their recoveries watched,in the same
manner as similar paynents made in India. The sterling amounts
should be converted into Indian Currency at the rate of 1s, 6d. the rupee.

251. Deleted.

262. If an officer, against whom an advance made out of India is
outstanding, returns to England or proceeds to a Colony or Dominion
in account with the India Office or the High Commissioner, on leave or
retirement, the outstanding balance should be reported on the last pay
or pension certificate as a demand for recovery. Such report is,
bowever, not necessary in cases where recovery of the outstanding
amount has been waived by competent authority while the officer is
being paid in India.

2b3. The whole or any portion of the pay due to a deceased Govern-
ment gervant at the time of his death may be withheld in or towards
liquidation of any unadjusted advance of pay made to him in England.

No demand for repayment of an unadjusted advance of pay made in
England (except where seeurity has been required) should be made
against the estate of a deceased Government servant ; but in exceptional
circumstances (e.g., when a deceased Government servant leaves no kin
entitled to share in his estate, which therefore devolves on the Crown
a8 bona vacantia) an unadjusted portion of such an advance may, under
the special orders of the Secretary of Siate or the Government of India
or the Local Government concerned, he recovered from the estate of the
deceased person.

Rent Recoveries.

264. If a Government servant oceupies. a8 a residence, a publie

building, whether residential or not, or a building hired by Government,
or a rortion of any such building, the rent as specified by the Publie
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Works Divisional Officer concerned in the  Statement of Rents recover-
able from Pay Bills ’, P. W. A.»Form No. 48, is recoverable from the
tenant without prior reference to him. The amount recovered should be
oredited to the head of aceount indicated in the statements.

1. This rule applies slso to additional rent recoverable for furnivure or for clectris,
watersupply, heating and sanitary installations in buildings occupied as resideaces.
It also applies to amounts recoverable from a Government gervant on account of the
value of furniture or other Government property for the loss of which or damage to
which ho may be found responsible and to any other dues for which & Government
servant may be liable to Government in respect of the residence allotted to Lim.
Supply of Furniture in Residences of Heads of Local Governments and

High Officials.

266, (¢) The rules for the supply of furniture and for the grant of
furniture allowances, prescribed in Home Department, No. 490-99,
dated the 1st March 1804, as amended by Home Department, No. 4140,
dated the 2nd November 1909, circulated with the Finance Department
No. 5762-Ex., dated the 16th November 1909, remain applicable to Chief
Commissioners in British India, Residents of the First Class and Agents
to the Governor General, from whom a recovery at 5 per cent. of the
capital cost is made. The recoveries should be eredited to ‘‘ Percent-
age on capital cost of furnmiture supplied to High Officers’’ wunder
ﬁxv.—- iscellaneous.

(b) The functions of audit in respect of the grant and the account
of the furniture are to see— '

(1) that each annual or periodical grant is not exceeded ;
(2) that proper inventories are maintained ;
(8) that the articles in stock agree with the inventories ; and
(4) that sale-proceeds are properly accounted for.
For (2) and (3) see detailed rules in Article 917, et zeq.

Norg—The Government of India in Industries and Labour Department (P. W.
Branch) letter No. B. §2—44, dated the 81st May 1927, have decided that the furni-
ture in (1) Viceregal residences, (2) Snowdon and (8) rosidences of Members of the
Governor General's Executive Council in SimIn will be subjected to chock by the Audit
Department under elanss (b).

458. Supplies of furniture to residences of Heads of provineial
Governments are governed by the special rules preseribed by the Secre-
tary of State in Council. No rent is usually charged, and the functionsa
of audit are the same as prescribed in Article 255 (3). TUnless there
be something to the oontrary in the rules, it would be permissible for
the local Government, subject always to the monetary limits prescribed,
to determine the sanctioned scale of articles, and the maximnm eapital
value, for the stock in each residence, and also the extent to which
purchases from the annual maintenance grant, or from the inauguration
grant, should be entered in the stock list.

1. The ratem prescribed for recovery of rents for slectrieal installations in the
severn]l Government Housen are givem in the audit manuals of loeal Andit offices.

257. In Foreign Department Resolution No. 3274-Est. B., dated
21st October 1910. the following rules were laid down for the supply of
furniture for the residences of Politisal Officers serving in Indian States,
irrespective of whether the residences are the properties of Government



118

267-268] GAZETTED OFFICERS’ AUDIT, [Crap. 9.

or a Durbar, provided they had previously been partially or wholly
furnished :—

(1) Linen, crockery (other than that of a toilet _sgrvice), cutlery,
cooking utensils, lamps, pianos and their accessories, pillows, cushions,
glass-ware, and perishable cane furniture will not be provided at the
expense of Government.

(2) The entertainment of any special establishment for the custody
of furniture will not be sanetioned.

{3) The purchase of sccond hand furriture, except furniture belong-
ing to the Durbar concerned, will not be allowed. In view, however, of
the difficnlties which would, in some cases, attend the disposal by owners
locally of articles of furniture at present existing, the Government of
India are prepared to make an exception in favour of such articles, if
suitable ; but thig coneession will not apply to articles of the kind deserib-
ed under (1) -

(4) The supply, renewals, and maintenance of furrniture shall be

left in the hands of the Political Officers concerned, the cost being debited
to the head ‘¢ 29.—Politiral *’,

(6) When the furniture is supplied by Government, an annual
grant shall be given for its maintenance and remewal, which shall be
calculated at 8 per cent on the total capital cost of the furniture sane-
tioned by Government, provided that the cost of all repairs and renew-
als shall be met from it an that no special grant is made on a change
of incumbents.

(6) The grant in ¢nestivn shall be spent at the discretion of the
Political Officers, and the unspent bhalance thereof shall not lapse at the
end of the year,

(7) Political Officers oceupying houses owned by Durbars and not
leased to Qovernment will be required to pay rent for the furnitnre
calculated at 8 per cent. on the value of the furniture required for their
personal use only, subjeet to a maximum of 5 per cent. of pay and
allowances. The amount thus recovered will be ecredited under the head
“ XXXV.—Miscellaneous—Percentage on eapital eost of furniture sup-
plied to High Officers’. ® * & # @

These rules do not apply to Burma. »

258. All Government servants in political employ serving in

(a) Agents to the Governor Genersl and Indian States, with the excep-
Besidenta of the 1st class. tions of those noted in the
(b) Officers gerving in Burma, margin, who oecenpy houses

(o) The Assistants to the Agent to the
Governor Genersl in Rajputana in respect owned or leased by Government,

of the houses occupied by them at Mount 2T€ req“ifed to pay the Ftandard
Abu, rent subjeet to a maximum of

5 per cent. of pay and allowances (other than sumptuary allowance)
where furniture is not supplied, or where no assistance is given by
Government to the maintenance of the grounds, and to a maximum of
10 per cent. if the house is furnished by Government and the garden
attached thereto is maintained at GQovernment expense. The assessed
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renta.l in both nnses is bagad on thy oot pf the whole house, sub;eei: to
the maximum limits referred L to, & and not only on that of the gnva.te Po,}'tlon
61’. the house occupied. L e

Pwm Goncmnm : o

268-A. The rules for'the accounting end auditing of the Passage
Oonoessions 'te officers under' the. Bupenor ‘Civil' Services Rules; ue
reproduced in Appendix 15, !

The procedure for the maintenance of passage sccounts and fof
the drawing of passages of Gazetted Government servant§ of non—Ama.-
tig domicile of the Centrsl Government who have been ‘declared eligible
to passage concessions under the terms of the Government of India,’ H.omq
Department, Memorandum No, F-10-4-30-Ests., dated the 6th August
1980, will be similar to that preseribed in Appendlx 15 for - passages of
officers of the Superior (ivil Services. The certificate and receipt
forms to be used in this connection will also be the same as those pres-
oribed for officers of the Superior Civil Services, except that referénces
to Office Memorandum from the Government off India, Home Depart.
ment mentioned above will be substituted for these ta the Supsrior Civil:
Serviees Rules wherever a reference to the latter rules ig made in tha.
forms. In the casa of such Government servants om foreign service, a
oentribution at the rate of Rs. 30 per mensem will be recovered from the
foreign employer to meet the cost of passages. The contribution is
payable throughout the Government pervant’s service under the foreign
empl {ex t.¢., whether he i3 on duty or on legve. It is not, however,
payablo in the case of thosg Government servanis in whose case it has
been agreed between Government and the foreign employer that the
Government servant shall receive passafe benefits from the foreign
employer in respect of the period of his foreign service. In respect of
Government servants transferred from a Civil department to the Mili-
tnry department or from & Commercial to a non-Commercial departanent‘
OFr vics varsa, or from the Central to a Provineial Government, adymtmenta
will be made on the basia of the above rate of eontribution and the pro-’
cedure adopted for the purpose will be the same, mutatss mutandis as lnldf
down in Rule 22 of the Rules in Appendix 15.

Adjustment of Objections. v

259, The pudit clerk is respousible for wat st of
objections raised on wouchers g.m‘?lll)}assetil by’ mfg aflmpgth?ge:iivmﬁﬂgm
when ‘passing a new bill should gee what objections are still outstanding.
Ordinarily, recoveries will be made by short payment on a new hll, and
record of such recovery shouid ha made under ! Particulars of ob;ewhﬂn i
befors the voucher is laid before the veviewing officar.

260. When any officer gives notice that he is about to take leave or‘
to retire, or when ha iz approaching tha presaribed limit of his service
.:ter Whish retiremant is cqmpy ry. #nd alsp immpediptaly on paeeipt

th;t l:;‘;ws o m;; P dc:g); death. 'Eh Aewands aeainst him should by
prom aseertun 13 gapes NS4y :
of officers proeeequ out 0? India (vids mext Arut{el ). i the m,’
14AGO .“

¥
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Becoveriez in England.

261, In the case of any Gfovernment servant who has proceeded on
leave out of India and to whom overpayments may have been made,
elaims for repayment should not, as a rule, be enforced until he returns
to duty in India and is again in reeeipt of Indian pay and allowances.
When, however, it becomes neecessary to ask the High Commissioner for
India to make any such recoveries, all necessary documents, together
with the replies of the absentee Government servant to any objections
that may have been raised, should be furnished in duplicate for the
orders of the Government of India or the local Government, as the case
may be, and for transmission, if necessary, to the High Commissioner
for India, who will take the orders of the Secretary of State should this
be necessary in any case.

J. Sumg less than Rs, 10 should in no case be advised for recovery.

Recruitment to Posts and Bervices,

262. (1} Audit officers are not required to wateh the observance
ot provisions of the following nature relating to recruitment or appoint-
ment to posts or services, as these are the concern of the administrative
authorities, who should take the necessary steps in the matter :—

(a) Rules relating to the representation of communities, sects
creeds or races or of persons of a particular domicile or
birth ;

{5} Rules relating to the propertion to be observed in reeruit-
ment to services between personnel promoted from subor-
dinate ranks and that recruited direect, or between person-
nel recruited in India and England respectively ; or

(¢) Rules relating to educational or other qualifications.

{2) When, however, an audit officer is of opinion that in accord--
ance with any rule or order a post is reserved for members of a particu-
lar service and an outsider is appointed he will eall for the sanction of
the authority which is competent to remove the reservation. The fact
that the pay of a post has been fixed on the assumption that it will be
held by a member of a particular service tends to show that it was
intended to reserve the post for that serviee but by itself is not conclu-
stve evidence.

NoTE.—This check need not be applied in case of non-gazetted Government ser-
vants,

Leave Procedure.

263. The instructions issued by the Aunditor General, under Rule T4
of the Fundamental Rules, in eonnection with leave procedure and main-
tenance of record of service are reproduced in Appendix 10,

Last-pay and Leave-Salary Certificates.

264. Of all last-pay certificates, and leave-salary certificates for
the drawal of leave salary out of Tndia, drawn up in an office, registers
should be kept in forms similar to Form 9 and Forms. 10 and 10-A res-
pectively.,
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In“ the case of leave-salary certificates for the drawal of leave-
salary in India, the counterfoil of the F. R. Form No. 2-B will serve the
purpose of the register.

265, In leave-salary or last-pay certificates granted to Government
servants proceeding on leave out of India or retiring from the serviee,
no entries may be made on account of Indian pay and allowances due
to them. All pay, allowances, leave-salary and pensions aceruing to a Gov-
ernment servant while in India should be paid in India, unless speeial
exceptions have been authorised by a statutory rule, or, in the absence
of a statutory rule, by the general or special orders of the Government
concerned,

No-demand Certificates for Military Officers in Civil employ.

266. Besides the ordinary last-pay certificate, Military Officers in
Civil employ, when about to retire from active service, are required by
the Military Department to produce a no-demand eertificate from the
Civil Audit Officer under whose audit they are.

History of Services.

267, Subject to the exceptions noted below, a record of the services of
gazetted officers is maintained by the Audit Officer who audits their
pay. This record, known as the History of Services of (Razetted Officers,
is compiled in Form 11, is issued in print on the 1st of August annually
or biennially as may be decided by the Liocal Government and contains
information down to the lst July preceding. The publications should
be styled ¢ Histories of Services of Gazetted and other Officers ’’. Copies
of this publication will be furnished according to the local orders in
force, care being taken that the copies for the Secretary of State and
the High Commissioner reach them by the 25th August.

FEXCEPTION —The particulars of officers of the Central ({(ivil) Department
serving in the provinees, other than those mentioned below, should be incorporated im
the History of Services of officers of the appropriate Administrative Department of
the Government of India compiled by the Accountant General, Central Revenues, For
this purpose, the Provincial Accountants General should furnish that officer with
an annual comsolidated statement of gerviees, bearing a certificate of correctness.

1. Income Tax Department (exeept Commissioners of Income Tax).
2. Opium Department.

3. Balt Department (except officers of the Northern India Salt Revenue
Department),

4, Customs Department (exeept officers of the Imperial Customs Service).

Xorx 1.-—The History of Services iz intended to exhibit the record of serviee of
only those Government servants who enjoy full gazetted status. The following ate
the only cages in which the exhibition in the History of Services of the record of ser-
vice of non-gazetted Government servants is permitted :—

Burma.—Myocks (including Myooks of the Co-operative Branch), -Deputy
Myooks, Subordinate Judges snd Inspectors of Police whose names
appear in Part IT of the Burma History of Bervices, corrected up to -
the Ist July 1924. : : -

2
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Agpam.—Nop-gazetted officers in Classes II-B and IT-A of thy Assgu Subor-

ate Educational Service whq werp appoivted to Class Li-4 privr ta

“the 18th July 1926. ,
Indian Posts and Telegraphs Department.—Head Clerks and Accountants of the
Postal Department in the selection grade of Ra. 250—850, Fostmasters
in the non-gazetted grade of Ra. 250—350 and Probationary Superin-
tendents of Post Offices and Railway Mail Service, ‘ o

Survey -of Indic Deparimeni~Sub-Asgistant Buperintendents of the Survey
“of Indis Department. B -

. Nore 8—~When a Chaplain of the Chureh of Scotland is posted to or relieved from
the eharge of a regiment, the Army Department sendp gn intimation to tha Accountant
nera] concerned. '

268. The history is primarily intended for the record of all facts in the
oﬂicial.career of a Government servant which have a bearing on pay,
promotion, leave or pension. Officiating promotions involving no change
of duties, as in the case of an Assistant Magistrate and Collector appoint-
ed to officiate as a joint Magistrate and Collector, should generally be
cmitted : but in the case of members of services which consist mainly of
grades, the duties of which are not separate and distinet, all officiating
promotions should be shown. '

Nore 1-—Particulars of war services affecting pay, promotion, leave or pemsion
should be recorded in this publication. T
. Nore 2—In the ease of Governmen} servants for whom a record of service is
maintaived in the Audit office, and to whom the rules promulgated in the GQovernment
of ludig; Finance Department, letter No. 495-C. 8. B., dated the 25th April 1923,
regarding the grant of passages apply, aw entry should be made in the Uistory of
Bervice or Hervico Register of the individual concesned, on the following occasions :-—

" (3) pach time the congepsion of half the eost of passages is ted to_the

W ol and childreifof & Governmeny, gervant under wules VII and VIII of

_ _¥he above tules ; " K T '

i) whenever under Note 3 of the above ruleg za.ssages are gt;:nted At a
* fimeothér tlian at’ the end of an’ émploys’s nﬁe} J "piroc:durg
.. regarding pon-gagetted Gomermment pervants for wi a record of ger-

vice is no} maintained by the Aundit offica s laid dowr in sha Note ta
Article 73} gllvﬂ ceoun 'YCodg, Volume ]:.q’z e e _

' 869. The iflugtrative entries in the sgmple form explain the method
of tecord;, " Leave of gl kinds, absenca witheut leave or in excess of
lpave gr of Joining fime shonld be voted across the pages as in the
speeimen ; and f any period be allowed to count as service or residence
-which would not ordinarily be allowed by the rules, or if any special
privilege gr disability affecting pay, pemsiom, or leave attaches to an
officer, the fact should be gimilarly noted with quotation of the Govern-
ment order. Service in a vacation department and vacations not enjoyed
during such service; if any, may alse similarly be noted. Officiating
appointments, when shown, should be distinguished from substantive
:appointments. The domicile of ail officers, whether Asiatic or non-
Asiatic, should be recarded in the hpadm% - Information regarding the
officer's mother tongue should be given in the ease of an Indian officer.

1. In the csse of Military Officers and officers not belonging {o the indian Civil
S:m;;:e, thetda;e of birth ghould be recorded at the heading. ' Th(io;l:lfueoof the birth
of oflicers of the Indiap Civil Bervies may aleg be d if the o 7eTRMEnt 5O
direct” 'In the ea?sl:a‘ pf Mikitary Qﬂicel'g in" Ciyil F:‘:;ii:g details of gacvice in ihe
Milits ‘})g.partqanl reviquy to tranafer to Cjvil gmploy nged not he shown, bat only

-the perfod of the urvg ce should be stated fogether :?th m!i?wh of gyl leave taken
in the Military Department. ' '
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2. Entries relating to punitive mtion_%akeﬂ in regar& to a gazetted officer mhould
not be mnde without special orders of the local Government. If an Audit Officer
vonsiders that such an entry is indispensabiy neceasary for audit parpores, he ‘should
refer the question for the orders of the local Government whe will decide what Lorm
the entry should take. _ o

_ 270. Particulars . of literary works as well as appointimerts in
Orders, such a8 C. 8. L. snd C. M. @, and other honours and decorutions,
with the dates on which they werd eonferred, should bé printed in italivs
at the foot of the page.. , - ‘ o -

3. The following information tnay wiso bé-recorded if thé loeal Government so
fivoet :—(a) the place of education and academical degree in the case of Baropeans
and Anglo-Indlans, (b) caste, tribe, province of domicile pt the time of appoint-
ment and home of the family, if in India, and academical degree in the cass p¥
Indians { (o) religions or community in the case of all or particular classes of offi-
cers ; (d) nomination of an officer to Lhe s member of any of the legislative bodies ;
but no other addition should he made without the orders of the verament eon-
cerned, There is, however, no objection to the mention of the receipt of a medal
ur & cviawp for war services. Mention in this publication should be made ¢f the re-
eeipt by mn officer of the * King’s Polise Medsl.?’ '

27). An interleaved copy of thé last edition of the History should
be used to note the subsequent changes and should be sént in originil
to the press as *‘ copy’’ for the mext edition of the History. On
receipt of notice of the appointment of 4 new gazetted officer, his name
should immediately be entered in its proper place in this interleaved
eopy. So long as a gaeetted officer is attached to a province, though he
be absent on long leave, or though for a time he has reverted from thé
rank of a gazetted to that of a ministerial servant by the termination of
&n acting promotion, his name should not be struck out of the History :
it should be removed only on death, retirement, or permanent transfer
to another province, or to & Central Department, C

. 1. If the details of the servies of an offcer, including an officer of the Indiam
Civil Rervice, sorving temporarily, or in a tenure post, in a Department of the Central
QGovernment are shown in a provincial or een history, they should not be repre-
duced in the history of that Department ; it will be sufficient to give & reforencs
:lnt:xl?;‘: history to the provinsial or ecemtral volume, as the case may be, contnining the
4o N

272. When a garetted officer is transferred to another cirele of andit,
the Accountant General of the new province should be furnished with
a statement in form 11-A ghowing the pay earned by him during the last
twelve complete months {or during the last three years in the case of
those who elect to remain under the old leave rules) to supplement the in-
formation eontained in the last printed History of Serwices. In the ease
of a Military Officer transferred from the Militiry to the Civil Departiment,
a statement of his whole service in such detail as is required by Artiele
269, Rule 1, should be furnished for inclusion i the History of Sei
viees,

 2T3. When a gazetted officer is transferred to foreign service, a eopy
of his record of service should be sent by the Aundit Offieer whosa duty
it was to keep it to the Audit Officer who will ascount for the econtrs
butions, and the latter will return the register (or an extraet from it)
dply written up ta date, when the officer is retransferred to British sei-

Yiea. . .
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Leave Account.

274, Subject to any exceptions specially authorised, a Leave
Account in F. R. Form 9 of Auditor General’s Leave Procedure Rules
(Appendix 10} should be maintained by the Audit Officer for every
.gazetted officer whose pay is audited by him. A local Government may
require a similar account {0 be maintained for any non-gazetted Govern-
ment servant whose pay is audited like that of gazetted officers.

Nore.—The leave accounts of the Archdescon of Caleutta and tho Prosidency
8enior Chaplain, Church of BScotland, Bengal, sre maintained by the Acconntant
General, Central Revenues. The leave mccounts of all other Chaplains, both of the
Church of England and the Church of Secotland, including those attached to regi-
ments, are maintained by the Accountant Gemeral of the Province in which they
serve.

Scale Audit Register.

275. A Scale Audit Register in Form 12 will be maintained in Audit

offices for the purpose of seeing that appointments are not made in any
grade or class of (overnment-servants in excess of the sanctioned scale
and that no post is abolished or held in abeyance, except to the extent
authorised, without the orders of the competent authority.
, Nore.—The maintenance of a seale audit register is not necessary in respect
of isolated or localised posts which are independent of each other. When the
number of posts in n general grade or class of Government servants is very small
ihe maintenance of the seale register may be dispensed with by the Accountant
General at his diserstion, provided that adequate arrangements are made . for a
periodical serutiny to emsure that mo post is held in abeyance or abolished except
under the orders of the competent authority.

278. The number of sanctioned posts in a grade, class, or other unit
of classification is to be entered at the top of the page or pages assigned
to it, and the column ‘* Names of incumbents ’’ will be opened by enter-
‘ing In order of seniority the names of the incumbents of permanent
posts in the grade on 1st April. Such a number of lines as experience
may show to be necessary should be left blank for entry of permanent
promotions during the year to which the register refers : such promo-
tions should be entered, and the names of officers permanently leaving
the grade should be scored out in red ink.

277. Below the space provided for permanent incumbents should be
entered the names of officiating incumbents, beginning with those actual-
Iy on duty on 1st April.

278. After the end of a month entries should be made in the eolumns
for that month, showing which incumbents were on duty during any
portion of the month. Against the names of those present throughout
the month the figure 1 should be written in the first eolumn, while against
the names of those present for a part of the month only the dates from
and to which they were on duty should be entered in the second eolumn
as show_n in the Form, and in column 3 should be entered numbers begin-
ning with 1, connecting the periods which form parts of the same chain,
the same number being repeated against each part of such chain. The
highest number in column 3 will thus show the number of posts accounted
for by the broken periods. If this number added to the sum of the fgures
entered in column 1 does not exceed the number of sanctioned posts, it is
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clear that the scale has not been exceeded as a whole. To ensum thnt
the scale has not been exceeded during any day of the month, it must be
seen, while entering the connecting numbers in column 3, that the dates
indicating the fractions of the same chain do not overlap each other.
The dates 14§, 7-20, and 21-31, indicate that the post was filled for the
whole month ; 1-6, 5-20, and 21-31, that for the 5th and 6th there were
two individuals drawing pay for the same post ; and 1-6, 9-20, and 21-31,
that the post was vacant for the 7th and 8th.

Norg 1.—To facilitate the eompletion of the account after the end of the mouth,
brief notes indieating the changes during the month may be made either at foot of
the ecolumns for the month, or in a separate column to be added under cach month.
But it is left entirely to the option of each Audit office to decide whether mnotes
should be made or not,

Norz 2.—Thess rules do not apply in their entirety to self-contained depart-
ments or services in which officiating sppointments are not allowed. The Aoccountant
General will modify the rules to suit the requirements of each case.

278.A. In the case of services in which the graded system has beén
abolished and which are not covered by Note 2 to Article 278, the loeal
Goverpments and the Heads of Departments should be asked to indieate
always the vacancy in which any appointment or promotion is made and
these vacaneies should be noted in a simplified scale register in form 12-A,
the names of officers appointed or promoted being noted below the entries
Ii:l;I the scale registers at the time of audit, as shown in the illustration

ow —

Suppose it is desired to check that there is no excess in the seale
register of superior posts in the Police Department and - that the
number of sanctioned posts is 40 and the number of officers actually
holding superior posts at the time of opening a new register (say
1st January 1923) is aiso 40. One of the officers proceeds on leave from
15th February 1923 and another begins to hold a superior charge
from the 17th February 1923 in the same vacancy. The entries in the
acale register would be as follows +—

Number of officers
Banctioned strength 40, holding guperior poste
From lst January 1023 .e . .- . 40
From 15th February 1023 (Mpy,
procosds on lsavs) ‘e e .s .a 30
From 17th February 1928 (Mr, Asanmes -
charge wioe Mr. on leave) . 40

and zo on

The sanctioned strength of the services in which ecale audit is redueed
as above should be checked twice a year with reference to the Audit
Register.

279. A Scale Audit Register should also be mainiained by the
Accountant General, Central Revenues, and the Accountanis General,
Madras and Bombay, to check excess appointments of Chaplains othex
than those of the Church of Scotland in the Bengal, the Madras and the
Bombay Presidencies, respectively, and ‘whenever the sanctioned scale
is exceeded a report should be made to Government The Accountant
General, Central Revenues, also keeps Scale Audit Registers of officers
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‘belonging t6 the brafed list of thé Politicdl Dephrtinent; bf officers of
‘the Iiiperial Customs' -Servidé, the Civil Veterinary Department, -the
Indiaft ' Audit Department, of Chaplaing of the Church of Scotland, and
of Medicdl Officers serving under -the Foreipm Departihent. (Jther
Acedtintaittd General will futnish hin of the Accountdnt Gdneéral, Madrda
F Bortibiry, a4 the chise may be, with the hecessary information regarding
changés Hmongst the officers metitioned above who aré under hig Audit
in a monthly statement in Form 18 to be submitted by the 15th of thé
vext month. Scale Audit Register is also maintained by the Accountant
General, Central Revenues; for audit against the total sanctioned strength
of Conservatory of Forests for the whole of India, excluding thoss in the
eadres of Madras, Bombay and Burma in reSpect of whotn the hbecssary
sqale check is condueted by the Accountants General concerned, '
. Nors 1—The Seale Registers maintained in the office of the Aceountant General,
ﬁentrlal Revenues, .are closed every. six months on the 30th September and the 3lst
areh.

Kotk 2.—Tn the cass of thosé Cenfral Services in tegard o which statements of
bhanges sre furnished by other Accountants Gemersl to the Accountant General,
Géniral Revenues, nnder this Articls, the other Accountants General should exercise
fienle check to ses whether any post out of thoss sllotted to their provinces has been
left unfilled so persistently as to suggest that the post has been practically abolished.

Apart from this check, they need not regard the leaving vacant of a partienlur post
48 cbjectionable in itself.

Civil List.
.. 280. 1f in any Civil List of Officers or other publication which is
issued by thé Government concerned without previous review in the
Audit office any errors are discovered in course of working, they should

be reported to the authority eoncerned, and the eopy of the printed list
preserved in the officeé should be eorrected. '

281. Deleted.
282, Deleted,
282-A, Deleted,
Files of Correspondence.

282-.3.. Separate personal files for individual officers should be
opened in order to record the correspondence relating to them. Al

other correspondence should be recorded in separate flles for each
departmept.

Compuisory Retirement.

283. On or before the Ist September in each year, i.c., as soon as
possible after the examination of the books of establishment, the Ac-
eountant General should submit to the Government concerned a list in
Form 15 of the Gazetted Officers other than officers of the Indian Civil
Service or the Army or Navy who, during the next official year, will
due tc retire under the operation of Rule 56 of the Fundamental Rules
or on the expiry of a term of extension nf service sanetioned thereunder .
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The object of this return iz {0 enable l;hgr Governimens to pdss thé hecos-
sary orders ns to tbeir retention in, or retirement from the service. In
the case of Military and Naval Officers, the Accountant General should
annually obtain lists of the officers affected by the rule who are e¢mployed
in departments and offices under his audit, and should pass ne more pay
to those named therein, except where it can be shown that there is
suthority for their  continued employment. Regarding Indian Civil
Bervants, the prescribes registers give the hecessary informatiod as to
when any individual comes within the stopd of thé rule.

Norz—In the case of mn officer whose year or year and month of birth is known,
but not the exact date, the lst July or 16th of the month respectively ahonld be treated
as the date of birth for the purpose of determining the date qu,‘whic._h he should ba
hnllél to have attained the age of 55 years or any other age, for the purpoaé of this
rile. ; . i

Auditors’ Dauties. . o .

284. The following i3 & list of thé moré Tmportant points Feqiiring
the special attention of auditors — . D

(1) See that the payees are legally entitled to the pay claimed;

(2) See that, except in cases of first appointment, every first payment
to an individual, whether on account of pay and allowances or as leave-
salary, is supported by a last-pay or leave-salary certificate as the casg
may be. ‘ .

(8) See that, in the case of a Government servant appointed té the
fervice in India, a health certificate is given (see Rule 10 of the Fandis
mental Rules), ' : .

(4) Record the payments in the appropriate cages in the audit
register. ’ ,

(5) When the amount of a bill is the same as that of the last month,
only enter date of payment, or month of adjustment in the case of bills
received with Exchange Accounts or the date of audit in the dase of
Sterling Overseas Pay bills ; if any further payment he made, enter
the amount and the new date also, a guide letter being placed over it,
li:ndking it with the explanatory note and the number and date of the
order.

~ (6) When the amount of a bill differs from that of the last month,
enter the amount as well as the date, the amount being the gross amount
paid. including fund deductions, income-tax, recoveries of overpayments,
m}d Provident Fund deduction in the case of Indiun Civil Service
oers.

{7) Enter advances made in England in Indiaa currency at the
rate of 1s. 6d. the rupee (vide Article 250). Most of these advances are
recoverable by monthly instalments of one-third of salary, recoveries in
oash being credited to ‘* Recoveries of Service Payments ' under ** Sus-
';;;g?e Accounts "’ and adjusted.by deduction from charge (vids Article

(8) Examiné and check income-tat [ses hote under clause (k) of
Article 131 and Articles 45 and 45.A., Civil Account Code, Volume I},

and service and other fund deductions, including superannnation contri-
butions, in striot conformity with the rules.
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a3 indicated below, the particular pages checked by the Gazetted Officer
being indicated on the first page of each volume :—

(5) In the case of provineial or amalgamated establishments
(vide Article 66, Civil Account Code, Volume I), tiie returns
should be arranged by service beads, those under each
service head being arranged by districts in alphabetical
order, and then bound in volumes of convenient size.

(%) In the c¢ase of other establishments horne on a separate secale
for cach distriet ox office, the returns should be bound in
district files, those in each file being arranged according to
service heads.

{4%) The files of two of more fmall districts should be bound to-
gether into one volume, in order to make the books uniform
. in gize and to reduee their number.

289, The copies boind np will be the record in the Audit office.

290. On or before the 1st September of each year, i.e, as soon as
possible after the examination. of the establishment bhooks, reports in
Form 15 should be forwarded to the -authorities empowered under Rule
56 of the Fundamental Rules to grant extensions of serviee of all non-
gazetted Government servants (other than ministerial) employed under
them who will attain the age of 55 years, or whose extensions of service
will expire during the next official year. (See Note under Article 283).
Similarly a list of ministerial Government servants who will attain the
gge of 60 during the next official year should be submitted to the
authorities toncerned, 6n br about the lst of September each year, should
the local Government of thée Head of 4 Central Department so desire.

Andit Register.

_201. The audit registetr will be in Form 16, each page being divided
by horizontal lines into four equal spaces for the record of four years’
eharges. A page should be set apart for the audit of each section of an
gstablishment ; the different sections will be entered consecutively, and
A pagé for the total charge of ‘the establishment should be left imme-
diately after them when the number of sections exceeds one. The
sections in the audit register should correspond exactly with those in the .
establishment bill—wide Article 61, Civil Account Code, Volume L
The establishments should be arranged in the order of the major and
minor heads of account, and a few pages should be left blank nfter cach
major head for the entry of any permanent establishments that may be
subsequently sanctioned.

282. The register is opéned by bringing forward the detailed scale
Tor each section, and the total sanctioned pay of the section as ﬁnall¥
keevriléd in the past year's audit register. The details of the seale o
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gstablishment should be recorded in.a fly-leaf in form 16-A inserted
between the pages of the regibter. '

203, The * minimum ' &nd *‘ maximum ' columns, both for the
detailed scale as well as the sectional total, should be psed only when
the pay, or part of it, i§ progressive ; and in this ¢9s¢ each increment,
as it is admitted, will be added to the total of the ** getual’’ column,
end the pay of the post .affected "altered in red ink, with a note, in
each case, of the month with effect from which the inerement is granted.
Alterationy of the svale and of the actual total payabla at the time,
due to orders passed during the currency of the register, should similarly
be noted with & quotation of orders. All enfries of orders and the totaly
in the money columns must be initialled by a member of the Subordinate
Aoccounts Service, although he should be held responsible for the correct-
ness of the uninitialled entries relating to individuals. Each subsequent
variation of pay in respect of an individual must, however, be attested
by the Accguntant,

1, The form of audit register prescribod for establishment may be adopted also

for the sudit of scholarships and similar allowances, but only the bills welected for
percentage audit need be posted in the audit register.

2. In the column headed *! Ordera of sanetioning authority ’* the last gemeral
order sanctioning the establishment, as & whole, shonld be quoted againgt the first
section only, Any order prssed during the currency of the register should heé noted
against the partionlar section affectod and reprodused im subsequent registers.

© 8. Where Tehaildare, and other Government servants, who hold non-gazetted
graded poats, and are tranaferred from distrist to district, draw pay im separate
hills, their pay may be audited like those of guzetted officers, and i such cases a
seale register maintained. Where such officars draw their pay in the same bill with
the other memboers of the establishment, their pay should be audited in the ordinary
way by sections, but a scale rogister ghould be waintained to see that fhe total numper
of sanctioned posta for sach grade im mok exesedod. ‘ ) '

204. The first of the four divisions of the page serves for record of
the andit for the first year, after which the entries of maximum,
minimum, and actual should be made after the samg examination ag
above in the second space, and the augdit coptipued fog the gecopd year
on the same page. '

1. Tn the case of some eatablishments, the nomber of partial bills, arrear billy,
ete., among which one month's pay is divided, ix so hrge as to @ccupl. each month,
more tham a single space, In thess cases (to which thé old audit registers give an
cone cine) more than one page will be mqoired for the four years’ dudit. o

Audit Pragedury.

293. Oy receipt of ap Establishment bill with the treasury account,
its caleulations should be ¢hecked arithmetically, ysda Article 135, and
reference should be made to the absentee statement, in erder to see that
1o absence on leave causes a charge which the rules do not permit. But
it will not be necessary to check the leave granted by earlier records, or
the details of the bill by earlier bills, though, if any such leave appear
primd facie to be cantrary to rules, it should be noticed. In posting the
eudit register, the amount shown in column 7 ‘‘ Total ** for each section
minus the amount of fines, if any, shown in eolumn 13 in the establishment
bill form (Form 10, Civil Account Code, Volume 1) should be entered as
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the net charge for each section. Below this should be written in red
ink any amount due, but not drawn by reason of absence, to check
arrear hills (vide Article 298). The amount of fines shown in the estab-
lishment bill should be similarly noted in red ink to check bills preferred
when fines are subsequently remitted. No subsequent claim not covered
by the last two entries or by special authority to utilise savings should
be admitted without full explanation of the eireumstances under which it
was omitted from the monthly bill, which is expected to exhibit the full
claim for the month. The entries should always be begun from the top
of the allotted space, in order that there may be space for record of arrear
bills, and also of sums refunded by short-drawal, which may be claimed
again. , ‘ _

1. Orders issued by Government or other suthorities regarding the emolnments
of any member of the establishment (s.7., orders regarding personal pay or with-

bolding or postponing an inerement) should be noted on the fly-leaf of. the sudit
register.

2. The accounts of contributions for pension and leave-salaries of officers
lent to Indian Btates, etc., are kept in separate registers for the whols office.
(See Article 428.) .

3. If the amount of a bill is objected to, it must still be entered in the sudit
register, and the cause of objection clearly stated on the bill.

296. When the payments have been recorded against the sections,
the amounts posted should be totalled and agreed with the total of the
bill. The audit enfacement should then be written, and the bill and
register together laid before the reviewing officer (Article 209), who
should compare the totals, make such comparison of sectional charges as
seems necessary, and initial ' both bill and register. 1t is a matter of
importanee to remark that éstablishment audit registers run from April
to Mareh, and that pay is recorded under the month for which it is due,
not that in which jt is disbursed. To take an instance :—-a clerk being
absent on six weeks’ privilege leave from 25th March, his pay for March
is not drawn in the bill for that month ; but when it is claimed in May,
it will be passed in the audit register under the past year : or, to take a
further instance,—from the pay bill for April (paid in May) is deducted
the pay for March of a man who happened to be absent when it was
drawn, and taking leave did not return in April to receive it ; the refund
will be noted in the earlier part of the register under March and in the
same place will be passed the bill on which the pay is afterwards drawn.

1, The number and month of the vouncher should ve quoted in the entry as
shortly 25 possible, thus 34—7 would indieste voucher 34 of July,

206-A. Audit of pay of non-gazetted Government servants on a
provineizl scale and others should be conducted by number, In order to
guard against donble payments a certificate in the following form should
be obtained from Heads of Offices on the eonsolidated absentee statements—

Certified that the following vacancies have been left unfilled during

the month of.............. in the grades mentioned against each--
Qrade of No. of vacancies.
Ditto ' _ Ditto

Ditte . ' Ditto
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N.B~The mcale of posts in each grade will be reduced by the number of
vacancies and the audit will proesed agaivat the reduced seale.

298.B. Audit of pay and allowances of non-gazetted Government
servants of whom there are a large number in each district and who
are paid in several batches during the same month should be conducted
against both number and amount sanctioned for each distriet. '

Increment certiﬂca.tés.

297. Inerement certificates attached to establishment bills, or sub-
mitted separately for pre-audit under Article 69, Civil Account Code,
Volume 1, should be examined, so as to sece that the increments claimed
are according to rule and supported by facts stated and have actually
accrued. The facts stated in the explanatory memo, attached to the
increment certificate (Form 10-A, Civil Aceount Code, Volume I), should
be compared with the fly-leaf of the audit register (when names are
shown there), - At least one-fourth of the entries im the memo. taken ab
random must be checked with past bills ; and, in the case of certificatea
submitted for pre-audit, if the increments are found to be admissihle
under ihe rules, the certificate should be returned duly passed, and the
fact noted in the audit register.

Arrear and Advance Bills.

208. Arrear bills should be passed in the same manner against the
section roncerned, after reference to the note of amounts due but not
drawn (under Article 295), the necessary addition being made to the
total ; advances made under Article 159 (a), Civil Account Code, Voluma
I, should be debited to Advances Recoverable, or if the officer Yias been
Knglsfergd to another circle of audit, to the Account Current with that

udit office.

Time-scales of Pay.

208. The special procedure for dealing with pay bills of establish-
ments on a time-scale of pay is described in Appendix 11.

2090-A. Delsted. :

Passage Conoessions.

200.B. The procedure for the maintenance of passage aceounts and
for the drawing of passages of non-gazetted Government servants of
non-Asiatie domicile of the Central Government who have been declared
eligible to passage concessions under the terms of the Government of
India, Home Department, Memorandum No. F-10-4-30-Ests, dated the
6th Aagust 1930, will be similar to that prescribed in Appendix 15 for
passages of officers of the Superior Civil Services with this change that
the Government pervant will apply for passage and will eorrespond further
on the subject through the head of his office instead of - directly. The
certifieatc and receipt forms to be wused will also bs the same as thoss
prescribed for officers of the Superior Civil Services, exoept that references,
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to. Office Memorandum from the Government of India, Home Department
mentioned above will be "substituted for those to the Superior Civik
Services Ruleg wherever a veference to the latter rules is made in the
farms. In the ease of Government servants on foreign gervice, a pontri-
bution at the rate of Re. 30 per mensem will be recovered from the
foreign employer to meet the cost of passages. The ¢ontribution is pay-
able througliout the Government servant’s. service under the foreign
employer, 2.e., whether he is on duty or on leave. It is, however, not
payable in the case of those Government servants in whose case it has been
agreed between Government and the foreign employer that the Govern-
ment servant shall receive passage benefits from the foreign employer;
in respect of the period ‘of his foreign service. In respect of Govern-
ment servants transferred from a Civil department to the Military
department or from z Commercial to a non-Commereial department or
vice verse, or from the Central to a' Provincial Government, adjustments
will be made on the basis of the above rate of contribution and the
procedure adopted fom the purpose will be the same, mutlatis mutandis
45 laid down in Rule 22 of the Rules in Appendix 15. ’

Temporary Establishment.

300. When sanction is received for a temporary establishment, the
requisite entries should be made in the first three columns of the audit
register, the period for which the sanction holds good being distinetly
gpecified in the second column below the details of the posts sanctioned,
and lines should be drawn across the cages of the months previous and
subsequent to such period 5o as to prevent gdmission by oversight of pay
for g period in excesy of sanction.

. }. Temporary establishments should be entered in the aundit register after all
tho permanent establishments, and not mixed up with them,

2. Temporary establishment may ordinarily be debited to the same lhend as
permenent esteblishment ; it is eply in cases where sanction is givem for & long
term, and the charge will reach a eonsiderable amount, that there is any olject in
separating them.

Nore 1.—Where the power to wary details of s temporary establishment howe
been delegated to the bead of the office, only the seale, as originally sanctioned by
the sanclioning authortiy, should be emtered in the audit register ja order to nee
that the number of posts above the limit of sanction emjoyed by the sanctioning
authority or the number of those - sbove she maximum limit, if anj, fixed
superior authority, does not execed the number of such posts originally saactioned.
Iy such cases the audit may bhe condwcted agaipst the total sanctioned ¢ost of the
temporary establishment. -

Hore 2,—The procedure lpid down jn this Artiele applies also in the case aof
changes in rates. The words ¢ change in rate ’ should be emtercd in pencil in the
colymy for month of ghange. = o

Auditors’ Duties.

801. The chief points to be ohserved in auditing establishment bills,

bepides those mentioped in Articles 130 and 131, are o see ;—

{1) That the arithmetical caleulations of the bills gelected for this
check dre correct, vide Article 135. )
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(2) That the bill is drawn according to the sanctioned scale, that
the substantive pay, and the increase thereto, of an officiating Govern-
ment gervant, are distinetly shown, where necessary, that arrear pay is
drawn on a aeparate bill, that the name of any person on leave, suspen-
sion cr deputation, as well as the name of the officiating person, is shown
in the bill a8 also in the absentee statement.

(3) That the increment certificate is attached when an inecrement is
drawn.

(4) That, in the case of Government servants passing an efﬁcleney
bar in a time-scale, the declaration prescribed in nofe 1 under paragraph
7 of Appendix 11 has been received.

{5) That the absentee statement is ﬁlled in or the *‘ no-leave '’ certi-
ficate furnished.

(6) Tbat the enhanced pay of officiating inecumbents is in aeeordaneo
with rules,

(7T) That a last-pay certificate i furnished for an officer transferred
from another establishment.

(8) That the dates of making over and receiving charge are stated,
and joining time checked in accordamce with the rules framed under

Ruls 106 of the Fundamental Rulea,

802. The ordinary procedure prescribed im Articles 295 to 301 my’
be relaxed by the Accountant General as indicated below, in the ecase of

bilis to be post-andited :—

(a) Only 50 per cent. of the bills of those estabhshments the
normal monthly cost of which is less than Rs, 500 should he
audited, the selection of the bills for this check being made
by a Gazetted Officer.

(3) ‘‘ Sums held over’’ and * absentees’ pay refunded ** need
not be recorded in the audit register, and if this plan is
adopted, arrear and supplementary bills will also not be
posted therein, the necessary record of the payment being
made against the entries in the original bill.

Otherwise, all bills, whether aundited or not, should be entered in the
audit register,

Proposition Statement.

808. In verifying the present scale of a proposition statement under.
Article 63 IT (c), Civil Account Code, Volume L, it shonld also be seen
that the entries in the column ‘* proposed seale ’’ are within the pnwers
of sanction of the authority to whom the statement is to be sobmitted,
and, if they are not, the authority whose sanction is necessary should be
spmﬁed in the forwarding endorsement.
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Chapter 11.—Travelling Allowance Audit.
Audit RBegister - .. B804 | Audit of Bills and Budget Check 305

Audit Register.

304. Audit of travelling allowances of gazetted Government gervants
shounld be recorded in a register in Form 17. As no details of camp stages
need be given a single line ig sufficient for each voucher. The object of
the journey need not be entered except in the case of (@) transfers, when
the names of stations to and from which the officer is transferred should
be specified, and (b) the exceptions mentioned in Article 184.

No aundit register should be maintained for the travelling allowances
of non-gazetted Government gervants, ‘

Audit of Bills and Budget Check.

306. In auditing a bill, the pay shown should be checked with
reference to pay-bills in those cases where the amount of the allowance is
dependent on pay, and the daily allowance should be passed according to.
the rate admissible, the steamer fare by the table of fares, and the rail-
way fare by the time-table. In the majority of cases countersignature
i8 necessary. .

Countersignature does not dispense with the necessity for formal audjt
with reference to rates and general conditions, Ordinarily, the counter-
signature by the proper authority, or the signature of the drawing officer
when a bill does not require countersignature, should be accepted as final
evidence that the facts of the journey on which the claim is based are
correct, and that the controlling or the drawing officer, as the case may be,
has exercised the serutiny entrusted to him under the rules of the Govern-
ment. Occasionally a test check should be exercised to see that these
officers serutinise the bills properly.

L The arithmetical caleulations should be checked only of the bills selected for
the purpose, vide Article 135.

2. Travelling allowance bills of Government servants of the third and fourtd
elangen, if they are to be post-andited, may be checked to the extent of 50 per cemt.
only, the bills to be checked being seclected by a Gazetted Officer.

3. Bee also Notes 1 and 2 under Article 813,

4. The pay shown in the travelling allowance bills of nen-gazetted Government
servarts, in those cases where the allowancs is dependent on pay, shonld be test
chezked to the extemt prescribed by the Aeccountant General : in esses where names
are not shown in pay bills the test eheck will be Limited to seeing that the pay shown
in the travelling allowanee Dill does not exceed the maximum pay of the grade of
the post held.

306. After the bills have been checked, and entered in the Andijt
Register in the case of bills of gazetted Government servants, they should
be submitted with the \Audjt Register, if any, to the passing officer for
review and signature,
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The appropriation audit should be conducted through the Classified
Abgtract and the Superintendent should satisfy himself that the check
has been properly exercised before he paases the Classified Abstract every
month, Prompt notice should be taken of any expenditure which may
lead to the sanctioned appropriation being exceeded at the emnd of the
year and actual excegses, if any, placed under objection,
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- Chapter 11-A.—Grant-in-aid Audit.

Applications of the rules in this chap. Andit of expenditure by grantees

. ter . . . . 808-A. from grants .. e .« B00.F.
Main directiona of andit .. . 308-B. Procedure in the Audit Office ,. 308-L.
Audit of the grant iteeif .. ..  306-C.

Application of the rules in this Gha.p;er.

306-A. The rules in this chapter apply to the audit of the grants-in-aid

made by Government to a body, fund or concern which is independent of
- Government. .

Nore—If in any case it is found politic or expedient to flnanes from a lump
sum grant sanctioned as a grant-in-aid, any expenditure on the public service, the
relevant sanction and the resultant expenditure will be audited on the priociples laid
down in this Code for the classes of expenditure actually concerned.

Main directions of audit,

306-B. In the ease of a grant-in-aid, audit can be applied (1) to the
original grant itself and (2) to the expenditure which is subsequently
incurred from it by the grantee. The nature and extent of the aundit to
be i})ph'ed in each of these directions will be defined in the following
articles.

: Audit of the grant itself,

806-0. Audit of the grant itself will be applied in the usual two
atages of sanction audit and expenditure audit,

306-D. In auditing sanctions to grants-in-aid, the general principles
enunciated in articles 125 and 126 should be followed. It fregquently
happens, however, that the power of sanetioning grants is delegated to
subordinate authorities subject to the previous fulfilment by the grantees
of certain conditions, Thus, grants may be made to educational institu-
tions ‘which reach specified standards in respect of number of scholars

«, mathods of instruction and the like. In such eases, if the order sanctioning
the grant quotes the relevant rule, the audit officer should@ ordinarily aceept
the expressed or implied certificate of the sanctioning authority that the
prescribed eonditions have been fulfilled ; but ke should take any available
opportunity of scrutinising the metlods by which that authority satisfied
itself of such fulfilment. In addition, a test audit should, where possible,
be applied to check the fulfilment of the conditions in individual cases.

Notr 1.—The test andit euggested in this article can most eonveniently be dons in
the office of the sanctioning puthority, where all necessary papers will ba available,
'I'he_ recise method by which the cheek will be exercised for different classes of grants-
in-aid may be settled by the Accountant General in congultation with the Anditer
QGeneral and detailed in the relevant office mannal

Nors 2—Aundit should ordinarily accept statements on purely technical matiers
made by responsible tschnieal officers.
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806-B. The audit of the disbursement of grants-in-aid should be eon-
ducted as preseribed in Articles 130 and 131.

Audit of expenditure by grantees from grants.
808-F. Grants-in-aid may be either eonditional or unconditional.

806-G. Where no conditions are attached to & grant, audit is in no
way concerned 'with the manner in which the grant is utilised by the
grantee,

308-H. Where conditions are attached to the wutilisation of a grant,
these usually take the shape of specification of the particmiar objects om,
or the time within, which the money must be spent. Whatever the nature
of the conditions, andit cannot be eompletely divested of responsibility for
seeing that they are fulfilled. The procedure specified in the following
articies should therefore be observed.

808-I (a) If in any case the expenditure from & grant comes under
the audit of the Accountant General, whether at headquarters or in the
course of local inspections, his serutiny should include a complete or a test
check of the fulfilment of the preseribed conditions,

(b) If the expenditure comes under the audit of the Examiner of
Local Fund Accounts, and that officer is a subordinate of the Accountant
General, it will suffice if the Accountant General satisfies himself, by refer-
ence to the reports of the Kxaminer, that the conditions are being duly
fulfilled, The extent of check to be applied by the Examiner will be
prescribed by the Accountant General,

(¢) In oases not falling under (a) or (b) above, the statements and
oertificates of the administrative Government authorities may be accepted
in audit ; but here also a test check should, where possible, be applied, the
test check being extended even to examining the adequacy of the proce-
dure observed for obtaining the assurance whereon the certificates are
based. In provinces in ‘which the Examiner of Loeal Fund Accounts is
not & subordinate of the Acoountant General, a certificate based on his
audit may be accepted without further test check.

NoTh.—Where erpenditure from a mgrut-in-sid is sndited locally, the nuditor
shauld either inelude in his report a certifieate that the eonditions on which the grant
was made have been or mre being fulfilled, or should give details of the breaches of

thoss conditions,
306J. Unless otherwise ruled by the local Government, every grant
made for a specified object is subject to the implied conditions—

(¢) that the grant will be spent upon that object within a reason-
able time, if no time-limit has been fixed by the sanctioning
authority, and

() that any portion of the amount which is not ultimately required
for expenditure upon that object will be duly surrendered.

Audit serutiny, when “applied, should pay“due attention to these points.

808-K. In the case of recurring grants-in-aid to institutions, ete,
it should, as far ag possible, be watched in audit whether the grantes
cantinues to function as such institution, and whether the cireunmstances
in recognition of which the grant was sanctioned still eontinue to exist.
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Procedure in the Audit Office.

306-L. An audit register of grants-in-aid in Form 17-A should be
maintained in each department. Immediately on receipt of a sanction to
a grant, it should be audited as laid down in this chapter. If admitted in
audit, it should be entered in the relevant portion of the audit register
and the entry attested by a member of the Subordinate Acecounts Service.
An order of payment, if necessary, should then be issued in form 8. Y. 29,
and its number and date noted in the appropriate column of the register.

Nore 1L—A new register should ordinarily be opened every year, into which should
be brought forward all entries in the old register relating to recurring grants which

are still in forco. These entries should be attested in the new register by a memher of
the Subordinate Accounts Service.

Nore 2—For any department in which the number of grants-in-aid is small, the
aame register may continue in use for a numuber of years, separate sets of puges being
allotted for the tramsnctions of each year. In this case also, entries relating to recur-
ring grants should be brought forward at the beginning of each year to the new set
of pages and atteated as provided in Note 1.

Nore 8.—Where local serutiny of certain classes of grant-in-aid is conducted, s
sepurate note of the panctions relating to those classes should be kept for the infor-
mation of the inspecting staff.

Norr 4.—For the record of the audit of periodical payments of grants-in-aid the
procedure prescribed in Article 319 should -be followed ; but the register shoull be
kept in Form 17-A,

Nore 6.—In cases where it is found difficult to summarize the conditions and
Limitations withia the limits of column 8 of the form of the register of grants-in-aid,
as a matter of detailed procedure, the conditions and limitations may be noted
separately and reference made in column 8 of the form to such separate record,

306-M. When a voucher comes up for audit, it should be audited
against the relevant sanction, as recorded in the andit register, and a note
of payment made in the register, but see itern 8-E under Article 135. ’I_‘he
audited bill should then be submitted with the register to the passing
officer for review.

306-N. If conditions are attached to a grant, a reference to any docu-
ments furnishing information as to their fulfilment should !)e. x_'ecorded in
tlie appropriate column of the register under the dated initials of the
auditor.
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Chapter 12.—Contingent Audit.
App!ioataon of the rules in the Chnp- Andit of Fu]]y-vouehed ‘ Gontingen-

807 ciee ' 318
. Glapzl:g::ﬁon.o! Oontingent Cha.rgu 08 Ch]a;e%e:r :‘:,B f;pphf.mm?s by other %0
et o S 20 Clorge o gl s . 120
ucit of Soslo-rogulated Contingen- o | Billa for articles purchased direot
Audit of Bpoolsl Conbingencies . 813 from firma in the United King- .,
An:rll: of Co:mtersignod Gont:mgen- 314 Payment at contract retes . . 821.B,

Application of the rules in the 'Gha.pber.

807. The rules contained in this chapter govern the audit not only of
_ sontingent charges proper, but also of Supplies and Services and Other
Expenditure, as defined in Chapter 6 of the Civil Acecount Code. The
term Contingent Charges or contingencies is used in this chapter to cover
all these classes of expenditure. Certain other audit processes relaling
to expenditure which is sometimes treated as Contingent Expenditure are
described in Chapter 18, These processes, when applicable, are to be con-
gidered as supplementary to those noted below.

Classification of Contingent Charges proper.

308. The actual classification of Contingent Charges in a province is
determined by the orders of the Government concerned and, as a result,
it differs in different provinces. It will be found, however, on considera-
tion of the dominant condition governing the particular expenditure, that
all contingencies will fall into one or other of the following five classes >—

(a) Contingent charges whether recurring or non-recurring which
cannot be incurred without the special sanction in each case
of superior anthority. These may be termed Special Contin-
gencees.

() Contmgent charges met from a lump sum grant placed at the
flisposal of a disbursing officer for expenditure, at his discre-
tion, on certain specified objects. Such charges are known
as Contract Contingencies and generally consist of charges
the annual incidence of which can be averaged with reason-
able accuracy.

(e) Contingent charges regulated by scale laid down by the
superior authority. Such charges may be desxgnafed Scale-
. regulated Contmqeuct‘u. )
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(@) Contingent charges which, though they may be ineurred with-
out special sanction, require the approval and countersigna-
ture of superior authority before they can be admitted as
legitimate expenditure against public funds. Countersigna-
ture is ordinarily obtained after the bills are paid, but in
rare cases it is necessary before payment. Such charges are
known as Countersigned Contingencies.

(e} Contingent charges which require neither special sanction nor
countersignature, but may be incurred by the disbursing
officer on his own authority subject to the necessity ‘of
accounting for them, Such Contingencies may be termed
Fullyvouched Contingencies ; though in actual practice the
Auditor General.dispenses with the production to audit of
vouchers of less than a preseribed amount.

309. It must be recognised that the five classes of Contingencies des-
eribed in the foregoing article are mnot necessarily mutually exclusive.
There may be cases in which Special Contingencies are reguiated by scale ;
or in which a bill for Scale regulated Cqntingencies requires countersigna-
ture. Where a contingent. bill falls in this way ‘within two or more classes,
the methods of audit preseribed in this Chapter for each of those ciasses
ghould, as far as possible, be applied to it.

General Nature of Contingent Audit.

- 810. The responsibility for the effective control of contingent expendi-
ture rests primarily upon the heads of offices and departments. The
Audit Officers merely examine the fulfilment of that responsibility by their
audit -of such expenditure, the extent of which varies greatly with the
different classes of contingent charges. It is least of all in the case of
Contract Contingencies ; and very little greater in respect of Scale-
regulated and Special Contingencies. Over Countersigned, Contingencies,
the major ‘portion of the control is exercised by the countersigning author-
ities ; but audit has certain definite responsibilities, The responsibility of
audit is greatest of all in the case of Fully-vouched Contingencies. For all
classes of Contingent Charges alike, except that in the case of contract
contingencies, these responsibilities should be discharged as far as the rules
in connection with those contingencies permit. The Accountant General
has the following minimum responsibilities which should be exercised in
respect of all Contingent bills taken up for audit. He must see—

(a) that each class of expenditure
(1) is a proper charge against the grant eoncerned,
(2) has received such sanction as is necessary,
(3) has been incurred by an officer competent to incur it ;

(b) that such vouchers as sre required by audit have been sub-
mitted ; .o
(c) that such certificates, if any, as are necessary, including those

mentioned in ftems 3, 5 and 10 of Appendiz 13, have been
provided ; )
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(d) that no canon of financial propriety is infringed ;
(e) that the bill is in proper form ; '

(f) that the amount in words and figures agree ;

(g) that the classification is correctly recorded ;

(k) that the rates are apparently not extravagant ;

() that the flow of expenditure is not too rapid ; this check will be
applied in the case of those bills for which the audit register

~ is maintained ; and
(§) that, if the expenditure in the month of March is unusually
large, it does not lead to irregularities, '

Audit of Contract Contingencies.

811, The rules governing contract contingencies differ in different
provinces, the principal variations being in the - classes of expenditure
brought under the contract system and in the departments to which the
system has been extended. In some provinces the contracts are made
direct with the disbursing officers, while in others the contract grants are
placed at the disposal of controlling officers, who distribute them anzually
among their subordinates, reserving a small portion for subsecquent allot-
ments in case of need. Im spite of these and other minor variations, the
essential features of the system are common to all provinees. No details.
of the expenditure, beyond such totals of the various contract items as may
be required for purposes of classification, need be furnished in the bills ;
unless the terms of the contract provide to the contrary, no sub-vouchers
need be submitted ; and disbursing officers are held personally responsible
for any expenditure in excess of the contract grant until the excesa ia
sanotioned by competent authority.

Audit of Scale-regulated Contingencies.

312, Contingencies regulated by seale will include such charges as
eost of liveries, rewards for destruction of wild animals, batts to witnesses
and the like. The authority preseribing the scale will lay down the con-
ditions precedent to its application in each case, making it clear whether
gpecial sanction of superior authority is necessary, whether bills must
be countersigned before or after payment, and what certifieates ghould
support the bills,. In accordance with the conditions so laid down, charges
regulated by soale may become Special, Contract, Countersigned or Fully-
vouched Contingencies, and should be audited under the rules applicable
to the particular elass within which they fall. In addition, the Aecountant
General should satisfy himself that the charges incurred are in aceord-
anoe with the scale which governs thom.

Audit of Special Contingencies.

813. (a) In respeot of Special Contingenties, the principal duty of the
Accountant General is t0 watch the expenditure “against the necessary
sanction of superior suthority. For this purpose a register should be
wpened in Form 19, in which every order sanctioning special expenditure,
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including sanctions eonveyed by the method permitted by the Note under
Article 131 (&), should be entered as soon as it is received and, as each
charge comes up for audit, a note of the bill in which it is ineluded, and
of the fact that if has been audited, should be made in the final columns,
Where expenditure against a lump sum sanction is incurred in instalments,
the progressive outlay must be watched against the sanctioned total.

To facilitate the watch of expenditure and liabilities against allot-
ments, where such check is necessary, a note of the special charges should
be made also in the relevant contingent audit register (if any). When
an order of sanction contains no indication of the amount or limit of ex-
penditure sanctioned, inquiry should be made from the authority which
issued it, and charges should not be passed in audit until complete sane-
tion is reeceived.

(3) In preparing the register of special charges, the following instrue-
tions should be followed :— .

(1) Separate pages should be set apart for different classes of ex-
penditure and, if the entries are likely to be numerous, for
different officers ineurring expenditure.

(2) Separate pages should be set apart for the record of payments
authorised by other audit officers. The numbers and dates
of the letters authorising such payments and of the eorres-
ponding authorities issned to treasury officers should be
entered in the opening columns, and when the charges
appear in the treasury accounts they should be noted against
the original entries in the register before being passed om
throngh the exchange aceounts.

(3) When opening a new register, orders which are still in force
should be earried forward into it from the old vegister.

Norr 1.—The sanctions entered in the register of specinl eharges will not be eom-
fined to sanctions of contingent charges proper. Special aanctions of refunds, advances,
travelling allowances and the like also will be recorded in this register and the
eharge audited sceording to the method preseribed in this article.

Norr 2.—All entries made in the register of speeial chargea should be attested by
# member of the Subordinate Accounts Service,

Audit of Countersigned Contingencies.
(a) Bills countersigned after payment,

314. In the case of bills countersigned after payment, the money
is actually drawn on an abstract bill, and the approval of the superior
authority as indicated by its countersignature, is subsequently received by
audit on the monthly detailed countersigned bill. Both the abstract bill
and the detailed monthly bill require scrutiny in audit.

315. (a2) On receipt of the abstract bill, serutiny should be limited
to seeing that it is signed by an officer authorised to sign such bills, that
the summations are eorrect and that there is nothing extraordinary or
unusual in it. Thereafter, the usual andit enfacement should be made
upon the bill, and the’amount paid at the treasury or bank or passed for
payment in pre-audit, should be entered, in & contingent audit register.
Except in the case covered by clause (b) of this article, the register will
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be in Form 18, and & separate folio will be assigned to each disbursing
officer or department under the major head of aceount concerned, the folios
being arranged in the serial order of major and minor heads. The total
amount paid or passed for payment on each abstract bill should alone be
taken into the register, the object of which is to provide a record of the
puayment of each bill, and each entry should be initialled-and dated by {he
auditor. Details, if required, will be available from the Compilation
Sheets. After entry of each bill in the audit register, the items subjected
to objection on their merits, should be entered in the objection book ; see
Article 783,
(d) In the following cases, Form 18 should not be used :—
(1) Bills for contingent charges which have to be andited against
the unit of appropriation for a whole province need not be
‘entered in an audit register. The expenditure a8 a whole will
be watched against appropriation through the Consolidated
Abstract, and the receipt of each detailed bill and payees’
receipts through the objection book or a separate subsidiary
register, as the case may be. See Note under itein 1 * Gene-
ral ’, Article 726.

(2) Bills of the Forest Department should not be entered in an
audit register ; but, if they contain any special contingencies,
the latter should be treated as prescribed in Article 311
above.
Note 1.—The maintenunce of the Audit Hegister in Form 18 is left to the disere-
tlon of each Audit Officer who will be guided %y loeal requirements. )

Nors 2—When an amount drawn in a previous month of the current year is
refunded in cash, it should be shown in red ink as & minus entry in the audit rogister,
and the progressive totul for the month should bo adjusted accordingly. Repaymenta
in cash orr::g short drawal in bills of amounts drawn in s previous year shuuld not be
taken in uction of expenditure of the eurrent year, but should bs brought to
account ae prescribed in Article 703.

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

(d) On receipt of the monthly detailed bill, it should be carefully
checked on the principles laid down in Article 310. In addition, the
suditor should satisfy himself —

(1) That the bill is duly countersigned.

(2) That the charges included in it cover the amounts drawn from
the treasury hnd are classified as in the abstract bills. Dif-
ferences or disallowances should be noted for recovery, and
adjustments should be made, if necessary, on account of mis-
classification.

(3) That details of charges are given where necessary.

He shiould further apply the speeial procedurs, preseribed elsewhere
in this chapter, to any Special or Scale-regulated Contingen-
:lhes b:lnlfl any periodical charges which may be included in

& ' < : .
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(c) Except on points covered by eclause (b) of this article, the
Accountant General should not disallow any items included in 8 counter-
gigned bill which are within the powers of sanction of the countersigning
officer. He should, however, draw the attention of the latter to any expen-
diture which seems questionable or, in comparison with like charges eise-
where, excessive in respect of rate, price or amount and may, if he deems
it advisable, specially address the local Government on the subject.

(d) When the Auditor has completed his aundit, and has ticked off
each item supported by a voucher in token of his having seen and passed
the voucher, he should record his audit order, passing the bill or objecting
to it, upon the bill itself, He should then make the corresponding. or
partial adjustment both in the audit register and the objection book,
taking steps to remove any objection still outstanding. .

(b) Bills Countersigned before Paymendt,

817. Where countersignature is required before payment, there will
be no abstraet bill, but payment 'will be made on a detailed bill. In that
case, the first entry should be made in the contingent audit register when
the detailed bill is received. .Audit should then be eonducted, and the
entries in the register completed, as preseribed in Articles 315-316. The
auditor will, of course, make no entry in the objection book unless some
item in the detailed bill itself is objectionable,

Audit of Fully.vouched Contingencies.

318. Payment of fully-vouched contingencies will be made on detailed
bills. No audit registers need be maintained for the record of these bills
except in cases 'where the Accountant General is requested by the local
Government to audit the charges of individual disbursing officers against
& lump sum appropriation placed for the purpose at the disposal of a
single higher authority. The actual audit should be conducted as in the
ease of bills eountersigned before payment.

It is the Accountant General’s duty to challenge extravagant rates,
Pprices or amounts in charges not otherwise objectionable in character, ..nnd
to refer for orders any item of expenditure which is positively objection~
able or even of doubtful propriety. A charge should not, bowever, be
held to require the special sanction of Government merely because it is
unusual in the sense that it does not occur at frequent intervals. A clock
in a Commissioné}’s office may be a necessary article of furniture, though
the need of replacing it may not arise for years. When the need does
arise, the expenditure may be readily passed on the Commissioner’s signa-
ture if the price be, on the face of it, reasonable,

819, Periodical charges, such as rents, rates and the like, and charges
for which a fixed allowance is sanctioned, may appear in either counter-
signed or fully-vonched bills. In either ease, they should be noted in
8 register of periodical eharges, which should be opened in Form 19-B ;
each payment, as it is audited, being posted, with the necessary references,
in the appropriate monthly eolumns.
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Unless there are separate allotments for such charges, they should be
posied in the contingent audit register (if any) also. The audit to be
applied will be that preseribed for the particular class of comtingent bill
in which the charges appear. :

Norz.—When {he pay of inforior servants is treated as coutingent expenditure, it
meed not be entered in the register of periodical charges.

Chargea for Supplies made by other Departments.

920, If the cost of supplies made by one department to another has
to be adjusted by accounts adjustment in the accounts of the latter, it
will be shown by the officer supplied in the statement. of account at the
end of the contingent bill in which the charge is adjusted. It should then
be entered separately in red ink in the contingent audit register, where
such registers are maintained, and particulars of the duplicate invoice,
which will be attached to the bill, should be entered in the column for
number of voucher. The progressive total in the audit register, if any,
and in the consolidated abstract should include the cost of supplies. The
adjustments for such supplies should he made in the consolidated abstraect
by the method prescribed in Article 472 either on the receipt of statements
from supplying officers under its own audit or on the appearance of debits
in exchanpe account with other departments. In either case, the fact and
the month of adjustment should be noted in the andit register, if any,
against the entry of supply if the latter has already been posted from the
contingent bill of the officer supplied. If it has not been so posted, a
fresh entry should be made in the register in the column for the current
month, and the officer supplied should be asked to include the charge in
the Statement of account of his next contingent bill,

Charges for wages of coolies.

320-A. In the case of offices the accounts of which are not andited
locally, contingent charges on account of wages of coolies enzaged on
mannal labour and paid at daily or monthly rates should be passed in
audit on the authority of a certificate signed by the disbursing officer to
the effect that coolies were actuslly entertained and paid.

A call should be made for some of the paid muster rolls in each
quarter and they should be checked to see that they were properly

maintained. The Accountant General should lay down in his local manual
how the selection should be made.

Appropriation Aundit.

821. Contingent eharges should be audited against appropriation as
preserilged in Article 202, The Superintendent should review the charges,
comparing the amounts expended with the appropriation throngh the eon-
tingent audit register or the consolidated abstract or the appropriation
audit register in Form 29 of the Account Code, as the case may he. e
should bring to notice any ease in which the expenditure appears likely to
exceed the provision and should place excess expenditure, if any, under
objoction. o

Nore—The Government of India have directed that, whem & countersicning offi-

osr a monthly bill in which the monthly proportion of the approprintion is exreed-
&ﬁﬁonﬁnpoﬁh&oAmnhntGaarﬂ&athhMMhm
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is rendered neeessary by special circumstances. This ordér does not apply to pro-
vincial expenditure in Governors’ provinees ; but it Is within the power of local
Governments to issue similar instructions. .

Billg for artioles purchased direct from firras in the United Kingdom,

821-A. Payments in the United Kingdom in respeet of articles
required for the public serviee, which are ordered direct from and supplied
direet by firms in the United Kingdom, are made in aceordance wilh 1he
procedure laid down in the Note under Article 151 of the Aceount Code.
A1l bills, vouchers or invoices of the supplying firm which are submitted
for pre-audit to the Audit Office by the department receiving the supplies
glionld be recorded in a specizl vegister in Form 19-A, which sheuld be
maintained in the ‘° Treasury Miscellaneous '* or other Ceniral Section
of the office. After the necessary particulars have been entered in columns
1-5 and 10 of thig register, the bills, with supporting vouchers and invoices,
will be passed on for pre-aundit to the Aundit Section eoncerned through
an ordinary transit register, The Audit Section will audit and classify
the charges, meke the necessary audit enfacement on the vouchers, com-
municaie objections, if any, to the parties concerned, inform them that
the necessary bank drafts will be sent to the High Commissioner in due
eourse, and ihen return the audited vouchers to the Treasury Miscella-
neous Section, where the sterling amounte will be entered in eolumn 6
of the register and the classification in column 8.

At the end of the month, the register will be closed by tlotalling
column 6 and an applieation for a demand draft for the total amount
in sterling will then be made to the Ymperial Bank of India in Form
No. 19-C ; the necessary bills, invoices, ete, working up to the total
of the demand draft being submitted to the Bank in original as enclosures
to Form 19C. On receipt of the demand draft, it should be for-
werded to the Secretary to the High Commissioner for India under eover
of a special letier in Form 19-D, partioular eare being taken to fill
in correctly and eompletely the statement of payments on the reverse of
the form, At ihe same time the neeessary letters of autharity, in Form
19-F, should be issued to the supplying firms, under the special seal
of the office, a copy being endorsed to the respective officers in India
who received or ordered the stores and at 'whose mstance the payments are
authorised. Column 9 of the register will be filled in afier the requisiie
letters of nuthority have been issued, and in the last page of the entries
relating to each month will be recorded the number and date of (1) the
requisition to the Bank for & demand draft, (2) the sommunication from
the Bank forwarding the demand drafi, (3} the letter to the High Com-
missioner in Form 19-D, and (4) the letter to the High Commissioner
in Form 19-E, forwarding the Second of Exchange. The amouni ia
Indian eurrency Tequiring to be ertered in column 7 will be filled in
from the particnlars recorded on the reverse of Form 19.C, when it is
received with the Bank Account, and, to enable this to be done, the Audit
8ection dealing with the Bank Aecount will send all Forms 19-C to the
Treasury Migcellaneous Seetion as #oon as they are reeceived, for note
in the register and return. The register thus completed will then be
snbmitted for inspection to the Officer in charge of the Treasory Mis
cellaneous Section, who will place his dated initials in eoluma 1l.
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In cases of stores obtained by officers in India direct from firms
abroad on f£. o. b. basis subject to inspection by the Director General,
India Store Department, London, the payment will be made by the High
Commisgioner for India on receipt of bills through the Director General,
India Store Department, London. The amounts paid will be passed on to
the Accounts Officers eoncerned through the Remittance Account supported
by the suppliers’ bills duly certified-by the Director General, India Store
Department, London. They will then be subjected to audit in the usual
matner.

Nore—Form 19-D forwarding the demand draft to the High Commissioner
should, as far as possible, be issued by the first mail of the month followiug that to

whigh the trananction relates and in any case not later than by the second mail follow-
ing. The Becond of Exchange should be issued a week after the Fitst of Exchange.

Payment at contract rates.

321.B. When payments are made at certain contract rates which
are not required to be communicated to the Audit Office a certificate
shonld be obtained from the competent authority to the effect that the
claia is correct with reference to puch contract rates.
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Chapter 13.—Pension Audit.

Varification of Services— Entryof Remorke . . . 3838
Indian Civil Service . . . a22 Audit Procedure . . « o a7
Other Services, . . . 323 Presidency Pensiona . . . M

Pension Reporte . - . . 324 | Gratuities . 341

Preparation of Pension Payment Anticipatory Pensions , 343
Ordera e 326 | politioal Pensions . 343
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ments . . . . . 333 Commnutation Reporta . . . B45-A,

Audit Register— Special Annual Enquiries . 348
Form of Register « .« . &3 | Acditors’ Dutics e« . 349

Verification of Services,
Indian Ciwvil Service.

822. The necessary report upon the service and active service
claimed by a retiring officer of the Indian Civil Service in his applica-
tion for permission to resign and for an annuity or gratuity will be
mide by the Accountant General of the province on whose cadre the
officer is borne. If the officer is, when the application is made, under
the andit of another Accountant General, the information necessary for
the report will be obtained from that Accountant (eneral.

Services other than the Indian Civil Service.

823. (a) On receipt of a statement of services, the details should
be checked with the establishment books only ; it is not necessary to
refer to audit registers or vouchers in order to verify dates of alteration
of pay or of appointments, or dates of leave or of suspension. The dates
stated for these in the service statement may be assumed to be correct
if they agree with the establishment books. The date of birth should
also be checked with the books of establishment.

(b) The statement should show all periods of leave taken exeepb
privilege and casual leave, or a certificate should be given to the effect
that no leave (other than privilege or casnal) was ever taken, If, how-
ever, any period of leave is inadvertently omitted from the statement,
the omission should be supplied by the Audit office by referring to the
service book of the applicant for pension.
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(¢) It is not intended that at the time of pension verification a re-
audit should be undertaken by the Audit office of the leave-salary drawn
by a retiring Government servant during his service or, that a check
should be exercised as to the correctness of the leave granted to him.

1 In thin connection, see Article 838-A.
(d) The officer in charge should himself check the verification of one

or two entries in each case, and the verifying clerk will note the fact
of verification (with date) in the establishment books.

(¢) For verifying the services of gazetted Government servants, the
printed bistory of services should be used (Article 267). If part of the -
service be non-gazetied, such part sbould be verified from the establish- .
ment returns,

(/) In the case of a Government servant who has been on Foreign-
Bervice, the period of service claimed for such employment should be-
verified from the Pension Contribution Register, and the broadsheet of
pension contributions should be examined to see whether contribution
for that period has been recovered.

Pension Reports.

824. Audit Officers should arrange for the speedy disposal of veri-
fications and reports required in connection with applications for pen-
gion and for gratuities, which are invariably to be treated as urgent.

A register of applications for pension should be kept in each Aundit
office showing date of receipt and of final disposal of each.

326. To ensure the correct settlement of the accounts between Gov-
ernments on account of each pension, the following proecedure should
be observed :—

{a) The pension report by the Audit Officer should indicate
inveriably the apportionment of the charge, so that the
authority sanctioning thé pension may notify it in the
orders of sunction,

(3) When a pension is sanctionod and the Audit Officer hag to.
issue a lust-pay certificate to enable the pensioner to draw
his pension out of India or in another circle of audit in
India, the last-pay certificate should similarly indicate the
apportionment of the pensionary charge.

(c) In the case of pensions paid in India, if any part of the
pension is payable by a provincial Government, and the
Audit Officer within whose audit cirele the pension is paid-
is not the Audit Officer of that Government he should
present to the latter Audit Officer a demand for the
commuted value of the pension payabls by that Govern-
ment, and, noting the demand in the register of special
recoveriea (Article 434), he should watch the settlement of
the elaim in aoccordance with the procedure applicable to
the case.

L4AGO L
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(d) The Audit Officer to whom a claim 1is presented wunder
clause (¢), shonld then proceed to settle it under the
orders of his provinecial Government and in accordance with
the procedure applicable to the case.

{e) Pension Payment Orders issued for payment of pensions at
treasuries should specify whether the charge is debitable
to the Provincial or to the Central Government, and this
classifieation should also be noted in the Audit Register.

Preparation of Pension Payment Orders.

326. Except in cases for which other special arrangements may be
sanctioned, periodical personal payments which do not come under the
category of Pay and Allowanees should be made only upon pension
payment orders issued from the Audit office. These pay orders must
be issued strictly in the terms stated and to the persons named in the
order sanctioning the allowance issned by Government or other compe-
tent authority. Audit Officers have no authority to discuss or enter
upon any questions relating to succession to, or division of, or claims to,
such allowances, but must direct all such matters to be referred for the
orders either of the Government or of the authorities who may have
been appointed to decide them in the rules framed under Act XXTII of

1871,

327. Deleted.

328, The Accountant General should, before he issues pension pay-
ment orders for political pensions, require information regarding the
_parentage, residence, date of birth, height, and any personal marks
facilitating identification of the pensioner, and should enter these parti-
culars in the pay order. )

1. Certain political pensioners of position in the Madras gnd Bombay Presidencios
are exvicpted from the operation of this ruole,

329. When an authority whichyis competent to sanction elaims to
pension without previous reference to the Audit Officer sanctions a
pension without such a reference, the Aundit Officer should satisfy him-
self that the amount sanetioned is correct and that the rules have been
properly applied, before arranging for the payment of the pension sane-
.tioned,

330. In cases in which an authority which is competent to sane-
tion a pension records on the pension application or on the letter
forwarding the application its recommendation that the pension claimed
should be admitted, the Audit Officer, on finding the claim in order,
should forthwith issne the necessary pension payment order, and inti-
mate having done so to the authority concerned.

Registers of Pengion Payment Orders.

331. (a) The pension payment orders issued to pensioners will be
numbered in two series : ome for those chargeable to the major head
‘* 44 Territorial and Political Pensions ’’, the other for those charge-
able to ‘‘ 45.—Superannuation Allowances, ete.”” Each series shounld be
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continuous for the whole provinee without regard to the treasury et which
the allowance is payable, and should be recorded in a register in Form 20.
Separate registers ghould also be kept, where necessary, for ** Special
Pensions '’ (vide Article 332), for ‘* Assignments and Compensations *’
and for pensions of Colonial Governments and Indian States.

(3) An order granting a pension should, on receipt, be checked with
the final report submitted by the Audit office, and posted in the proper
regiaster, which with the final report should be laid before a Qazetted
Officer, together with the Government order and the pension payment
order, for his signature. He should certify the issme of the latter, and
"l:ihe eorrectness of the entry, by putting hig initials in the eolumn of

ate.

1. The lalt-&a.y sertifieate roceived with the application for pemsion should be
filed with the office sopy of the report to Government or, when the pension is pay-
able in another provinee, sent to the Accountant General of the provines concorned,
and reference must be made to it before the pension payment order is issued.
Whea a last-pay ocertifieate is not furnished to the Accountant General, he should
note poross the pension payment order thet mo payment is to be made until a last-
&ly eortificate is produced (see Article 70, Rule 2, Civil Aecount Code, Volnme I).

hore the person retiring from the servics bas been paying premia or subscriptions
to the Postal Insuranes d by deduction from his pay bill, the amount of dedue-
tion to be made monthly should, in the case of pensions payable in another province,
be noie:L in the last-pay ocertificate before transmission ta the Accountant General
soncern

(¢) When a pension is transferred to another treasury, it should be
brought anew on the register of pension payment orders, and a fresh
number assigned to the payment order. When both parts of an order
are returned for ecancellation, the fact and the canse must be recorded
in this register, with the date of death or transfer, Old-cancelled nrders
may be destroyed after issne of the new ones ; so also may those of
deceased pensioners aftor the heirs have been paid.

1, In the sase of pensions transferrad from one treasury to another it will be
well, in cases of veentry on trausfer, to make the entry in red ink and to omit all
the partirulars im all the eolumna but thoss of No. and date of pension payment
order, nome of pensioner, monthly amount, and place of payment, moting aecrocs
the blunk spases ‘¢ See No. gcbova.'’ In the ¢cass of a penmion tranusforred
from mtherosrovinee the entry should be made in red ink, but all the columna
should be filled up. New pensions payable in another provines meed mot be entered
In the register.

&Whmmﬂdmttpmhhﬂnnthomo!mpndmmmtmﬂam
note of payment and the payment order is in good eondition and the transfer is
made within the sama provines, it should bo eonfaced, rather tham remewed, the
entry in the Hegister of Pension Payment Orders heing eorrectsd sooordingly. [The
aumber of the pension payment order neod Bot be altersd.)

Register of Special Pensions.

332. (a) Pensions which are not granted for life, but are subject to
some special condition (e.g., that they are to cease on marriage, or at a
given age, or under any given cirenmstances) ars not to be entered in
the same register with other pensions, but should be recorded and audited

_in special registers of their own : and all pension payment orders of
such pensions will bear the letter S. in addition to the number.
4AGO L2
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(b) In the register of special pension payment orders, and also in the
audit register of special pensions, an additional column should show
! Limitation of pension ’’, which must be stated s precisely as possible;
for instance, such entries as ‘* to determine in twenty years ' or ‘‘ to
last till twenty-one years of age,’”’ must not be allowed, as in such cases
ibe rrecise date of termination can be ascertained and should be entered.

 (¢) In all cases where the determination of the pension eannot be
fixed for a precise date, the payment can be admitted only npon a certi-
ficate in each case that the event (whatever it is) which terminates the
pension has not happened.

Register of Pensions by Departments, o

333. It will be convenient; for the purpose of preparing the Budget
Estimate for pensions, to keep a separate register, wherein all service
pensions granted, or transferred from other provinces for payment, may
be recorded under the several departments to which the pensioners for-
merly belonged. The register should be on' ordinary foolscap in Foem
21, and should provide one or more pages for each department ; the first
three columns will be filled up on issue of an order, the columns for date
of removal and amount of each pension removed will be blank until
transfer of paymeni to another province, or certified death, removes the
pensioner finally from the roll. The net figure required for budget
purposes is arrived at by adding the annual amount of new pensions in
<olumn 3 to the net amount shown at the end of the previous year’s
register and deducting the annual amount of the lapses during the
previous twelve months ; this caleulation should be made in the remarks
colnmn of the register. The further particulars necessary for the
Budget return of the new grants can be obtained from the pension
payment order register, but close packing would give room for their
entry in this form, and either plan may be adopted at discretion.

1. It will be obeserved that the budget estimate will not be corrected by the
lapzes aud grants of the account year, but only by those registered between the dates
of tke preparation of the former and of the new estimate.

~ 334, 1t will not be necessary to cnter a name anew on this register
when a new pension payment order is issued in lien of an old one ; on
receipt of the death-roll the pension payment order register will give a
clue to the original number and the department.

. Audit Register.
) Form of Register.

335. The audit register for pensions payable in the interior will be
in Form 22. The register for Territorial and Political pensions will be
separate from that for other pensions, and each will be bound in volumes
of convenient size, embracing one or more districts, and, paged continu-
ously. A pufficient number of blank spaces should be left under each
distriet to accommodate the additional entries, which grant of mew
pensions, or transfer of old ones from other districts, will make necessary
during the six years’ currency of a registet ; and each new pame shounld
be brought on the district register on the first vacant line at the time
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the pension payment order is issued. The number entered against each
pensioner will be that of his pension payment order, and every entry
of & pension must be initialled by a Gazetted Officer, after ecomparison
_with & pension payment order register. When entries are transeribed
from an old Audit Register to a new one, the entries so transferred to
the new register should be similarly attested by a Gazetted Officer.

" When a pension ceases to be payable, or is transferred to another
treasury, the unused cages for dates of monthly payments shonld be
eancelled and the cause noted acrods them.

1. If any pensions have remained undrawn without any explanation being ob-
tainable regarding them for three yeirs in the case of pensions adjustable nnder ¢ 45—
tuperunnuation Allowances and Pensions ’ and for six years in the case of pensions
adjustable under ¢ 44—Territorial and Political Pensions ’, the entries may be omitted
when opening new pension audit registers. '

2. A page or two at the end of the audit vegister of service pensiona should be
set apart for the audit of payments to Hong-Eong and Mauritius pensioners,

3. The penaions referred to in Rule 2 ghould be regarded as paymeants made at
the instance and on account of the Colonial Government. They must not be mixed
up with Indian pensions, and any applications with regard to them (excopt for
such matters as transfers from one Indian Treaayry to anotber, which can be arranged
within the terma of the letter of the Colonial Government requesting payment in India),
should bLe reforred through the local Government to tha Colomial Government which
grouted the pension.

Entry of Remarks.

336, The register should be so printed as to allow ample space in the
column ‘‘ Remarks '’ for all entries which ¢an be necessary in the case
of pensions paid at a treasury in the interior ; these would be ordinarily
only the fact of cancellation of the order with its cause, the date of death,
the receipt of death-roll, and the payment of any arrears to heirs, "Jf
an officer re-appointed after obtaining compensation pension does not
rurrender his pension, note of the post to which he is appointed and
its monthly pay should be made in this place ; if the pay of the pew
post does not allow the pensiomer to draw his whole pension, the full
armount granted rhould be struck out in red ink and the reduced amount
entered ; in opening a new register, both amounts with note of the post
should be bronght forward in the same way.

‘When there is sufficient blank space in the right hand page, the fact
of cancellation should be noted across it instead of in the Remarks
column, hut if the necessary note cannot be made on the right hand page
for want of space, the blank column should always be scored through in
red ink. Similarly, when a nfw entry is made, the blank cages at the
beginning should be filled up with the entry ‘‘ Payable from the R

I the peusion, or a part of it, is chargeable to a Government other

than the paying Government, the amount chargeable to it should be
specified in the column for ‘‘ Remarks **.

Audit Procedure.

3387. As permitted in Article 135, only asmall percentage—approxi-
mately 16§ per cent.—of the payment vouchers relating to pensions (not
gratuities or anticipatory pensions) received from treasuries need be
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audited every month, the selection for the check being made by a
QGazetted Officer in such a way as to ensure that all the vouchers received
from a treasury during a month shall be audited at the same time, and
that the vouchers of each treasury shall be audited at least twice in
each year.

838. Vouchers in support of payment of arrears of pension which
the Treasury Officer is not authorised to disburse without special sanc-
tion should, when they are to be audited, be examined to see that such
sanction is in existence.

1. When dealing with applications for payment of arrears the Audit office shouid

requive a certificate from the Treasury Officer steting the date of the last payment
aud the nawme of the month to which it related.

2. Arreats of Political peunsions, whick have remained undrawn for two years,
may not be paid without the special orders of Government, unless definite rules on
the subject have beem prescribed by the local Government under Act XXIIT of 1871

339. The process of audit will be simply to ascertain that the nwces-
sary documents support and justify the charge in tbe pemsion bill,
and then to record the date of payment in the proper column of the
register. The bill or schedule, rwhether audited or not, should, however,
show clearly, as in the case of other vouchers, the detailed heads to
which the charges are debitable.

Presidency Pengions.

340. For pensions paid in a Presidency town, the audit register will
be kept in Form 23. All payments shall be pre-audited ; but it will
not be necessary to maintain a file of pension payment orders as in
treaguries, the purpose being served by the audit register, payment
entries wherein will be initialled by a Gazetted Officer. The signature
of the pensioner should be taken. for comparison, in the column ‘‘ Name
of pensioner.”” The notes which, under Note 1 to Article 326 of the
Civil Account Code, Volume II. are made on the treasury portion of the
Pension Payment Order, must in this ease be made in the aundit register.

Graj:uiﬁu. -

341, Form 24 will serve at once for a register of the grant of
gratuities and for their audit ; on receipt of the order granting the
gratuity and after check with the report of the Audit office, the first six
columng should be filled up immediately and the order to pay it issued.
The voucher must be the receipt of the person legally entitled to the
gratuity, not that of the head of the office or department in which he
formerly served. The amount of gratmity to be refunded by a person
re-employed should be noted in the audit register, and the fact of re-
payment of gratunity (Civil Service Regulations, 511 to 513) should be
noted in the Remarks column when re-payment is completed.

1, Evory quarter tha gratuity register should be examined, and those gratuities
which have remained unpaid mm-‘:ay than three months noted, the Distriet Oficers eon-
cerned being addressed concerning them, and note ¢f the refercnes made cotered im
the last tolumn of the register,
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Anticipatory Pensions.

842, (a) A special audit register should be opened in Form 23, in
which should be entered on the left side the orders for .Anticipatory
Pensions and Gratuities passed under Article 925 of the Civil Service
Regulations (columns 6 to 9 being left blank), and on the right side,
month by month, the payments made against them. The orders should
be entered for the whole province in consecutive order, and when final
adjustment of the payment is made against the final order granting the
pei:mion or gratuity, full note of it should be made in the Remarks
eolumn,

() This audit register must be reviewed by the Accountant General
personally every half-year (beginning of April and beginning of Oeto-
ber), in order that he may see that no vndue delay has occurred in the
final settlement of the cases.

1. When the final pemsion or gratuity is sanctioned, it should be dealt with in
the peusion or gratnity audit register as covering the anticipatory order, and mot
ne heing in continnation of it, and the order issmed for payment of anticipatory pen-
sion recalled,

2, It is not mecessary that an Anticipatory Pension Payment Order should be
reeulled before the flnal order is §ssued. All final Pension Payment Orders must,
howuver, be forwarded to the Treasury Officers concerned under cover of a special
letter in Form No. 24-A. The subsequent return of the Anticipatory Pension Pay-
ment Order, as contemplatod by that letter, should be earefully watched through the
sparinl avdit register of anticipatory pensions, in the ¢‘ Remarks '’ column of which
the date of issue of the final am{' the date of return of the anticipatery orders should be
nuted under the initials of the Gazetted officer in charge.

Political Pensions.

343. A special procedure in regard to the issue of pension payment
orders in the case of groups of Political peusioners, who are paid by, or
are in charge of, a Political Officer, is prescribed in Article 335, Civil
Acoount Code, Volume II. A single order should be issued for the
whole group in C. A. C. Form 40, each entry having a number in the

prescribed column of the form, thus, % '-?— and so on, when 3830 is
the registered number of the whole document.

Mizcellansous.
Report of Dealh.

344. (a) The death in Indin of every European pensioner other
than a pensioner of the Army or Navy should be reported to the local
Government by the Audit office which passed his pension bills. This
report should be snbmiited in . A. C. Form 31, wids Article 40, Civil
Account Code, Volume L.

(b) A quarterly statement should also be forwarded to the Director
of the Royal Indian Navy showing the deaths, within the quarter of
1¢port, among pensioners of the Royal Indian Navy. The report
should show the name, rank, and date and place of death

1. The statemont is due for tranmnission within tem days of the cloas of the
quurter. A blank statemant merd mot be asht.
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(¢) An annual return of all retired members of the Services, includ-
ing the Indian Civil Service, who died in India during the preceding
twelve months and whose names had been shown in the last issue of the
India Office List prior to the date of death, should be sent direet to the
‘Editor, India Office List, so as to reach him before the end of December
each year—Vide Article 40 (3) of the Civil Account Code, Volume 1.

Fransfer to London.

846, When payment of a pension is transferred to London, the last-
pay certificate given to the payee must contain words declaring that no
aurther payment will be made in India. The certificate shouid be in

orm, 25.

Commutation Reports,

345-A. When the application for the commutation of a pension is
- made simultaneously with the pension application, the Audit or Accounts
Officer reporting on the title to pension will also report on the applica-
tion for commutation, When, however, the application for commutation
is made after the payment of a pension has been transferred—

(1} from one cirele of audit to another,

(2) from India or from the Home Treasury to a Colony which is
in account current with the Accountant General, Central
Revemues,

the report on the application will be made, in the ecase of (1) by the
Audit or Accounts Officer in whose books the pensionary charge is
adjustable and in the case of (2) by the Audit or Aceounts Officer who
authorised the payment of the pension out of India, whether or not the
Ppension is debitable to one or more Governments,

NoTe—~When a medical certificate is not furnished with a commntation ease, the

Audit or Accounts Officer should ask for it or a certified copy of it befors reporting
the commuted value of the pension.

346. Deleted.
347, Deletqd.

Bpecial Annual Enquiries.

348. All Accountants General are required, by 15th November each
year, to make out lists of the pensioners, whether Political or Service,
paid from each treasury, whose age is shown in the audit register to be
over seventy ; and to send each list to the Treasury Officer concerned,
with the request that the continued existence of the pensioners may be
tected by special enquiries.

Auditors’ Duties.
849. The following are the more important points for the attention
of aunditors .— .
1. (a) See that the vouchers are in proper form.

) (8) Check the detaily and the incometax deductions (see Note
. - under clause (k) of Article 131 and Article 45, Civil Ae
. count Code, Volume I).
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(c) See that stamps are affixed when necessary and punched.

(d) See that, except in the case of pensions of persons who die
before the issue of a pension payment order, no pension 1a
paid for which a pension payment order has not been
issued, and that only pension actually due has been paid ;
also that sanction has been obtained for payment of arrears.

(6) See that the certificate that no pay was received from any
Qovernment office is invariably signed in the case of service
pensions. - '

(f) See that, when a pensioner does not appear in .person,"a. life
certificate is attached.

(g) In the case of pensions terminable on marriage—

(§) see that the preseribed certificate is sibmitted every half
year ;

(#) eonduect a full audit of the pensions paid in January and
July, in addition to the test-audit carried out under the
provigions of Artiele 135 ;

(43) make a note of the receipt of the prescribed declaration
in the audit register of special pensions ; and

(fv) see that the treasury officer has furnished particulars and
date of last payment in the case of pensions for which
declarations have not been furnished in the months of
January and July. .

(A) Record the payments in the proper registers—Political,
Superannuation, or Special, as the case may be.

(¢) Enface the vouchers, showing clearly the detailed head or
heads to which the pension should be debited.

() Stamp them with the ‘‘ Admitted ’* or *° Objected to
stamp. ’

(k) Send them in their proper places in the register to the re-
viewing officer.

(?) On return from him, return vouchers to the Treasury Audit
Department.

(m) In case of & =Presid@smey pension, compare the signature with
that given in audit register.

- 2. On the death of a_pensioner sea that the pension ent order is
returned for oanoalla?.io& P peye

8. Note deaths and transfers in the auidt register and pension pay-
ment order register, and have the notes-attested by s Gasetted Officer.
The entries in these registers should be scored through in red ink when
& pension I8 permanently removed.

4. Note Anticipatory Pensions in & separate register which should be
laid before the Accountant General twice inning of April and
beginning «f October). Yiee & yoar (begtaning of April ant
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Chapter 14.-Interest Payment Audit.

Audit by Accountant General . . 380 I Audit by Public Dobt Office . . 356
Liste for she Publio Debt Offics 3652 |

Audit by Accountant General,

350. The audit of interest payments is divided between the Audit
Officers of Government and the Imperial Bank of India. The former
are to assume that the principal sum stated in the interest register is
the correct amount upon which interest is to be paid, and also that
interest has not Heen already paid for the balf-years for which claim
is made. But in all other respeets, and especially as to the correctness
of the calculation of the interest and inecome-tax (vide Article 45, Civil
Account Code, Colume I) and the casting of the totals, the vouchers are
subject to regular examination and audit. :

1. Vonchers in which the signature of the disbursing officer or of the payes, or
the particulars of the loan, or the numbers, or the capital sum of the seversl notes,
or the number of haif-years for which interest was paid, are wanting, shounld be
retnrned for correction.

361. The Accountant General’s audit of the interest vouchers (see
Form IV in Appendix II of the Government Securities Manual) will be
conducted in the following way, The auditor should see—

{1) that the amount entered in the column ‘‘ Amount of half-
yearly inte ' ig really one half-year's interest upon
each amount stated in the column ‘‘ Amount of each Note’’ ;

(2) that the *‘ total amount due ’’ is the half-year’s interest multi-
plied by the number of half-years entered in the column
provided for the purpose ;

(3) that the “ Amount due '’ column is correctly totalled, and the
total correctly carried into the schedule (Form 14 of the
Géovernmen't Securities Manual), and into the proper eclumn
of it ;

(4) that the receipt is properly signed, either by the person named
as the holder or by his representative ;

(5) that income-tax at the maximum rate is deducted from the
amount of interest due, unless the owner of the seeurity has
produced, with his receipt for the interest, a certificate
_signed by the Collector authorising exemption or levy of a
ﬁ:ver ari.ate, vide Paragraph 61 of Part III of the Income-tax

nu

Lists for the Public Debt Office.

362, After this has been done, for each of the two schedules of pay-
ments, the auditor should put aside the schedules and total all the vouchers
by loans, and number them consecutively for each loan, in blue penecil, in
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the upper right-hand corner. To each bundle should be added a cover-
ing list, in Form 27, of which the totals must be checked to see that
;.hey agree with the total debits in the month’s accounts against each
0RND.,

) Norx—Bearer bond coupons and stock interest warrants should not be included
in the lists of wvouchers for interest payments on promissory notes, but thers should
be separute covering lists for each class of vouchers, vie., vouchers for interest pay-
meats on promissory notea, stock interest warrants, and bearer bond coupons.

353. The vounchers, together with the covering slips, should then be
sent to the Public Debt Office, Calentta, for further audit.

3064, These lists should not, however, be sent one by one, but should
go together, as soon as completed, with s covering statement in Form 28,
which is due for transmission on the last day of the following month.

Audit by Public Debt Office.

358. The Public Debt Office should post the payments from the
vouchers into their audit registers and check them in the following res-
pect : (1) that the amount of the promissory note is correctly stated in

the voucher ; (2) that interest has not been twice paid for the same half-
year,
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Chapter 15.—Deposit Audit.

Receipt Registers . . . . 356 Statement of Lapsea .. . . 360
Audit of Paymenta , . . an Refund of Lapses . . . . 361

- Plus and Minus Memorandum . Re2
Clearance Register . . . 368 | porono)Deposita. . . . 363
Proof of Posting . . . . 359 Deposita of Local Funds . . 367

Receipt Registers.

3566. The extract registers of receipts of deposits, after being review-
ed, should be filed in district files, the re-payment columns for months
already passed being first scored through, so as to prevent future errors.

NoreE—The acoring through of the columns for the montha already passed may
be dispensed with st the diseretion of the Accountant General

Audit of Payments.

357. The extract re-payment registers, as received, should be taken
up (after the necessary comparisons are made between the vouchers and
the entries in the register, Article 204), and the re-payments examined
by being posted in the proper eolumn of the reeceipt registers or clearance
registers against the entries of receipt. If the re-payment exhausts the
balance at eredit of the item, a line should be drawn from the last re-
payment entry to the total re-payment column in which the total re-pay-
ment should be. entered ; if the re-payment does not exhaust the eredit,
it will be found convenient to enter the balance in pencil under the last
re-payment. At least 8 per cent. of these postings should be examined
by some one other than the clerk who made them, and the examination
should be extended to the amount entered in the third column of the
3xtraet register of re-payment as the amount or balance of the original

eposit, :

1. Bee items 8 to 13 nnder Article 135.

Clearance Register.

358. The receipt registers of any year provide for the entry of re-
payments made during the same and the next account year. After that,
the balances which do not lapse under Article 206, Civil Account Code,
Volume I, will be detailed in the clearance register received from the
treasury = (Article 204, Civil Account Code, Volume I}). The items
in this register must first be agreed by the Superintendent of the section
himself with the balances worked out against the several entries in the
original extract receipt register, and then the latter should be laid aside
and future re-payments recorded only in the clearance register. Space

-
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is provided herein for record of re-payments for two more years, and any
outstanding balances after that will, in the ordinary course, be ecredited
to Government.

1. This return should be scrutinised in detail by a Gsaeotted Officer, and a half-
margin memorandum should be prepared, wherein should be noticed every item
whosa receipt, or longr rotention, is in any way remarksble. This memorandum
should be sent to the Treasary Officer, in order that he may give his explanation and
veturn ihe papor in original for further consideration, metion and record.

2. An intelligent supervision of the work of him section by the Superintendent is
the clhief security for its efficiency, and one important method of exercising this
supervision is the exmmination of the clearance registers and statements of lapses,
That this examination may be complete, it is necessary that it shonld be carried out
before the registers and statements mre made over to the deposit checkers. The .
balances to be oarried forward into the clearance registers and statements of lnpses
shouid be flrst worked out in the receipt and clearance registers in use by the clerks
¢oncerued, and then compared by the Buperintendent with the new eclearance regis-
ters und statements of lnpses received. The result of this examination will furnish
the Buperintendent with @& good indieation of the charaster of the work of hin
section.

Proof of Posting.

869. When the re-payments of any month have been posted in the
receipt registers and the clearance registers (Form 28, Civil Account
Code, Volume I), in the column for the month, totals should be made
in the four years’ registers in use, and these totals carried separately
into the proper column of the proof-sheet, Form 29. A total should
be made on the latter in red ink of the figures for each distriet, agreed
with the total of the re-payment register of the distriet for the month,
and ticked off by the deposit checker in token of the agreement. The
summation of the red ink district totals will give the provincial total
of re-payments during the month, and it should be compared with the
charge in the consolidated abstract and marked ‘‘ Agreed '’ by the
Supcrintendent, Book Department. The postings on the receipt side
of the proof-sheet made from the receipt registers shounld be similarly
totalled and the provincial total for each month agreed with the consoli-
dated abstract. After the close of the year the necessary entries in the last
five columns of the proof-sheet should be made and the closing balances
thus worked out should be agreed with the opening balances of the new
olearance register.

Nora~~At least 8 por cent, of the totals of the re-payments posted in the receipt
and clearance registers should be reeast by some one other than the deposit ehecker
who criginally made them. It would be well too for the Buperintendent himself
ocoasivnally to esxamine the totals in this way,

~

Btatement of Lapsea.

860. On receipt of a statement of lapses, the Superintendent must
effect an agreement in detail between the amounts reported for eredit
hy: local officers and the balances worked out in the original extract re-
oeipt registers or in the clearanece vegisters to which the balances were
transferred. The balances lapsing must be entered in these registers
a8 well as in the proof-sheet in the eolumn headed ** Lapsed and eredited

Government,”” and the statement being verified by the Superintendent
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will then be used for the preparation of the necessary transfer entry
erediting the amount to Government. The particulars of the entry should
be noted upon the statement.

1. The doposite of the Appellate Branch of the Caloutta High Court do not lapse
til! five years have expired.

£. Bee Rule 2 to Artiele 358.

Refund of Lapees.

361. When application is made for refund of a lapsed deposit, & note
of it should be made against the entry of the deposit in the statement of
lapses, which hag slready been tested by the method pregeribed in Article
360. The officer who signs the order for refund should also initial the
entry of refund order in the statement of lapses. The fact of peayment
should be noted in the number book of the orders, Form 30, under the
initials of the Superintendent in the preseribed column.

Norn 1.—In the case of repayments of g:g;sih which are made affer the original
Disttict Regigters of Recsipts have been d yed (vide Note to Artiele 207, Clwil
Aceount Code, Volume 1) the aundit of the refund will be confined to gecing that =
lapsed depoait of the particular amount in question is actually outstanding in the
mhmtdhpmﬁﬂwmmmﬁmdﬁoewmm’mbummmbdngm
;? ﬂ;,% puthority who signs the application for refund in Civil Aecoumt Code Form

0. 30.

Norz 2.—In case of lapeed deposits pal@ without pre-aundit by the Accouniant
Geperal, under orders of Provibsial Go with the concurrence of the Audi-
tor Genersl, a note of the refund shonld be made against the emtry of the
deposit In the stafement of lapses. Tt should also be seen that the item was really
Tooed was earried 1o credit as lapsed and drawn by a person who might have
drawn it any time before the lapse,

Piug and Minus Memorandum,

362. The deposit checker must be careful to see that the receipts,
re-payments and balances are correctly brought forward in the plus and
minus memorandum attached to the deposit accounts, and specially that
any lapsed items are correctly written off. He should also see that the
closing balance for March agrees with that of the proof-sheet.

Personal Deposits.

388, The audit of re-payments in the sase of personal its is eon-
fined to seeing that there are proper vouchers in support of the amount
repaid, and that the re-paymentis do not exceed the balance at oredit of
the particular aceount.

384. When Civil or other Courts bank with the tressury, themselves
submitting the detailed aceounts of deposits, the auditor, besides audit-
ing these detailed accounts, must agree the totals of the reeeipts and
payments with the figures reported from the treasury.

365 and 3686. Deleted.

Deposita of Loeal Funds.
307. The receipts and payments at treasuries on account of Loecal

PFunds having banking accounts with Government are reported by Trea-
sury Offieers in plus and minus memoranda—saee Article 525 of the (ivil
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Account Code, Volume II. The eniries in these memaranda should be
checked by the distriet aunditor, special attention being paid to halances
80 as to guard against any fund overdrawing ite account ; see Article
220-A of Civil Account Code, Volume I. Overdrawals should always be
brought to the notice of Government,

868. The memoranda should then be posted in broadsheets, one for
each Local Ledger Head under ‘* Deposits of Local Funds ’*, in form 30-A.

The total figures for receipts and payments for the whole province as
shown in the respective broadsheets should then be agreed monthly with
the Detail Book.

309. If the loeal Government has ruled that expenditure incurred
in the Public Works Department on the execution of works on behalf of
a Local Fund should be charged to the ‘‘ Deposits of Local Funds,™
vide paragraphs 467 to 471 of the Public Works Account Code, or if
receipts in connection with Local Fund works are realised by Publie
Works Officers, such charges and receipts should also be taken into
account in working out the balances of the Deposits of Liocal Funds, suit-
able alterations being made in the forms of plus and minus memoranda
and of broadsheets. The net additions to or deductions from the balances
of each Fund on account of expenditure and receipts referred to above
should be intimated to the Treasury Officer for eorrecting his memoranda
and also to the administrators of the Fund.

1. Arrangementa should in addition be made for communicating to the admini.
gtrators of Loeal Funds the details of the trangactioms in the Public Works Depart-

ment when such transactions inerease or deerease the balances under ‘¢ Doposits of
Loeal Funds.*’
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.. Chapter 16,—Bill Audit,

General Explanation . . . 370 | Foreign Bills + . 888

Bill Checker . . . . 372 Conaolidated Issue List . - a8

Ineve Liste . . . . . 3713 Concelled Bills . . . . 388

Paid Lists . . . . . 814 Corvection of Ervors . . . 389

Posting of Payments . . . 37 Ohack of P

Cheok of Posting . . . . gso |  Owcko/Poymemss . . . 0

Lapsed Billa— . Lopsingof Bills . . . 391
Credit o Government . . . 384 Accounts - ... . 892
Payment . . . 388 Military Treasure Chest Bills . . 304

General Ezplanation,

370. The check on issue and payment of Supply Bills and of Transfer
Receipts will be carried out on precisely the same plan, and accordingly
the word ‘‘ bills ’’ in the following instruections includes both ‘* Supply
Bills ’’ and * Transfer Receipts, ’—only the documents and registers for
Supply Bills must always be kept distinet from those for Transfer Re-
ceipts. Articles 372 to 385 are worded as if they apply to local bills, but
the procedure in the case of foreign bills follows the same course, with
the exception of the differences explained in Articles 386 to 393,

371. It must be remembered that the check required is not merely
the mechanical one, which sees that all issues are duly brought to ae-
count, but includes the further one of seeing that each is covered by due
authority. The issue lists should, therefore, be reviewed by a QGazetted
Officer or Superintendent, those of several distriets being taken each
month, and explanations of improper issues should at once be called for.
K is not right in all cases to accept without question the allegation that
a transfer receipt was granted for public purposes.

371-A. Remittance Transfor Receipts issued by Milifary Accounts
Officers and paid at Civil Treasuries will be retained by the Civil
Accountant General for audit and final eustody (vide note under
Article 53, Account Code). The Civil Accountant General should take
eare to check carefully the paid Remittance Transfer Receipts with the
Treasury schedules before the latter are passed on to the Military
Accounts Officers. The responsibility for seeing whether the Remit-
tance Transfer Receipts have been issued in accordance with the eondi-
tions and limitations prescribed therefor will devolve on the Military Test

Audit Staff.
Bill Checker.

872. The system of local bills check is not the seame in all provineces,
but it will generally be found convenient to entrnst the final check,
namely, that of each payment against the ecorresponding issue, to one
olerk, the Bill Clecker. . .
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Lssue Lists,

878. On receipt, with the cash account, of the list of bills drawn om
treasuries within the province, the district auditor will check the totals
and agree them with the entries in the cash account, and after review
will make over the lists to the bill checker who will paste them in files
so arranged that three months’ issue lists of one district for either class
of bills will be kept together in order. The district auditor will initial
each issue list, and the answering entries in the cash account in certi-
fieation of their agreement, and the bill checker must not accept the issue
list without such initials, . '

Paid Lists.

874. Similarly, it will be the duty of the district auditor to make
over each bills-paid schedule, after he has checked it in detail with the
vouchers, proved its total, and agreed it with the entry in the list of pay-
ments, and initialled it and the list of payments in token of such agree-
ment, The paid vouchers will be kept with the vouchers of the paying
district in bundles or in & file, but arranged in the order in which they
were received from the district, which will be the order of payment and
of voucher number.

Posting of Payments.

876. The bill checker will take up the schedules of paid bills along
with the quarterly files of issue lists, and in the latter post the amount
of each payment in the column provided for the month of payment,
obrerving whether in each case the amount paid exactly tallies with the
amount of the bill issued.

876. The payments in the month of issue and three following months
will be posted in the issue lists in four separate columns, and those
during the rest of the first quarter succeeding the quarter of issue in
one column, After a month’s payments have been posted, a line will
be drawn across the eolumn provided for the payments of that month.
against each unpaid bill, to prevent the payment of a subsequent month
being entered therein. The totals of the payments of each month will:

3 ezhi{own separately at the foot of each eolumn and initialled by the bill.
er. '

37T1. At the close of a quarter the issues of the previous quarter:
remaining, unpaid will be listed on paper, foolscap size (Form 31), to
be ealled ** Old Bills List '’ ; and the bill checker will initial each item
in the issue lists as he transfers it to the old bills list in token of the
amount having been transferred. )

378. At foot of the payment eolumns on the right-hand page of the
form, the total payments of each month (there will be very few) will be
separately shown and initialled by the bill checker.

. ST9. After all the payments have been moted in the several issue
lists of the months in which they were drawn and in the old bills lists,
the total of the amounts so noted in the issue lists for each month and
14AGQ »n
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the old bills lists must be entered in a monthly Agreement Sheet, Form 32.
The grand total payments of the month should eorrespond with the {otal
eharge in the detail-books, and the total payments for each district cam
then be posted into the broadsheet mentioned in Article 381,

Check of Posting.

~_ 380. Before the unpaid bills are transferred to the old bills list they
will be carried into the balance column of the issue list, and the fotal
of the balances, plus the payments, will be agreed with the total of the
issue list. The total of the amounts transferred to the old bills list -
will be agreed with the total of the amounts in this balance column,

381, The monthly distriet totals of payments on account of each
¥year shown in the Agreement Sheet, as also the monthly receipts from
_the issue lists, will be posted into a Broadsheet of Loeal Bills, Form 33.

382. The monthly provincial totals at the end of the broadsheet will
be agreed with the Detail Books, the differences of each month being
shown at foot. At-the close of the year the items making the net differ-
ence will be clearly stated, and the net difference will be carried forward
to next year’s broadsheet with the balances of each district. The Super-
intendent will satisfy himself that the work has been correctly done,
and the Superintendent of the Book Pepartment will initial the monthly
totals in token of their agreement with the Detail Books.

883. There will be separate files for the issue lists of each quarter,
which will be sent to the record-rooms as soon as the old bills liste have
been posted from, and agreed with, the balances in them. The old bills
Jdists and broadsheet will be printed and bound.

Lapzed Bills,
Credit to Government.

384. The balances left at the end of the third year after the year
of issue will lapse, and be carried to the credit of Government in the
final account for March. If the postings of payments on the issue lists
and old bills lists have been duly agreed with the ledger entries of pay-
ments month by month, there should be no possibility of error in taking
out these balances ; but it will be eonvenient early in March each year
to extract from the old bills lists all bills still unpaid, and from this
statement to colleet all drawn on each treasury and to forward lists
thereof in Form 34 so as to-reach the treasury eoncerned by the end of
March, together with a letter in the following terms :—

¢ The bills detniled in the accompanying lists drawn in the year on the

treasury are atill not marked as paid in the records of this offico, and if not
paid before 31st current, will be earried by the undersigned to the eredit nf Govern-
meont. Any which may be found unpaid at eloss of that day’s business should there-
forc bo marked off as ‘‘ lapsed ’' in the check register of bills payable ; their total
should be dedueted from the statement of linbilities of the treasury, and the accom-
panying list filled up and returned. The date of payment or eancellation of any
bill here wrongly shown as outstandizg should be entered iz the eolumn of Re-
murks, so that bills unmarked will ve taken as lapsed. Any bills not mentioned
in this memorandum, which from the check registers of bills payable may sappear
40 be outstanding, should be noted at foot, Rille which have lapsed eannot be paid
without the specinl sanction of the undersigned.’
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Payment.

385, When sanction is given to payment of a lapsed bill, it should
be noted in the extracted statement of outstandings, on which the date
of payment should also be recorded on reccipt of the paid voucher with
the list of payments. -

Foreign Bills,
886. With regard to foreign bills, the procedure differs in several
points which are explained in the following Articles. '

Consolidated Issue List,

387. After check of the issue lists against the eash accounts, the
district auditors will transfer them to the bill checker, who will post
the details in lists for the several provinces in Form 35, arrancing the
drawing treasuries in the order of the separate publication entitied
** List of Treusuries and Sub-treasuries in India.’”’ The posting ashould-
be totalled afresh, in order that the district total carried into column 6
of the forms may be checked by the total given in the district statement.
The list of foreign bills paid (see next Article) should then be obtained
from the distriet auditors, and the details of their cancellation will be
posted in red ink at foot of the outgoing lists of bills drawn. Thess pro-
vineial hsts will then be severally presented to the Book -Depdrtment for
agrecment with the credits (and the charges under cancelled bills) in the
dotail-books, and will then be despatched to the Acecountant General
concerned without further delay, the due date for transmission being
the 10th of the eecond following month except in the case of the
Aeccountant Genera!, Central evenues, where it is the 17th of the second
folluwing month, No office copy of the lists need be kept.

1. In the case of entry of & bill drawn on Nowgong without the addition of
Pundelkhand or Assam or on Hyderabad without the addition of Deecan or Bind,
the diririet sauditor should at once write to the drawing treasury, in order to make
nuthllthoenlshnnothemmadainthamngfem;i!l.miltahohuoemrred,

& memorandum correction should at once be eent to the Accountant General of
each provinee, and the error corrected hy entries in the next Fist despatehed.

Treaiment of Cancelied Bills,

888. If any bill drawn on another Government has been canecelled,
its amount will be charged in the schedule of foreign bills paid, eub-
mitted by the re-payment treasury (see Article 387 of the Civil Ae-
eount Code, Volume IT), the entry being supported by the eancelled bill ;
and the district snditor will in red ink deduct from the total of each pro-
vince the amount of bills cancelled, so that there may be, for each pre-
vinee, a pair of fiyures,—one set representing the payments on eancella-
tion of billg locally drawn on other provineces, and the other those of hills
drawn by other provinees,

Corvection_of Ervors.

888, I a bill drawn on one province has heen wrongly entered in
the list of bills drawn on another, it will be treated in the next list sent
. w?
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to the province which has been —ﬁrongly credited just as though it had
been cencelled, and will be entered in the list sent to the province uctually
drawn on as a new {ransaection, '

7 .o+ it Check of Payments.

390. The check of bills paid with the issue lists received from other
“Audit offices and with the old bills lists will be eonducted in the same
way as that of local bills. The first duty of the bill checker, on receiv-
ing a new list of bills drawn, will be to mark off all the bills reported
on it as cancelled, by noting the month in the proper column, but he
will enter 0-0-0 in the colunn of ‘“ Amount paid *’ instead of the amount
of the bill. The monthly proof of posting by eomparison with the Detail
Books will be effected as in the case of local bhills, the name of the
province being entered in the broadsheet in place of that of the issuing

treasury.
Lapsing of Bills.

391, At the close of each year the old bills lists for the third pre-
veding year will be taken up, and a list of all bilis still unpaid should
be prepared for each treasury drawn upon, in the same way as for loeal
bills. These will be forwarded to the Treasury Officers corcernad for
verification. On the return of these original statements the amount of
lapsed bills will be adjusted to credit of ‘* XXXV, —Miscellaneous ’’ and
‘debit of ¢ Foreign bills ”’ ; any future payment of such a8 lapsed bill
will be charged to Refunds, as in the case of local billa.

Accounts.

392. The amount shown in the consoﬁjdated issue lists will be
credited in the Aeccount Current with the province drawn upon under
head III or IV, sub-heads Foreign Supply Bills payable and Foreign
Remittance Transfer Receipts payable ; and the amount of cancelled bills
(including bills wrongly entered in the issue list of one provinece but
subsequently transferred to another province) will be charged to the
head which received the original erroneous credit. The province drawn
upon will respond by debit or credit to Account Current with the draw-
ing provinee by credit or debit to ‘‘ T. Remittances,’” under the loecal
ledger heads, ‘ Foreign Supply Bills’ and ‘ Foreign Remittance
Transfer Receipts’. Credit even for a bill wrongly entered will
be accepted, though the error will be noticed in the Objection Statement,
in order that it may be corrected in a subsequent account, the debits for
such corrections being checked with the origiral eredits.

893. The payments of the bills will be charged direct to the head
‘‘ Poreign Supply Bills "’ or ‘‘ Foreizn Remittance Transfer Reccipts *’
in the accounts of the province drawn on.

1. Although the bills of the severnl drawing provinees are lumped together,
without distinction, under ‘¢ Foreign Bupply Bills’’ and ‘¢ Poreign Remittance
Trnsfer Receipts, *’ the forms in which treasuries report their payments should
not be changed, as the separate details there given will facilitate finding the entries.
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Military Treasure Chest Bills.

394, On receipt of the issue lists from the drawing treasuries, the
puditor will eredil the amount to Account Current between Civil and
Military under hend I and make over the lists to the bill checker who
will carry out the check as in the case of local bills.

805. The paid lists will be reeceived with the Military Exchange
Accounts, and the balance of bills outstanding ‘will therefore be verified
by the Account Current Branch,” and not by the Book Branch ag in the
case of local bills, '
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Chapter: 17.—Remittance Audit.

Remittance Check Register . . 806 | Agresment with Detail Books . 399
Posting the Register . . « 397 | Entryin Aoccounts . . . . 401
Diﬂm - - . - M 398 | Small Coin DOP&“ . - . ] 402

Remittance Check Register.

396. For the check of local remittances, a register (Form 36) will
be maintained, of which the pages should be neatly ruled in blue ink
before the book is bound. The first part of the register will record the
cash remittances between treasuries within the provinece, and thereafter
separate sheets should be set apart for remittances between treasuries
and each of the departmental officers (other than Public Works and
Forest officers) rendering accounts to the Civil Accountant General,
such as those of the Customs, Opium and other Departments and small
coin depdts. For such of these departments in final acecount with the
Civil Accountant General as both gend eash to Civil Treasuries and
also draw cash thence to be eredited by themselves and accounted for,
iwo sheets will be required, one for the debits of Revenue Treasuries to
be answered by departmental credits, and the other for departmental
debits to be met by credits in the treasuries. For departwents with
which Accounts Current are exchanged, such sheets will not be necessary.

1. The check on foreign remittances is effected in the office of the Contreller of
the Curreney.

. 2, The procedure for checking Public Works and Forest Remittances is described
In Chapters 32 and 39, respectively.

Posting the Register.

897. On receipt of a list of payments, as soon as the vouchers for mis-
cellaneous payments have been checked with it, and before audit com-
mences, all remittances charged should be posted in the remittance check
register by the district auditor concerned ; and, in like manner, on receipt
of the ecash zccount, the first operation should be to post the acknowledg-
ments of remittances in the same register against their respective debits.
In the rare case of a credit preceding a debit, it should be posted against
the first vacant Jine of debit, and should be pointed out to the auditor in
whose account the debit must be looked for, in order that he may watch
for it and post the answering entry in the proper place.

Differences.

398. When the eredit does not tally with the debit, the auditor who
posts the credit must bring the difference to the mnotice of the deliting
auditor, in order that he may proceed to its adjustment., The unadjusted
balance will Lie earried forward, and the adjustment when made must be
nroted in the remittance check register.

Norez—In the case of remittances between treasuries under ths audit of the
Aeecountants General, Punjab, United Provinces, Bengal, Bihar and Orissa, Central
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Provinces and Bombay and the Comptrollers, North-West Frontier Provinco anid
Asyam, a list of unadjusted debits and credits ie made out end entered in the details
of remuttances in transit in Form IIT, which under Article 420 (b) of the Codo of the
Qurrency Department, is forwarded to the Deputy Controller of the Currency for
verification, Any discrepancy in the list of remittances in transit brought to light
by the Deputy Controller of the Currency shounld be reconciled in correspondence either
with bim or with the treasury concerned.

Agreement with Detail Books,

899, As soon as all the Classified Abstracts have been made over to
the Detail Book posters, the Treasury Audit Sections should total the
debits and credits in the Remittance Check Register, both for remittances
between ireasuries and for departmental remittances, and the several
totals of the debits and credits must be agreed with the corresponding
totals in the Detail Books. The unadjusted debits and eredits should
then be carried forward in fult detail to the check register of the next
month, after comparison, in the case of remittances between treasuries,
with the informaticn regarding them given in the local Cash Balance
Reparts or with the list of local remittances in transit verified by the
Deputy Controller of the Currency, vide Note to Article 398.

400. If any remittance has remsined outstanding for an undue time,
enquiry should at once be instituted. )

Entry in Accounts,

401. Cash remittances from one treasury to another of the same aundit
cirele are classed as ¢ local cash remittances ’ and adjusted uncer the bead
¢ Cash remittances between treasuries . Cash remittances between trea-
suries in different aundit ecircles are debited and credited to the head
‘ Foreign Remittances'. The Coutroller of the Currency watches the
adjustment of the transactions pertaining to the latter head ; ses

Article 115 of the Resource Manual and Articles 424-428 of the Currenty
Department Code.

Small Coin Depdts.

402. The accounts of small coin depSts or sub-depbts should s dealt
with as departmental cash accounts (Chapter 5). Remittances within the
province between deplts and depbts, or between depbis and treasuries,
should be treated as ‘‘ Local Remittances,’” and entered as such in the
check register and in the accounts,

408. Remittances to or from depots in other provineces should be dealt
with as ‘‘ Foreign Remittances.”
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Chapter 18-—Miscellanecous Audit,

General Ruls . . . . 404 | Renewal and Enfacement fees on Gov-

- 8Bpecial Charges . . . . 405 ernment Promissory Notes . 411
Cost of Land . . . . . 408 | Advances . . . . - 413
Alisnation of Government Land + 408 | Permanent Advances . . . 417
Refunds . . . 409 .
™ ‘ v : Borrowings . . . e 420
Discount on Stampe ) * 410 Appropristion for Reduction or Avoid-
Payment of fees . . . . 410-A ance of Debt. . . . 420-B

General Rule.

404, For some payments falling under this head there is no preserib-
ed rule regarding the record of audit. But in every case, even when the
audit is not specially recorded, the auditor must see that he has & suffi-
eient voucher and sufficient authority to pass it.

1. See items 8 to 13 under Article 135.

Special Charges.

405. The register prescribed in Article 313 affords the means of re-
cording the audit of specially sanctioned charges, whether reckoned as
contingent expenditure or not.

Cost of Land.

406. Payments for the cost of land taken up under declarations
issued by the varions departments of Government, together with such
expenditure in connection therewith on establishment and contingencies
a8 is, under the rules in Article 118 of the Civil Account Code, charge-
able to the department for which the land is acquired, shouid be debited
in the Civil accounts as charges adjustable by the department concerned.
If the land is acquired for any local fund, the expenditure will ordinarily
be charged to the fund.

1. All payments by special officers acting as disbursers of another department
are accounted for direct to the anthorities of that department.

2, In the case of land acquired for Railway purposes, it should be seem that
tho capilalised velue of the abatement of land revenue when chargeable under the
4 Revised rules relating to the acquisition of land for Railwuy  purposes’’ is
correctly debited to the capital account of the Railway concerned.

407. Advanees drawn by the Collector under paragraph 14 of Ap-
pendix 7 of the Civil Account Code, Volume I, will be held as ** Advances
Recoverable ’’ on the books of the Accountant General till they can be
adjusted under Article 406. '

Alienation of Government Land.

408. On receipt of the sanctions referred to in Article 231, Civil
Account Code, Voleme I, Audit Officers should satisfy themselves that
the sanctions accorded by the local Government do not involve the
breach of any one of the canons of financial propriety. See also Article
421,

I4AGO
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Refunds,

409. In the andit of charges for refunds, the principal points to be
examined are that they have been made under sufficient authority eand
that they are supported by duly receipted vouchers in proper form (Form
17, Givil Account Code, Volume 1), containing a eertificate of note of the
refund ngainst the original eredit in the Departmental accounts gnd the
Treasury or Sub-treasury Officer’s signature in proof of eredit into the
treasury whether singly or in a lump sum.

In cases where full details of the revenue under the head are given
in the treasury accounts or other documents as remdered to tle Audit
office, & mote should be made against the item of receipt in the original
accounts received from the treasury, so as to prevent a double claim ; but
in cases where the credit is shown in the treasury. 'accounts in a lump
sum, as in the case of Land Revenue, Excise, Taxes on Income, -ete., no
note need be made against the ac,gregate eredits,

1. For refunde of fines, the note should be made in the statement of fines in

thuse Audit offices whore it ia mtill recsived from the Court. {(Bes Article 85 of
Civil Account Code, Volume I.)

8. Refunds of the valug of spoilt stamps are checked againgt entrice of corrospond-
lug receipt in the plus aud minue memprandum, No check can, however, be exer
eised over the refund of stamps duty allowed by Civil Courts.

8. Befunds of the value of unclaimed currency notes eredited to Government
may be made ou & certificate from the Currency Office, showing the date on which
the smount was oredited to Government, and stating that it is payable to the
elaimant ; but in every cnse the order for refund requires the sanction of the Ae-
eountant Gerernl. Whenever any sums are ordered to be paid into the treasury
on acconnt of uvelnimed currency notss, the Deputy Controller of the Currency
will furnish o list giving particulars of the notes of which the amounts are com-
n)aed, and the eredit when it appears in the treasury account should bo noted at

ot of the statement. 'When any refund ia sanctioned, it ehould be notel against
the corresponding entry in the gredit Hst.

4. Refunds of Incometax are made under the rules in Appendix 2 to the Civil
Aocount Code, Volume I

6. Tn the snse of refunds of Customs revenne it is the duty of the officer in charge
of loeal andit to see—

(1) that the refunds are sanctioned by competent authority and are in
aocordance with the provisions of the Sea Customs Act;

{2) thnt pmpor sntries have boen made in respect of refunds and draw-backs
the original documents of receipts on which they have been allowed,
o.g.. bills of entry, shipping bills, rogister of miscellansous reecipts,

ete.;

(8) that they are otherwise in order.

When rvefund vouchers secompanying the list of paymenta of the eustoms
treasnry are received in the Audit Office, it should be seen—

(1) that the payment order is correct,
(8) that, arithmetically, the woucher is in order, und
(3) that it bears a legal quittonce and in ptamped, iff mecsssary,

Discount on Stampa,

410. The procedure in auditing discount on stamps varies. In some
provinces the discount is entered in a schedule against sach item of sale,
and a receipt is signed by the vendor on or apart from the schedule, the
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application of the proper rate of discount being usually certified by the
Treasury Officer. In others, a bill for the discount, in an asbstract form,
is sent to the Accountant General through the competent authority whose
cguntersignature is the Accountant General’s authority for adinitting the
charge. :

Payment of fees.

410-A. When a moiety of fees realised by Government is payable
to Government servants, a certificate should be obtained from the drawing
officer on each bill in which the claim is preferred that fees on which the
claim is made have actually been realised and ecredited to Government
(the month and the amount of credit in the accounts being specified) and
that no clzim in respect of the same item of receipts has been drawn pre-
viously.

Benewal and Enfacement fees on Government Promissory Notes.

411. Amounts due to the. Imperial Bank of India, on account of
renewal and enfacemnent fees on Government Promissory Notes (ses
paragraph 63 of the Government Securities Manual) wili be paid by
means of Remittance Transfer Receipts by the Accountants General on
monthly bills supported by treasury eoupons in Form 27 of the Govern-
ment Securities Manual, submitted to them by the Bank. The puyments
should be simullaneously noted against the corresponding eredits in the
treasury accounts so as to prevent a double claim.

Norr.—Renewnl feea for sums below Re. 15 may be remitted to the Puklie
Debt Oftices, Caleutta, Bombay and Madras by postal money order, .

Advances,

412. Miscellaneous advances after audit are recorded in the objection
book. The record of revenue advancey, in form 36-A which will be checked
with reference to the appropriation for each officer authorised to make
them, will be regulated with reference to the rules regarding them.
'Payments on account of sanctioned loans are recorded in the Subsidiary
Loan Registers referred to in the Account Code.

1. Advances for law suits should be finally charged against the  department
concerned, although held as items awasiting clearanca in the objeetion hooks for
want of payeea’ receipts, ete. Refunds of amounts remaining unspent oat of these
advances should be watched and amonnts refunded should be dealt with as cash
recoveries of service payments. The Audit offiee is not required to wateh that
recoverien that may be eventually doe from the parties concerned are actually effected
and credited to Government.

413. Deleted.

414 Before authorising payment of a bill for drawing an advance
for building or pnrchasing a house as required by Article 142, Civil
Account Code, it should be seen that the certificate prescribed in Note 4
under Artiele 155 (a) VII, or that in Note 3 under Article 155 (), Civil
Account Code, Volume I, as the case may be, has been supplied.

Advances recoverable in a large number of instalments and
their recoveries wili be recorded in Form 389-B, and the recoveries treat-
ed as laid down in Article 435. Form 39-C should be used for waching
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he recoveries cf advances for house-building and for motor car and other
onveyances.

The payments and recoveries shown in these Broadsheets (Forms 39-B
nd 39-C) should Dbe reconciled monthly with the figures shown in the
Jetail Books, any diserepancies between the two sets of figures being
oted on scparate puges, which should be set apart at the end of the
sroadsheets, with u view to watching their eventual adjustment. The
pet that this menthly verification has been made should be recorded on
ha Broadsheet itself month by month. *

415. In order to check the grant, in contravention of Rule IV to
Lrticle 155 (a), Civil Account Code, Volume I, of a second house-building
dvange for one and the same house, an alphabetical Index of the names
f Government servants to whom such advances have been granted should
'8 muintained in ihe following form —

HoveR FOR WHIOH ADVANON I8 .
GRANTED.
®
Name of Government | Town. Detailed address, if any. Year of payment.

servant,

Ine Index Register should continue for 10 account years, after which a
resh register should be opened. .In auditing a bill for house-building
idvance, it should be ascertained by a reference to this index that the
yficer to whom the ndvance has been granted has not previously received
A similar advanca for the same house.

¢16. Payments made to persons proceeding to a Pasteur Instilute
will bes audited and adjusted in accordance with the rules referred to in
tho Noto to Article 159 (), Civil Account Code, Voluma I.-The
charges in respect of the forward journey should be adjusted by the
Accountant General of the province from which the patient proceeds for
treatinent, being debited to the Local Fund concerned or to general
revenues, as the case may be. The charges during treatment and in
respect of the returm journey should be similarly dealt with by the
Accountant General of the provinces in which the Institute is situated,
all debita relating to another province being passed on to the Acconntant
General of the province concerned. Travelling allowance for the forward
journey may be passed in audit on the Director’s certificate of treat-
ment. Travelling sllowance for the return journey amd maintenance
charges should be supported by the documents prescribed by the rules
The head of account for payments, cther. than recoverable advances,
dcbitable to general Yevenues & ¢ 4T—Miseellaneous—Miscellaneous
charges for the treatment of patients at the Pasteur Institute.’

Notr l.—Any recoverion of overdrawals te be effected In  oconsequence of &
Government ssrvant having been allowed travelling allowanes in excoss of that to
which he was satitlsd will be made by the Accountant General of the provines of
origin,
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Nuyrk 2.—The local Government will by special rule preseribe in what cuses the
charges are to be borne by general revenues or by s Loeal Fund. )

418-A. Recoveries on account of passage advances made under the
rules in Appendix 8-B, Civil Account Code, Volume I, 8th edition, to
Government servants in foreign service will be watched by the Audit
Officer responsible for watching the recovery of contributions for leave
and pension. If this officer happens to be different from the Audit
Officer who has to certify that funds are available prior to the advance
being sanctioned, the latter should pass the advance through his exchange
accounts to the former who will bring it on to his Objection Book.

Permanent Advances.

417. Permanent advances should be recorded in & register in I'orm-
37, intended to last for four years. The register should be a stamling
list of all sanctioned permanent advances by names of offices, a separate
page or pages being set apart for the offices in each’distriet. .As personal
respousibility can be enforced by the receipts of the actual incumbents
which are on the file, the names of the holderwof advances need mnot be
entered iu the register. The advances should be conseeutively numbered
and the acknowledgments should be marked with eorresponding numbers
and filed in proper order. On receipt of a new acknowledgment it should
be nuwmbered with the register number of the advance and filed in the
place of the old acknowiedgment which should be torn out of the file.
A charge report containing an acknowledgment of permanent advances
should not however be destroyed ; it should be preserved for the period
prescribed by the Acecountant General)

418, 1f the amount of any advance be increased or reduced in the
course of the year, the amount in the column for the current year should
be altered in red ink on the appearance of the eredit or debit for the
difference in the treasury account. The total for the colmmn will be
corrected at the end of the year. If new advances are sanctioned, they
should Le entered at the bottom of the distriet list in the nrder of the
eharges appearing. The monthly eredits and debits in forms 37-A and
37-B respeetively should be ecompared with the Detail Book fizures through
the broadsheet, which will, after ecompletion, be snbmitted every month to
the Gazetted Officer in charge. At the end of the year a single total for
the old, corrected and new advances will be made, the agpregate of which
for all the districts worked out in the broadsheet at the end of the register
will agree with the closing ledger balance of the year.

419, The amounts of the advances as standing on 31st March should
be entered afresh in the money column for the next year and a total made
for 1st April.

419-A. Sanctions to permanent advances accorded by the ITeads of
departments are audited to see—

(1) that the officer sanctioning the advance is a recognised Head
of a department, or Commissioner of a Division ;

(2) that there is no specific order of Government witbholding from
him the power to sanction permanent advances ;
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{3) that the advance is intended mot for his own office, but fur a
subordinate office ;

(4) that the amount sanctioned does not exceed the limit recom-
mended by the Accounts Office or fixed by the local Gov-
ernment either for an office or for the sanctioning autho-
rity ; and

{5) that these advances are. not multiplied unnecessarily.

Borrowings.

420, The Accountant General should see that the proceeds of all
advances received by the local Government from the Provincial, Loans
Fund and of al! loans raised under the Local Govermment (Borrowing)
Rules are correctly applied. For this purpose Pro formd accounts should
be maintained. In this connection see Article 148,

420-A. The rules governing the administration of the Provincial
Loans Fund are laid down in Appendix 6-A to this Code. As a complete
account of the Fund will be maintained in the books of the Accountant
General, Central Revenues, all transactions of the Fund which oceur
in the provinces should be passed on to that officer through the Exchange
Accounts,

- Note.~—Piea shonld be eliminated from the transactions of the Provincial Loans
Fund. Bee clause 8 of Artiele 10-A, Qivil Aceount Code, Volume I. .

Apprepriation for Reduction or Avoidance of Debt,

420-B. The Accountant General should see that the Appropriations to
Sinking Funds are in accordance with the undertakings given by Gov-
ernment ¢nd set forth in the proapectus of the loans and that the pay-
ments are eventually utilised for the purpose for which the funds them-
selves were created.

The responsibility for the proper aundit of transactions connected
with the Debt Redemption scheme of the Government of India devolves
upon the Accountant General, Central Revenues, who should ses that the
conditions of the scheme are scrupulously observed, He should see that
the annuval debits against Revenue under the Scheme are ealculated
strietly in accordance with the programme approved by the Secretary of
State and that account is taken of any additional provision that may
be authorised by executive orders or by the Indian Finance Act. He
should also see that the sums credited to the Deposit head * Appropria-
tion for Reduetion or Avoidance of Debt ' are applied to the objects for
which the money has been set aside and that the liquidation of debt is
proceeding at the rate and on the lines prescribed.
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Chapter 19.—Audit of Receipts. .
General Duty of Accountant General . 421 | Contributions towards Leave-Salary

Departmental Revenue . . . 423 and Pension of Government serv-

Stamps and Opium . . . 424 ants lent to Foreign Bervice . 428

Match Banderols .. - . 4256-A Mjmlhmous - . . - 433

Banitary Engineers’ Fees . 426

Fines . . . 427 | Special Recoveries . . . . 434
M General Duty of Accountant General.

421, The Audit Department will audit receipts to the extent to which
the Auditor General is required by the Governor General in Counecil to
undertake this duty. An Accountant General will, however, supply the
local Government with any comments on the progress of the revenue
coliections which it may require. Lists showing the accounts of receipts,
of revenue and of stores and stock in the possession of an officer or a
Department of. Government the audit of which has, under Rule 12 of
the Auditor General’s Rules, been entrusted by the Governor General in
Council to the Audit Department should be maintained in each Audit
office and reviewed and corrected periodically. In addition to the items
shown in those lists, the Audit Department has also been entrusted by the
Governor General in Council with the audit of sanctions relating io the
grant of land and alienation of land revenue.

The submission ef the returns mentioned in Article 29-A of the Civil
Account Code, Volume I, regarding remissions of, and abandonments of
elaims to, revenue, does not in itself connote any extension of the powers
of the Audit Department for the audit of receipts. The Accountant
General will not audit the exercise of the power of sanctioning writes-off
by various authorities as indicated in the returns without a specific order
under Rule 12 of the Auditor General’s Rules.

Note~The audit of the receipta of the Customs House, Karachi is cntrusted to
the Audit Officer, Lloyd Barrage and Canals Construction.

429, A3 regards certain classes of receipts specified below, special
instructions are given, but it is a general rule that no debt due to Gov-

. ernment should be left outstanding on the books without due and sufficient
reason. The Audit office should exercise eonstant and watehful care over
such outstandings, suggest to the departmental authorities any feasible
means for their recovery, and, at least once a year, fully review them all.
Whenever any appears to be irrecoverable, orders for its adjustment should
be demanded. But, unless permitted by any rule in an authorised Code,
no sums may be credited to Government by debit to any suspense head ;
eredit must follow, and not precede, actual realisation.

Deparimental Revenus,

423, In the case of departmental revenue, the Accountant General
ghould report to the revenme controlling anthorities, by the 10th of the
second following month, the amounts received and brought to aecount,
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to enable those authorities to compare the amounts with the departmental
returns of demands and realisation. It is not the duty of the Accountant
(eneral to enter into correspordence for the purpose of settling differences
save as expressly provided in the rules of this chapter.

), The procedure in reapect of irrigation and navigation revemue collected in the

Clvil Department is stated in paragraph 252 of the Public Works Acecount Code.

Btamps and Opium. -

424, The realisations by sale of stamps and of excise opium are
reported to the revenue authority concerned for comparison under the
lagt vule ; but, besides this, the value of stock is reported with the treasury
accounts in 8 plus and minus memorandum. Of this the opening balance
ghould always be compared with the last month’s closing balance. Of the
additions to stock, a periodical return is received from the Controller of
Btamps, or other revenue authority, and these must be traced into the plus
and minus memoranda. The deductions from stock must be accounted for
either by an entry in the cash account of the value received, or by credit
acknowledged by some other officer to whom remittance has been made,
or by sufficient aunthority for the write-off.

L. In these and all other esses in which it iz preseribed that ugreoment should
be effected between different documents, the anditor who makes the agreewnent ahould
note the fact of the agreement upon one or both docoments. It is not sufficient
aerely to tick the entry. .

425. The following is the procedure for the examination and audit
of the account of stamps at local depdts :—

1. The Controller, Central Stamp Rtore, Nasik Road, sends to the Accountant
Q@enerel concerned copios of invoices relating to the supplica of stamps to the various
local and branch depfts in a provinee, ns well ar copiea of acknowledgmesnts for stamps
returned by these depits direct to the Central Btamp Store.

2, Copies of acknowledgments granted by the officer authorised, under ynle 23 (b)
of Appendix 9 to the Civii Aecount Code, to reccive and dispose of unserviceable nonm-
xontu.l stampa retorned by the depdts, are also forwarded by that officer to the

ecountant General conecerned.

8. In the case of transfors botween two dopots situated in different provinces

a copy of the invoice in furnished by the supplying depdt direct to the Acsountant

Qencral of the provinee in which the depbt receiving the supply is situsted. A eopy of

the acknowledgment is fumished by the recaiving depdt through its Accountant General

: th':d Accountant General of the provines in which the depit making the iswne ia
tusted.

4. The Accountant Genernl checks that there are entries of receipts n the plus
and wivuse memorandum ocorrespond to emch eopy of invoice mentioned above, to
each entry of issus of stampa to this depit in the plur and minus memorandum of any
other depita in hia jurisdiction and to each mmount debited in the treasury ascounts
relating to the same deplt as refund of the value of unserviceable and apoilt stampe ;
and also checksn the cntries of issues hy comparison with the amounts credited in the
treasury aocounts ws reecipts for stamns sold or with the emtry of recsipts in the
shl and minwe memorandum of another depit, if stampe were imued to anocther

epdt in the same province, or with the entries in the eopiss of acknowledgmenta men-
tioned above. ]

bos' The werifications are moted upon the Jocmments mentioned in Bnles 1 to 8
above.

€. Tuder Ruls 33, Appendiz 9 to the Mivil Acoount Cods, the Accountant General
alwa receives half-yearly from the officer-in-charge of each local depdt a certificate
showing the balance by actual count om the last day of Geptesnber and March of each
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of the three descriptions of stamps in each local depot. The smount shown in the
certificates should be agreed with the corresponding balances shown in the pius and
minus memoranda for those months after they have been ehecked under Rule 4 above.

Match Banderols.

425-A. The instructions 'prescribed in Article 425 relating to the
procedure for examination and audit of the account of stampys at local
depdts applies mutatis mutandis in connection with match banderols,

Sanitary Engineers’ Fees.

428. Recoveries of fees for services rendered by Sanitary Engineers
to municipalities and others are brought to account under the following
rules :—

{a) The Sanitary Engineer should send copies of all bills he may present to
municipalities and others for feea due on works carried out to the
Accountant General, who should record the amount of each bill in a suit-
able register opened for the purpose.

{b) Municipalities and others from whom fees are due will pay them into-the
treasury, and thus the receipts will be brought to account direet on the
books of the Accountant General. ’

{¢) On the appearance of the credit in the treadury accounts, the payment will
be noted in the register maintained in the Audit office, and treated as
revenue creditable to the Head ¢¢ XXIIT—Public Health.’'

(@) 'I‘;e i‘.‘otal of the month’s receipts should be recomciled with the Detail
ook,

{e) All items outstanding in the register for more than six months, or any
;ther period preseribed by the local Government, should be reported to it
'or orders.

Fines.

427. The rules for the check of receipts on account of fines are stated
in Article 35, Civil Account Code, Valume I.

Contributions towards Leave-Salary and Pension of Government
servants lent to Foreipn Service.

_ 428. A register of Qovernment servants whose contributions, wherever
recovered, are adjustable in the loeal books under Artiele 192, should be
kept in Form 38 to enable a check to be maintained over the recovery of
the contributions. This register should be posted on receipt of the orders
of competent authority sanctioning the transfer, and the entries should be
examined as to their correctness and initialled by the Gazetted Officer in
charge. A certificate of the date of making over charge and of receiving
charge of the new post, and, in the case of a ministerial servant, the
service book should be called for. On receipt of the eertificates the faet
should be recorded in the register, and the number assigned in the
register to the Government servant should be posted in the first colurm
of the broadsheet (Form 39, vide Article 429). All orders subsequently
received regarding a Government servant on foreign service should be
recorded in the register, as well as all orders issned by the Accountant
Grneral for recovery of interest or of eontributions in arrear, also the
cause of the contribution ceasing to be realised owing either to re-transfer,
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death, dismissal, or any other ¢iuse, ~In ease of re-transfer, the service
book should be called for and the fact noted. :

1. In the eass of Govornment scrvants who are already in forcignm sorvice of the.
first or the sccond kind under the rules in force prior to 1st Jaupary 1923, the

N'fa,““ in the old Civil Account Codo (7th Edition), Form 121, slhould still be
u .

8. For foroign servico of the third kind under tho old rulci' in foreo prior to
end August 1913, sce Arliclo 433.

8. In the c¢ass of a non-gazetted Government servant transferred to foreign
service, the Bupcrintendent should further have tho fact of the transfor distinctly
toted in the last Annual Book of Establishment. '

429, A broadshect should be maintained in Form 39, separately for
contributions ecreditable to (1) the Provincial Government and (2) the
Central Government. All contributions shown in the cash accounts, which
aro creditable to these Governments, as well as contributions creditable
to the I’rovincial Government which are shown in inward eschango
accounts, should be posted into the broadsheet, and the total of the broad-
shiect should be reconeiled with the Detail Book. Thus ecompleted, the
brondsheet should be submitted to the Gazetted Officer in charge,

430. In posting the second money column of the broadsheet, the
monthly rate at commencement of the year should be entered, and sub-
sequent alterations should bo entered below, with the date from which
each rate takes cffect, The posting of the third money column, ez,
 Total due,”’ should not ba made until the close of the year.

€31, The Accountant (leneral is responsible for secing that all coun-
tributions due as per Form 39 are paid on due dates, that Government
servants in foreign scrvice are given prompt intimation when their enn-
tributions f£all into arrear and that they are informed of the penalties to
which they become liable owing to non-payment.

432. Deleted.

432.-A. If a Government servant in foreign service in India is grant
ed leave otherwise than in accordance with the rules applicable to tho
servico of which he is a member, the Audit Officer shall, on the {aet
coming to his notice, require the leave so granted to be commuted to the
leave for which the Government servant is eligible under rule, and call
upon him to refund any leavo salary in escess of the amount admissible.

432.B. I? a Government servant is transferred to forcign service out
of Tndia, the Audit Officer concerned will be responsible for obtaining
from liim, at the time of transfer, a declaration showing that he has read
and ynderstood the rules which are to regulate his leave.

Miscellaneous.

433, OF recoverable over-payments, and of misecllancons advances dne
to Government, a sufficicnt record exists in: the objection books : of loans
and revenwe advances, a subsidiary Loan Register is kept (sce Acconat
Coic), which gives full information of the amounts payable bolh oo
aceount of intcrest and of principal.

LAAGO ]
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Special Recoveries.

434 For special and important recoveries a combined register and
biroadsheet should be kept in Form 40 by each departmental Auditor. In
it are to be entered all amounts to be received and recovered by the
Accountant General which do not find a place in the Qbgjection Books or’
in some other prescribed register, and which, not being recoveries of
amounts charged to special heads of ‘‘ advances,’’ will not come under
review in the Annual Balance Sheet. Such are treaty dues, and contri-
butions from municipalities, Indian States, ete., and other recoveries
arising from special orders. : '

435. In the case of recoveries made (i} under Rule 127 of the
Fundamental Rules (and subsidiary Rules framed thereunder), or under
Article 783 of the Civil Service Regulations, (i) under Article 802 of
the Civil Service Regulations, and (#i) on account of establishments
in foreign service of the third kind under the Foreign Service Rules in
force prior to 2nd August 1918, where the rates may be subject to
frequent changes, the Accountant General may, if the combined form
is considered unsuitable, allow, at Lis discretion, the use of the separate
rezister and broadsheet in Forms 41 and 39-A, respectively. The parti-
culars of such recoveries should Le entered in Form 41, a separate mumber
heing assigned to each recovery. The recoveries actually made should
be posted monthly into the broadsheet in Form 39-A. The register and
the broadsheet should be maintained in the manner deseribed in Articles
428 to 430.

The register and broadsheet should be kept according to the different

classes of recoveries, there being a separate page in the register and a
separate broadsheet for each head of account to which recoveries are

erectited.

436. The combined register and broadsheet prescribed in Article 434
and the broadsheet prescribed in Article 435 should be submitted monthly
to the Gazetted Officer in charge for scrutiny.
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Chapter 20.—Service and other Funds.

Indian Civil SBervioe Provident Fund . 437 | General Family Pension Fand . . 450

Indian Civil Service Fumly Pension - | Hinda Family Annuity Fand and
Regulations . . . 438 Bengal Chnst.mn Faml.ly Pana;on
Buperior Servioes ( Indln.) Fmﬂy Pon- Fund y 451
sion Fond . 442.A | Poatal Insurence unrl foe A.nnu.ity
Military and Medmn.l Funds— P Fl;nd - 'd. 463
R baerimti rovident Fan: . . 454
v8 i ) - 48 National Health Insurance Oontr:bu- '
Payment of Pensions . . 45 tiona ) 457
Indinn Military Barvice Famﬂy Pon- Unemployment Inuumnoa Oontnbu-
sion Regulations . . 448 tions . 458
Indian Military Widows® and Orphm Widowe’, Orphans’ and 0ld Ase Pen-
Fund . i . . R aions Contributions . 458-A
Bengal Uncovonanted Berviee and Madi;“ dMl.htnry A&q“mm Surgeous ‘50'
Borabay Family Pension = Fund uo ) ) )
of Governinent Servanta . 448 | Treatrent in Exchange Aooount . 460
Bongal and Madras Bervice Family Accounts procedurs relating to the
Penaion Fund . . . 449 Forest Officers’ Provident Fur.d Annex. A,

Indian Civil Service Provident Fund.

437. Deductions from the bills of members of the Indian Civil Sem
vioe on account of the Indian Civil Service Provident Fund shou'd be
eredited to ‘' O.—Unfunded Debt—Savings Bank Deposits—Bank
Account.”’

1. For rulvs regarding the maintenance of the accounts of this Fund in Indis
mos Rule 1 to Article 456,

Indian Civil Service Family Pension Regulations.

438. The subscriptions under these regulations are credited to the
minor head relating to it under ** XXXITI.—Receipts in aid of Superan-
nuation, ete.’”’ Each Accountant General sends to the Accountant
General, Central Revenues, a list in Form No, 42 of the subscriptions
received monthly, with a certificate to the effect that the total agrees with
the eredits in his accounts,

A consolidated list for the vear, with similar certificate of agreement
with the arcounts, should also be sent to the Aecountant General, Central
Revenues, not later than the middle of Septemher of the followiny vear.
Any discrepancy between the totals as shown in the consolidated certified
list. and the tatals of the monthly certified lists already furnished should
bh: vll;;rlv explained, or else, a ‘ no diserepancy certificate* should be

m
Nort—The certified tist for March fnal should be sent by the end of Augmst ab
the Intert. Any adjustment eaming o light after closs of the accouats for Marsh
=
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€Enal should be excluded from the accounts of fhat year and ineorporated in the
accounts of the following year; that is, in the accounts of tlhe financial year then
current. ’

438, This list should contain the names of all subscribers; vile
Article 248, Civil Account Code, Volume I, Reasons for non-recovery
should invariably be stated in the remarks eolumn. If an officer is on
leave, the period of leave granted to him and the date up to which his
subscription has been or will be recovered in India should be stated. The
cate up to which subseription has been paid by an officer prior to his
transfer to another Audit circle- and the name of the Audit circle to
which he has been transferred should also be stated. Particulars relating
to recoveries for a broken period should always be furnished.

440, The Accountant General, Central Revenues, is responsible for
Eeeping the reecord of recoveries on account of each subscriber, and seeing
that correct subseriptions are realised.

441, In order that claims to admission to pension preferred in
England by the families of subseribers may be expeditiously dealt with,
the Accountant General, Central Revenues, will send quarterly to the
Dircctor of Funds, India Office, two statements—one showing the names
«of subseribers who have died during the quarter, and the other ghowing
-admissions and casualties during that period.

442, He will also send half-yearly to the Auditor General, for trans..
acission to England, as soon after the closing of his accounts for Septem-
ber and March (final) as possible, but not later than the first week of
January and the 30th November of the following year, a statement show.
ing the receipts and charges in India under the Indian Civil Service
Family Pension Regulations,

Superior Services (India) Family Pension Fund.

449_A. The accounts of the Superior Scrvices (India) Family Pension
Fund, which came into existence from the 1st September 1028, are
kept in England in sterling by the Controller of Pension Funds at the
India Office. The Aecepuntant General, Central Revenues, who is the
Account Officer for the fund in India, is responsible for keeping the
record of recoveries on account of each subseriber and secing that correct
subscriptions are realised. Quarterly returns of all admissions to the
voluntary section of the fund, as well as changes in cxisting contracls,
cessations, ete., are also forwarded by him to the India Office. In the case
of compulsory subseribers, guarterly returns, similar to those furnished
jn the ease of the Indian Civil Service Family 1’ension Fund, are sent
The Accountant General, Central Revenues, also submits to the Accountant
General, India Office, on the 31st January and the 31st August, a half-
yearly statement of account showing the receipts and charges in India
of the Fund.

442.B. The conditions of personal ecligibility to subseribe to the fund
are laid down in Rules 6 and 18 of the FFund Rules. The subscription
payable is communicated by the Accountant General, Central Revenues,
ta the ciiicers concerned and to the aecount officers who audit their pay,
any alteration in the rates being shmilarly advised. All subscriptions
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recovered and pensions and gratuities paid in India are passed on to tke
Accountant General, Ceutra? Revenues, through the exchange accounts.
A certified list in Form 42-A, showing in detail the amounts recovered
from cach subseriber, is sent to the Accountant General, Central Revenues,
by the 25th of the month following that to which the recoveries relate,
“in advance of the monthly exchange account, except in the case of the
eivil exchanze acccunts, where the schedules may accompany the accounts.
Advance intimations of transfers from the General Drovident JFund
should, in addition, be given to the Accountant General, Central Revenucs,
by telegraph as soon as the transfers are made,

442.C, The reasons for non.recovery of subseription in any case
should invariably be stated in the remarks column of the statement,
Particulars relating to recoveries for a broken period and reasons for
nem should also be stated. In the event of a subseriber being transe
ferred to another audit circle, the designation of the audit officer to whose
jurisdietion the subseriber has been transferred and the date up to which
recovery has been made from him prior to his transfer should invariably .
be shown against Lis name in the remarks column of the certified list,
Monthly lists should also be furni®hed to the Accountant General, Central
Revenuey, of officers proceeding on leave out of India, giving particulars
of leave, the amount of subseription recovered and the date up to which
it has been recovered. These lists should be sent by the 10th day of the
month following that to which they relate,

442.D. Credits for subscriptions from subseribers who are in foreign
gervico or for other reasons not in reccipt of pay from Indian Revenucs
should be passed on to the Accountant General, Central Revennes, by
the account officer in whoso ecircle of mudit the amounts are collected.
When. a subsecriber is transferred to another audit ecirele or proceeds on
leave, the rato at which subscription should be recovered together with
ouistanding arrears, if any, should be noted on his last pay or leave salary
certificate.

442.E. The eredits and debits are transferred to the Accountand
Qenernl, India Office, through the remittance account of the Accountant
General, Central Revenues, at the close of each year. The interest on
the mcan of the balances as they stood at the beginning and end of each
balf-rear is calculated and adjusted by the India Office in England. The
annual accounts of the fund are prepared by the India Office as soon as
possible after the close of the year. For this purpese the Acecountant
Qeneral, Central Revenues, sends a telegraphic advice of the total receipts
and disbursements in India for each financial year so as to reach the India
Office not later than the Tth of Angust of the following year. ANl Aecound
officers should take steps to ensure that atl tramsactions of a year up to
and including March, are included in their account eurrent with the
Aceountant General, Central Revenues, for the month of March, any
transactions coming to notice later being communicated to the Accoqntant
General, Central Revenues, in a separate schedule so as to reach him by
the 16th July at the )atest.



188

443-446] EERVICE AND OTHER FUNDA. [Cuap. 20.

. Military and Medical ¥Funds.
Receipts.

443, Any receipt on account of the (abolished) Military Orphan and
Medical Funds will be adjusted in the books of the Civil Accounts Officers
concerned under ‘‘ XXXIII—Receipts in aid of Superannuation, ete.”

444, Deleted,

Payment of Pensions.

443. Pensions and certain other miscellaneous charges payable out
of these Funds will also be finally charged under *‘ 45—Superannuation
Allowances and Pensions ’’ in the accounts of the province where paid,
eare being taken to see that the vouchers have been audited by the Con-
troller of Military Accounts or to have them so audited.

1. Thus, the transactions of these absorbed funds zre andited by an officer in the
Military Accounts Department, and adjustmgnts of any short or excess recuvery will
be made under hig instruetions, but it is not mnecessary to cmmber tha Military
Acvounts  with any transactions which do not originate therein. Any amounts

- objected to by the Controller of Military Aecounts should be held under objection
in the Civil Department until the objection is satisfied.

Indian Military Service Family Pension Regulations,

446. Under these regulations, deduetions and donations according to
rank must be recovered, from subscribers at the rates fixed in the Military
Resolution published on page 473 of the Gazette of Indis for 1881, and
in clause 44 of India Army Circulars of 1891 ; credit will be given in the
Exchange Account with the Controller of Army Factory Accounts, and
a statement (Form 46) forwarded with the Exchange Account detailing
the payments of each subseriber. ’

1. Donations will be entered in the same column as subseriptions, but geparately.

2. Tn the case of Military Officers in civil employ, the Controller of Army Fae-
tory Accounts will communicate to the Civil Accountant General the correct amounis
of wubscriptions pavable, and keep that officer informed of anv alteration in the same.
The Civil Audit Officer will check the correctness of deductions made. If, how-
ever, any subscriber questions the correctness of a claim he shonld simply be referred
by the Accomntant Genernl to the Controller of Army Factory Accounts, and requested
to snddress any further referemee to that officer.

On the 20th of each month the fellowing statements should be fur.
nished to the Controller of Army Factory Accounts, Calcutta :—

(1) Statements in S. Y. Form 193-A, showing particnlars of leave
taken by military officers in civil employ who are gsubscribers
to the fund and the amount of subscriptions recovered from
cach of them before they proceed on leave out of India.

(i) Statements in S. Y. Form 193-B, showing particulars of sub.
seriptions recovered from such officers after their return to
duty from leave out of India.
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Indian Military Widows’ and Orphans’ Fund.

447. The procedure prescribed in Article 446 for the recovery and
adjustment of subscriptions and donations, ete, wunder the *‘ Indian
Military Service Family Pension Regulations'’, as well as for the sub-
mission of the monthly statements in 8. Y. Forms 193-A and 193-B, should
be adopted as far as possible in the case of the “‘ Indian Military Widows’
and Orphans’ Fund,” the headings of Form 46, forwarded with the
gxehange Account, being altered to suit the requirements of the latter

und. '

Insteyation—To prevent errors of omission, misclpasification and misposting and
to cusure the correct preparation of the statements in Form 46, mentioned in
Articlea 448 and 447, the following procedure should be followed in all aecount
oflicos : —

The Account Current Bection should, in consultation with the Gaszetted Audit
Department and the Controller of Army Faetory Accounts, keep in alphabetical
order, an up to date list of the names of officers whose subscriptions to the particular
fund should be passed on monthly. That section should wa with reforcnce to
this list, that the subscriptions are regularly passed on, and that, where there ia any
onilegion, an lanation is obtained. The monthly statement (Form 46) should be
carefully veri.ﬁa:}) with this list before it is despatched.

Bengal Uncovenanted Bervice a;:d Bombay Family Pension Fund of
Government Servants.

¢48. For making proper deductions on account of these funds, the
gubscriber alone is responsible ; the Accountant General will simply pass
on to the Secretary of the Fund a detailed list of the sums received from
euch subscriber, showing in separate columns the sums received, respec-
tively, for family pension, for deferred annuities, and for insurance ; the
grand total of this list will agree with the total credited on this account
to engal or Bombay, as the case may be. In the case of the Bombay
Fund, the subscriptions should be shown in two columns in the certified
list, namely, for ‘* Widow’s Branch >’ and ‘* Life Insurance Branch,’
and the totals of the two columns should be separately credited in the
Exchange Accounts with Bombay,

1. The Sccrotary to the Fund will furnish the Auditor General (or the Aecountant .

Qeneral, Bombay, for the Bombay Fund) with an annual statement explaining all cash
veccipts of the Fund at Government tronsuries during the year.

Should the subseriber pay a larger contribution than the rules of his
servioe require, the Seeretary to the Fund will, no doubt, advise him ;
but neither the Accountant General nor the Treasury Officer is concerned
in the matter. . '

Bengal and Madras Service Family Pension Fund.

449, Subseriptions under this Fund are credited in the books of
the Acconntant General. Bengal, to the head * Benzal and Madras
Scrvice Family Pension Fund ** under ** Deposits:of Serviee Funda—
Bengal ’’. and any subscriptions realised in other provinees shounld be
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pessed on to the Accountant General, Bengal, through the Exchange
Accounts. Each Accountant ‘General should send to the .Accountant
QGeneral, Bengal, a list in Form 47 of the subscriptions realised monthly
with a certificate to the effect that the total agrees with the credit in his
Exckange Accounts. :

General Family Pension Fund.

450, Subscriptions to the General Family Pension Fund are payabla
in cash or, at the option of the subseriber, by deduction from pay or pen.
sion bills (See Article 237 of the Civii Account Code, Volume
I). When deductions are made they must be dealt with on pre-
tiscly the same prineiple as recoveries for the uncovenanted Ser-
vice Fund. Everywhere, except in Madras, the vouclhers will
be charged net, nnless they appertain to payments from district Loeal
Founds, and the adjustment made by the Accountant General, who will
forward to the Fund Secretary a list of thie amounts so deducted, showing
them as received on the first day of the month of payment. The lists of
subscriptions received in cash at the several treasuries may be forwarded
in original : no copy need be kept in the Audit office, s in the rare case
of miscarriage in transit details ean be obtained from the treasury register.

1. In tho certified lists, on account of the General Family Pension Fund, ihe

subseriptions received in eash, and those rewlised by deduction from poy bills,
shouid be shown separately, while no date nced be entered against the latter.

£. The rulo in Articlp 451 which requires a deelaration to be obtained from an
Intending subscriber applics also to ke General Family Pension Fund.

Hindu Family Annuity Fund and Bengal Christian Family Pension
Fund.

451, On receiving from the Directors of cither of these IFunds a
ceriified copy of the letter of application of an intending subseriber, the
Accountant Gencral, after seeing that it contains a declaration in the
foliowing terms, will authorise the Treasury Officer named to receive such
contributions as the subseriber may tender in eash or by deduction from
pay or pension, if he be a Government servant or a Government pensioner
and prefer to pay his subseriptions by the latter method :—

‘¢ In accordanee wilh the condition upon which the Government of Tndin alows
eertnin facilities to the Fund, I bave to record that I am fully aware that the Gov-
ernincnt exercises no supervision over the management of tho Fuad, and is in no way
respousit.le for its solvency.'’

1. Bee Articles 237, 239 and 254 of the Civil Account Code, Volumo I.

452. The amounts tendered by subseribers are accepted withont check
or examination, and credited to the Exchange Account with the Account-
ant General, Bengal, and a certified list is forwarded to the Sccretary
showing in separate money columns amounts received in cash and amounts
received by deduetion.

Postal Insurance and Life Annnity Fund.

. 453. Premia and subscriptions may be paid either in cash or by
deduction from pay or pension bills, but all eash receipts take place at
the Post Offices only, and not at the treasuries. Civil Audit Oicers have
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sccordingly only to deal with the deductions from pay or pension bills.
These deductions are to be credited to the Exchange Aceount Dbetween
Civil and Posts and Telegraphs and detailed lists of these credits in
Form 48 furnished to the Deputy Accountant General, Posts and Telo-
graphs, Calcutta, on the 10th of the seccond month after that to which the
recoveries relate, the date preseribed for the submission of the ¢ Fund
Bubscription Lists.”’ No payments on account of this Fund may be made
at Civil treasuries,

Exzception.—Under special arrangements existing in Aladras, the deductions on
account of Postal Life Insuranece premia from the pay bills of establishments .m-
ployed in ccrtain commercial undertakings of Government whose accounts are
muintaived on a commercial system, are made at the timo of disbursement, and
ensh for the total nmount recovered im remitted to the treasury. #Sucih deductions
will be treated in tho same manner as if they had bLeen made by short drawal in
the bilis encashed at tho truvasury.

Nore—In the ease of the offico of the Aeccountant General, Central Revenues,
the duo date for the sulmissicn of the detailed list mentioned above has been fixed
an tha 20th, instend of the 10th of the second moath.

Provident Funds.

454, Deleted.

455. For the Funds named below, a separate aceount is kept in each
Audit offico in respect of subseribers within its Aundit circle =—

General Provident Fund.

IPorest Officers’ Provident ¥und.
I*olice Officers’ Provident Fund.
Civil Engineers’ Provident Fund.
Other Miscellaneons Provideat Funds.

A subseription realised from a member in an Andit circle different from
}:mt he serves in should be passed on in the Exchange Account to the
tier,

456. The accounts rules relating to the Forest Officers’ Provident
Foud are stated in Annexure A to this chapter. The procedure and
forms preseribed therein should be followed as far as possible in respect
of all P'rovident Funds, the Accountant General, Central lievenues,
being treated as the Local Accounts Officer in the case of all-India funds
named in Article 434,

1. This rule appliea with effect from 1st April 1919 to the Indian Civil Service
Provident Fund also, a scparate acecunt of which wiil be mnintained in ench
Audit office. Annuity deductions made prior to this date wers not funded for
the bepefit of subseribers.

466-A. TWhen amounts are drawn from a Provident Fund for paymens
of premiums on Insurance Policies and the premium receipts of the (‘om-
pany rececived by the Accounts Officer for scrutiny, the Aceounts Officer
shonld make an endorsement on the receipts in the following words ** No
 ahatement of Indian Income-tax is admissible **, with a view to safegnard-
ing Government from double exemption from Inecome-tax.
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National Health Insurance Contributions,

457, The proaedﬁre to be observed for the adjustment of these con~
tributions is laid down in Articles 255 to 258 of the Civil Account Code,
Volume 1.

Unemployment Ingurance Contributions,

458, The face value in sterling of the Unemployment Insuranco
Stamps sold in India to Masters of Vessels, vide Article 259 of the Ciyil
Account.Code, Volume I, should be eredited to His Majesty’s Imperial
‘Government through the Outward London Account Current with the
Secretary of State, :

Widows’, Orphans’ and Old Age Pensions Contributions,

458-A. The procedure to be observed for the adjustment of thess
contributions is laid down in Articles 259-A to 254-D of the Civil
Account Code, Volume I.

Madras Military Assistant Surgeons’ Fund.

459. The recoveries on account of this Fund are made by deduetion
from pay bills, and eredits are intimated to the Secretary of the Fund by
means of monthiy eertified lists. Credits in provinees other than Madras

are passed on to the Accountant General, Madras, through the Exchange
Account,

Treatment in Exchange Account.

460, The credit, in an Exchange Account, of a fund subseription,
must always quote the certified list in which the subseription is shown,
thus,—vide certified list of (Audit Officer) for (month). This is specially
necessary when one Audit Officer passes on to another items ineluded
in the list of a third office of account. The certified lists, which are due
for transmission to the authorities eoncerned by the 10th of the second

following month, shounld also show in what month’s account the recovery
was eredited,

Corvections eonsequent on erroneous excess credits should be mnade by
a deduction from the receipt side of the account instead of by a distinet
debit on the charge side. The Accountant General should, in the
month in which the rectification is effected, make a distinet note of the
fact, giving full particulars, in the Exchange Account as to the month
and the amount of the excess credit. )
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ANNEXURE A

[Roferred to in Article 456.]

Accounts procedure relating to the Forest Officers’ Provident Fund.

A. I Each Provineial Accountant General is responsible for the
proper admission of depositors, the correct realization of subscriptions,
the audit, payment, and refund of withdrawals, '

The recovery of temporary withdrawals will be watched through the
register of temporary withdrawals and their recoveries (G. P. ¥. No. 7).

IL In tbe case of subscribers on Foreign Service, the Audit Officers
who reccive their contributions are responsible for the duties above
mentioned. Cash remittances from officers on Foreign Service will be
received by these Audit Officers, who, if they are not the Audit Officers,
will pass them on to the latter through Exchenge .Accounts to be
accounied for by them.

B. The Fund account of each subscriber will be kept by the Aecount-
ant Gencral who audits the pay of the subseriber.

0. The transactions of the Forest Officers’ Provident Fund in each
circle of audit will be brought finally to account on the Government
books in the Audit office of that circle, all sums received from depositors
being eredited and all sums withdrawn debited under the head *‘ Forest
Officers’ Provident Fund *’.

D. When a subseriber is transferred from one Audit circle to
another, his account will also be transferred, the necessary transfer being
made in the Government Accounts, and a copy of the ledger aceount of
the officer concerned will be forwarded to the Audit office in which the
officer’s account will be maintained after his transfer. With this
account will also be eommunicated any sum withdrawn under Rule VI
of the Fund Rules which »emains to be recovered.

Norz-—Accounts of evbscribers who are likely to revert to their old provinece
within a vear need zot be transferrad to their new Audii Officers on tranafer.

E. There will be a monthly agrecement between the depositors’
ledmer accounts and the total receipt and charge in the detail books. The
surm of the closing balances of the depositors’ ledger acevunts must also
be agreed annually with the balance at credit of the Forest Officers’
Provident Fund or the Government ledger. These agreements will be
raade by means of a broadsheet in Form 49, which should be submitted
monthly to the Gazetted Officer in charge.

F. The account of each depositor will be kept in a ledger in Form
D!o. 50, each account receiving a distinet eonsecutive number. A depo-
gitor’s number will not be altered, unless he is transferred to another
Audit eircle (vids Rule D), nor will the number of any eclosed account
be given to a new depositor.

.. Q. The amount of interest to be added to the balanc: of the Fund
will be caleulated each year in the Audit office, and charzed to 20—
Interest on other Obligations—Savings Bank Deposits—Interest on
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Forest Officers’ Provident Fund ', The transaction must include the
dcbits on account of interest paid during the ycar on closed accounts,
which during the eurrency of the year is dcbited to the Fund itself.

1. In the accoucts of all funds controlled by the Government of India, pies
should Le omitted jmn caleulating and erediting interest om the deposits of sabe
seribiers, six pies and above being treated as one anna, and amounts less than six
pies being neglected.

2, Interest short or execess eredited to a Provident Fund in the accounts of a
previoun year should be readjusted by addition to or deduction from the inlerest
adjustable in the accounts of the year in which the error is detected.

H. The form in which the annual account of each depositor is to

lla\e rggdered to him in accordance with Rule XII of the Fund Rules is
vo. 51. ‘
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Chapter 21.-Departmental Abstracts.

Departmental Classified Abstract— 5 Departmental Consolidated Abstract—
Form . . . 46 o, :
Procadurs " PM‘W . aesl Foﬂ.u and method of posting . dré-A
Ezamination . . . . #73-4 Review . . . . 4740
Filingofvouchers ., . . 474 Iransfer Entries . . . 44D

Form of Departmental Classified Abstract.

461, Particulars of a year’s account transactions relating to each
department, or major Lead of account not relating to any part:cular
department olher than transactions brought to account in the Depart-
mental Casht Aceounts of Public Works, Forest and some other oflices
(sec Chapter 25), are collected for the whole circle of audit from month
to month in a Departmental Classified Abstract.

1. Ruls 1 below Articlo 189 of the Account Code applics here alse mutalis
mulandis,

462. Each departmental classified abstract to which has been
assigned the number 51-A is composed of seven parts :—

On the Receipt side »—

(1) Dctail of Revenue.—A vertical column is provided, in the pre-
scribed order, for cach detailed head opened under the major and minor
heads reluting to the abstract (see Article 179), and a number of colunns
in their proper places for the total receipts of a trcasnry, ete., under each
minor liead. In the abstracts of small departments there will be columns
for major head totals also. In the case of big departments, an abstract
of minor head totals may be prepared in the same form at the end and
the major Liead totals worked out there. Ilorizontally, a line is provided
in the abstract for cach treasury, then a line for all receipts transferred
from exchange accounts and abstracts of other departments through sus-
pense slips, and fi finally a line for the transfers adjusted through the Com-
bined Transfer Ledger and Abstract. In their proper places lines are
provided for iotals of the treasury trapsactions and fur grand totals,

(2) Dctuil of debt and remitiance receipls brought to account through

tha deparimenial abstracts—This will be in the same form as part (1)
of the nbstract.

(3) Detail of recoveries from payment vouchers, wilth separats cp.
peadices for detail ¢f subscriptions lo cach service or ofher fund,

On the Disbursement side s=—

(4) Detail of erpendilure~—The arrangement will be similar to that
of parts (1) and (2) respectively.
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(5) Detail of debt and remitiance disbursements brought to accound
through the departmental abstracts—The arrangement will be similar to
that of parts (1) and (2) respectively.

(6) A proof sheet for the Receipt side, showing month by mouth
(i) total Revenue ; (4) total debt and remittance receipts ; (i) total of
(+) and (i?) ; (+v) total amount of the detailed head concerned under the
suspense head ‘‘ Departmental Adjusting Aceount ’’ ; (v) total under the
minor head ‘‘ Refund '’ ; (i) total of (4i), (iv) and (v) ; (wii) total
deduetions from payment vouchers ; (v4%) net adjustments through the
Combined Transfer Ledger and Abstract and (sz), the sum of (vi)
minus (vii) plus (or minus) (viii), which should agree with the aggre-
gate of the certified totals of the treasury schedules of receipis and of
the suspense slips representing items transferred frow other seclions.
{Sec also the mnote below the first sub-paragraph of Articie 795-A, the
nroeedure preseribed in which may also apply here.)

(7} A proof sheet for the payment side similar to that for reveipts.

Note—One Departmental Olassifiel Abatraet should, ordinarily, be maintained
for each departmeni or mujor head of account : but eee rule 1 (a) to Article 213-A
and the note thereunder.

Procedure in Posting.

463. The departmental auditor, when he has completed the audit of
the vouchers, of either schedule of payments, with which he himself
deals, shonld recover from the Gazetted Audit Department all the bills
and vouchers which were transferred to that seetion for audit, see that
they have been aundited, comparing them again with the schedule,
ascertain that mone are missing and arrange them in order of major
and minor heads. He should then proceed to post the Departmental
Classified Abstract,

Nore—This proceduré will be suitabiv modified by the Accountant General in
the came of those voachers thacaudit nf which ie pernissible after ineorporation in
the Departmental Abstract.

464. The amount of payments relating to each dets’leld head except
the head ‘‘ Refunds '’ with the numbers of the vouchers pertaining
lhereto, should Le eutered in a Compilation Book (Form 31.B) scparate-
ly for each schedule, and the total amount of payments nnder each head
carried Into the ‘‘ total ’’ ecolumn. Tt is, however, suffiment to enter the
total payment under the detailed head, with the number or letter of the
treasury schedule, in cases in which a schedule gives the gross amouuts
of all vouchers classified gnder a single head. The gross, and not the
nef, amount of the voucher should be taken as *he amount of the
paymeut relsting to the head concerned, even though certain charges on

%};ﬁ- voncher 1aay have been placed under cobjection ; but see Article

1. To facilitate posting, cach detailed head should be given a guide letter or &
guide nnmber by numbering or lettering in a eonmecutive series all the detailed
beads in sn ahatract or within the minor head of an abatraet. If preferred, o
symbal may be asrigned to each detailed head. ’
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466. Deductions shewn on payment vouchers should &t the same
time be recorded in part (3) of the abstract and its appendices in. the
detail for which the forta provides. In the appendices the rccoveriea
from cach voncher will be recorded, and only the total recoveries in each
treasury will be carried into the body of part (3).

‘1. Recoveries which are creditable to avy of the detailed heads, to which the

puyments on & voueher reiatn, should not bo treated as deductions for the purpose

of this article ; but see Article 79L. .

. 2. Deductions shewn in payment vouchers on account of subscriptions to the
@General Provident ¥Wund and the Postal Iusuruncs Fund should be recorded im
sepurate appendices in forms 51-C and 51-D, rvespectively. From these appen-
dices, the totals relating to each Aistriet should he brought into the Deduetion
Hegistor. The appendices should then he passed on to the Fund and Account
Current sections veapectively, with a certificato to the effect that the totals agree
with the eredits in the depurtmental abstruct. The appendix relating to the Goneral
Provideut Fund doductions, supported by the fund schedule in form General
Provident ¥und 8, may, Lowever, be sent to the Fund EBection in two parts; the
portion relnting to the first sechedule of paymonta being sent with a certificate of
agreement after the compilution of the vouchers of that scheduls, and that relating
to 1he second schoduls, into which the tota) deductions of the first part also should
be lLrought in order te arrive at the montnly total, after completion of the
depurtmental accounts,

Nors 1-—The deductions on mecount of the sterling and rupee branches of
Provident Funds should he posted and accounted for separately.

Norz 2.—A szimilar procedure may be adopted in the case of deductions om
soconut of the Indiun Military Service Family Pension Regulations and the Indian
Military Widows' and Orphama’ Fund

466. When all the vouchers of either schedule of payments have
been posted in the compilation book, the column showing the total
under cach detailed head should be summed up, and, if the working is
eorrect, the total should agree with the total of the scheduls of pay-
ments after (a) deducting from the former the aggregaie amonnt shewn
as deduction from vouchers for eredit to Serviee funds, ete., and (3)
adding to the result the amount of payments on account cf refunds of
revenue,

Norz--In the case of accounts which ean conveniently be proved with the
total puymenta of tho months as entered in the second scheduls (Article 279 of the
CGivil Acconnt Code, Volume Y1), on account of the sualt sizse of the depirtment or
the small size of the distriet or for any similar reason, the proving of poatings in the
eampilation book for each schedule may be forgone at the diserotion of the
Accountant General.

467. When the entries against a treasury in the compilation book
have been wosted and proved, the payments for the month at the
treasury under each detailed head except ‘‘ Refunds '’ (see article 464)
should be brought together im the compilation bouk for the first
scheduls. The moathly total under each head should then be posted
tn parts (4) and (5) of the abstracts. The month’s total payments as
shewn in the second schedule of payments sbould alse be pusted im
part (5) as a minus entry under the suspense head ** Departmentat Ad-
jusiing Account '* of the department. -

488. After the postings in parts (4) and (5) have beern completed
in the above manner for each treasury, the detailed itrms <honld be
independently east up scross the pages to the total volumm aned. if the
entrics have been made eorrectly, the total of both the parts aguinst
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each tredsury will agree with the difference between the amount of (a).
recoveries from pu;mr.nt vouchers for eredit to Service funds, ete., and
(b) payments at the treasury on account of refunds of revenue as postcd
in Paxt (1).

4 469. When the schedule of receipts of a treasury hag been examined
as to corrcctness of form and method of entry, the necessary notes of
classu‘icatlou should be made in the remarks column. The amounts
shown in the schedule should then be entered against the treasury con-
cerned cn the receipt side of the abstraets, “thosa relating to the
appendices under part (3) being posted therein and the rest in parts
(1) and (2). The total amount  of payments appearing in the two
pityment schedules of the trecasury on acecount of refunds of revenue
should be recorded at the same time in the relevant columuy of part (1).
The total receipts as shown in the receipt schedule should then be
posted as a minus entry under the suspense head ¢ Departmental Ad-
Jjusting Account ’’ of the department in part (2).

470. When the payment vouchers of both schedules of payments, as
well as the schedule of reccipts from a treasury, have Dbeen abstracied,
the recoveries and receipts shown in part (3) should Le transferred to
parts (13 and (2), the totals relating to each head beinz alone posted
against i

471. After the postings in parts (1) and (2) have been completed
in the above manner for each treasury, the detailed items should be
cast up acruss the pages to the total column and, if the entries have
been made correctly, the total against each treasury should be equal to
the difference between the amount of refunds posted from the payment
scliedules and the amount of. rccoveries from the paymnent vouchers
posted in part (3).

472, After the grand total of the transactions in all treasuries under
each head has been made in parts (1), (2), (4) and {5), it will be
necessary to post all adjustments made through departmental abstracts,
go that the departmental abstract will include monthly all transactions,
of whatever nature, connccted with rceeipts and payments of the
department. These will be posted from the Compilation Book in the
case of suspense slips, end from the Transfer Ledger and Abstract of
the department ; additions or deductions, as the case may be, being mado
" under the varioas heads concerncd.

473, The final stage in the eompletion of the ahstract is the pre-
paration of the proef shcets in parts (G) and (7) as preseribed in Article
462 (6) and (7).

Exzamination of Departmental Classified Abstracts.
473-A. On completion, {he Departmental Classifie] Abstract, ;mcom-

panicid by the sclieGules of receipts and payments, vouchers and all
supporting documents, should be made over to the Supcrintend2nt of the
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Section, who ghould carefully check the classification of receipts and ex-

penditure before submitting it to the Gazetted Officer in charge. After

- it is passed by the latter, the Classified Abstract should be utilised as
tLe basis of the Consolidated Abstract. )

1. For the purpose of this article it will be suficient if the classification entered
en the vouchers which the Superintendent and the Gazetted Officer check as part of
their concurrent review is checked by them as part of that review.

8. The Buperintendent and the Gazetted Officer should see that the veuchers
reviewed by tbem in respect of classification (sce Rule 1 to Article 209) have been
gorrectly posted im the Cinssified Abstroct. In the case of those vounchera the andit
of which is permissible after compilation of the acconnts this check may be exercised
at the time the vouchers are reviewed. The postings of Gazeited Audit vouchers
should be checked to the extent of tho review dope in the Gazetlted Audit Depart-
ment and the postings of the pre-audit voucheras should be checked to the extent of
the review preseribed for post-sudit vonchers rceeived with the treasury schedules.

473B. The due date for closing the Departmental Classified

Abstract is the 14th of the month following that to which the accounta
relate.

Filing of Vouchers. ' =

474. After the Departmental Classified Abstracts have been posted
and the andit of vouchers and post review, if any, completed, the
vouchers ghould be filed, a separate file being maintained for all classes
of vouchers which have the same period prescribed for their retention
(see article 95), so that there may be no difficulty in destroying them
after the preseribed time, Within each file, the vouchers appertaining
to ench District (or other) schedule should be kept together, and the
vouchers relating to a schedule should be arranged by minor and sub-heads
and units of appropriation.

Departmental Oonsolidated Abstract—Form and method of posting.

474.A. (a) The next process iz the preparation, in Account Code
Form 26, of the Departmental Consolidated Abstracts of revenue
receipts and gervice payments as brought to account in the Depart-
mental (Jassified Abstracts, Columns are provided for monthly
progressive totals under major head, minoxr head, sub-division (see article
193 of the Account Code) of a minor head and detailed head. In their
proper places, columns are also provided for progressive totals under
each sub-head of a grant or primary unit of appropriation, and any
sub divisions thereof, against which appropriation audit is required
to be conducted. Progressive totals for-each sub-head of a grant or
priloary unit of appropriation and for each major head should always
be filled in, but in other cases progressive totals may be fillad in at the
end of the year or whenever they are necessary to supply departmental
requisitinns, to facilitate watch over actvals or for any other purpose.

Unnecessary totalling should be avoided whenever
14AG0
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(b) Every head of account, under the revenue and service head
eoncerned, for which a column is provided im the Departmental Classis
fied Abstract (see Article 462) must appear in the Departmental Cons
solidated Abstract also, and against it must be entered the total of the
month’ entries as there recorded.

Norg—The fule in Article 199 of the Account Code applies here also mutails
#wtdndia,

474-B. The totals of the receipts and payments will then be checked
with the corresponding totals in the Departmental Classified Abstract
and, when agreed, the Consolidated Abstract will be sent to the Dook
Section. Similarly, after the preparation of March Final accounts,
the Consolidated Abstract should be sent to the Book Section for the
action indicated in Article 202 of the Account Code.

1. No separates consolidated abstract need he prepared for the transzetions
brought to account in the clagaified abatracy of treasury payments of the Publis
Works Departwent, These transactions shodld be incorporated in the general con-
dolidated ahstract of the Public Works transactions (see Artiele 502), which may

be maintained either in the Tressury Department Heetion or in the Works Audit
Departruent according to loeal convenience.

Review of Consclidated Absatract,

474-0. The Superintendent should scrutinise the Consolidated
Abstract intelligently once a month and see whether the fizures under
auy head are so abnormally high or low as compared with those of the
previous months as to raise a8 doubt whether there has been misclassifi-
cation or misposting. If any doubt is aroused, he should carry out
the necessary scrutiny with reference to the details of the doubtful item
and should satisfy Limself ag to the correctness of the figure. The
results of this review should be reported monthly to the Gazetted Officer
in charge on a date to be prescribed by the Accountant General.

Transfer Entries,

474-D. Corrections and adjustments within a departmental account
ghould be effected by means of transfer entries in accordance with the
procedure laid down in Chapter 11 of the Account Code. If an item
in a transfer entry has to be taken to a head in another Departmental
account, it should be eclassified in the transfer entry as pertaining to the
suspense head ‘‘ Departmental Adjusting Account’’ relating to the
other department. The transfer entry with the necessarz suspense alip
should then be sent, for acceptance and return, to the Superintendent
of the section which maintains the Detail Book or Departmental Abstract
in which the transferred item will be finally adjusted under the proper
bead. When reccived back with the acceptance, the transfer entry will

be posted in the Combined Transfer Ledger and Abstract, in Account
Code, Form 32,

' 474-.3. The section to which a transfer entry is sent with a sus-
peuse slip for acceptance will retain the suspense slip and deal with it
in the manmer deseribed in Article 208-A.
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" Chapter 22.—Presidency Payments,

475 | Bchedule of Cheques Paid + o 488
477 | Outstanding Cheques . . . 499
478 | Accountant General's Chock Reglater 480

Preandit Byatem
Goneral Procedure .

o
*
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Paymants by Ohequa . « 481 | Rules governing the proosdure to be
Cash followed in yment of claims

Payments in * * ’ - presented for p::-.md.it in an Audit

Closing for the Day e« . 485 Office . . « &

Pre-audit System.

475. Claims upon Government, payable at Presidency towns and
Provincial capitals, are for the most part submitted to the local Andit
office for pre-audit, and are paid under the rules in Annexurs A either
in cash or by an order upon the local head office or branch of ths
Imperial Bank of India. See Rule 1 to the Article 9 of the Civil Account
Code, Volume I. .

Norz.—In the csse of payments to non-officials either on behalf of Govern.
ment or any local authority om sccounti of fees, commission, bonus, remuneraiion
or roward of any kind, necessary intimation, together with the addresscs of the
payees, should, at the time of actual payment, be sent to the Income-tax Oficer
eoncerned 1f the amount of sach payment is not lesa than Ra. 250. .

478, The rules in this and the next two chapters apply in their
entirety only to the Audit offices at Calcutta, Bombay and Madras;
the system of pre-uudit for other Provincial capitals will, however,
follow the same procedure, as far as circumstances permit, option baving
been specially allowed in regard to the method of preparing cnd proving
the abstract of pre-andit payments. The instructions in Chapter 23 may
be followed in their entirety, or the postings may be made and prcved at
longer intervals, provided that they are mot done less freguently than
is fi:‘llle in the case of a Departmental Classified Abstract, wis, twice a
month,

Qeneral Procedure,

4T7. The Pre-audit Pay Department is responsible for recciving,
and for.making payment of, claims of all Civil Departments in the Pre-
sidency town, and of amilar claims of the Publis Worka Departwent in
respect of other than works expenditure.

On receipt of a claim it should be send to the section which andits
the paymeut of similar elaims made at treasuries, and the payment should
be made after the claim is sudited and passed by that section.

L {(e) In mosi offices, the arrangoment fa 'thnt. in exchange for svery bill
mntod. a brass tohen bhearing a mumiber ia givea to the persoa whe pressats ihe
by the receiving clerk in the Pre-audit Pay Department. This anmber 1a noted

o2
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by him on the bill, which is not returned to the payee but is transferred to the audit
section concerned. When received back from the audit section, the number of the
token is noled from the passed bills on auy echeque prepared for its payment. The
cash is paid or the cheque is hanled over to the person who presents the brass token
and gives the particulars of the smount and payee of the bilL The receipt and issue
of tfl:ans is recorded in & register of tokems in Form 51-F. A daily verification
of the stoek of tokens in hand shoull be made by the cashier after taking into
account the nnredeemed numbers. This is intended merely as a numerical check and
‘the object is to see that, for the numkher of tokens that are not in h_and, an equal
number of bills exists in the office, A certificate of this verification shouid be
recorded in the register of tokens and should be put up to the Gazetted Officer im
charge.’ . .

(b) The Saperintendent should see daily that, for all bills paid during the day,
whether in cash or by cheque, and for billa returned unpaid, the corresponding
tokens have been received back., He should subscribe-to the certificate in Form 51-B
:%a:h.is effect, and the eertificate should be shewn daily to the Gazetted Officer in

ge.

(¢) On the 20th of ench month, a detailed census of all tokens in hand skould
be taken by the Superintendent in a register in Form 51-G and the result reported
%o the Accountant General For the purpose of this census enquiry should be made
from different sections in Form 51-H. .

'4T7-A. After the passed bills have been received back from the
Gazetted Officer, they should not be sent from one section of ihe office
to another except in locked boxes, whether the despateh be transfer from
the audit section to the Pre-audit Pay Department, or from the cheque
writer to the Gazetted Officer and back, or any other transfer. All
trunsfers between the audit section and the Pre-aundit Pay Department
ghould be noted in a trausit register,

Audit.
+478. The audit sections should conduct the audit of hills presented
. for pre-audit and payment on the same principles and with precisely the
same formalitics as are observed in the case of bills received with the

treasury accounts for post audit after payment, care being taken that the
two classes of bills are kept separate from each other

479. Specimeén signatures of officers drawing bills—pay or contin-
gent—should be obtained and pasted in the proper pages of the audit
-registers, and each audrtor should, on reeeipt of a bill, first of zll see
that the signature on the bill agrees with that recorded in the aundit
Tegister.

Nore 1.—On a transfer of charge between officers, the relieved officer should
send to the Audit office the required number of specimen signatures of the relioving
officer. The auditor will see that the signature of the relieved officer is correct and

then paste the specimen signature of the relieving officer into the andit registers,
eaneelling the previous ones. ’

NoTeE 2.—In eases where a personsl assistant or other officer is entitled to sign
bills *¢ for ! a superior officer, specimen mignatures of the officer so entitled should
be obtained and utilised as above.,

480. After the bills have been examined and recorded and the andit
enf{acements and the amounts passed for payment (in words and .igures)
written on them by the auditor, they should be laid before the Gazetted
Ofticer in charge with the audit registers ; the officer will examine the
bill, compace the signature of the drawing officer with his apecimen
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signature in all cases and, if satisfied of the correctness of the cha;g;:s,
initial or tick off the entries in the registers and pass the orders for pay-
ment. The bills will then be returned to the Pre-audit Pay Depart-
ment. .

Kotz 1.~Care should be taken that the paid vouchers received from treasurios
ar¢ kept separate frum bills presented for payment after pre-audit.

Payments by Cheque.

481, I# payment is to be made by cheque under Rule II of
Annexure A, the passed bill will be transferred to the cheque writer, who
will prepare a cheque for the net amount in the special form for Pre-
audit cheques, putting his signature after the word enfered. He will
note the number of the cheque conspicuously on the bill, enter the
amount in the register of cheques drawn {Form 52), and lay the cheque
and the bill together before the Gazetted Officer in charge. This officer
will tick off the number of the cheque, see that its amount agrees with
the amount passed, and then sign the cheque and stamp the bill ‘¢ Cheque
drawn *’, after which the passed bill together with the cheque should be
sent to the Cash Department which will date the cheque at the
time of delivery. After delivery the Cash Department will attach the
payee’'s acknowledgment to the bill, stamp it as ¢ paid ’, write the voncher
number on the upper right hand corner of the bill and enter the pay-
ment in the register of cheques delivered (Form 52-A). The cheque will
be paid by the bank and charged in the schedule of Accountant Gieneral’s
cheques paid attached to the bank’s daily account. (See Article 48R).

1. When two or moro bills are payable to the samse person, & single cheque should
be imsurd for their ngerepats amount, though the particulars of each bill should
be entered saparately in the rogister of cheques delivered (Form §2-A). In sueh
cases & stamped acknowledgment for each bill should not be demanded ; a single
stamped receipt is sufficient. Each such billi may, if necessary, be stamped in the
audit office with a rabher stamp indicating that the relevant receipt is included in
the receipt attached to such and such a bill, filling in the number in manuseript.

£. Duplicatea of lost chenuea are, in some cases, issued on forma differing from

the original enly in that the word ‘! duplicate '’ is printed soross them in red.
(8ee Articles 18 and 177, Civil Acecunt Code, Volume I.)

8. When the endorsement on a bill is incomplete or irregular, the procedure
bln..i(‘lr dl;wm ejn Articles 13 (k) and 49, Rule 3. Civil Account Code, Volume I, should
olowed.

Payments in Cash. .

482. Dills to be paid in cash should, on being passed, be made over to
the cashier. who, if the wvoucher be in order, duly passed, and
receipted, should stamp the bill paid, pay the met amount, write the
voucher number on the upper right-hand corner of the bill, and enter
the payment in his cash payment register (Form 53).

Nore.—Billa for pensions may be paid in cash, up to a limit of R50 in eoach
s, :

483. For the payment of thess claims a fixed imprest is allowed, and
it this runs short during business hoars, a cheque, also in the gpecial
form for Preaudit cheques, may be drawn to replenish it. Tha
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Qazetted Officer in charge should check the entries in the register of eash
payments with the vouchers, and should also see that the amount
of the cheque agrees with the total of the register, before he signs it
The voucher for this cheque will be in Form 53-A. '

1. Before issming such a cheque, it will be well to note on the voucher above
deseribed that it covers sll cash payments up to ¢ o’clock *’, but on a day on
which small psyments are expected fo be numerous gnd soon to exhanst the im-
prest, & further amount may be drawn by & cheque when office opens, and if the
result be that the eash balance at the end of the day be not reduced to the
amount sanctioned for the fixed imprest, the fact must be reported to the Acecount-
ant General, and the surplus shown separately on the final agreement slip

(Article 487).

484, The fixed imprest will be borne on the accounts as a permanent
advance, end will be counted and certified by the Gazetted Officer in
charge on the last day of each month. The eertificate initialled by the
Accountant General should be filed with cash balance reports, though the
amount is pot included in the balance of the province.

Closing for the Day.

485. At the elose of each day the amount of the fixed imprest must
be made up by a cheque drawn by the Gazetted Officer in charge in his
own favour, so that the cashier may always close with a balance eqnal
to the fixed imprest in cash and cheques ; before signing the cheque, the
Gazetted Officer in charge will apply the same tests as are laid down
in Article 483. .

486. The Gazetted Officer in charge should take up the register of
cheques drawn with the cheque book, see that the numbers of the
eheques in the register are consecutive, and ascertain that no more forms
have been removed than are accounted for by entries in that register.
He shonld initial the counterfoil of the first unused form (the first to be
used on the next day), and by turning back to the last initials (those on
the first used form of the expiring day) will ascertain how many forms
have been removed.

—

487. The entries in the register of cheques delivered and the cash
payment register (Forms 52-A and 53) should be summed as each columa
is filled np. A final total, expressed in words and figures, should be
made at the end of the day, and the vouchers, with a memorandum im
Form 53-B, showing the aggregate amount of the payments, in
words and figures, should be forwarded to the Account Section, the
eheque and cash memoranda and vouchers being kept distinct. Ordi-
narily, a gingle memorandum for each class, prepared at the elose of
the daily payments, will be sufficient ; but on days when the payments
are numerous it is eonvenient Yo make up the totals and forward the
vouchers two or three times during the day, and when more than one
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memorandum is thus prepared, the aggregate amount pmd from the
ecmmencement of business must be shown in each, in words and figares.

1. The amonnt of the cheques issued in replenishment of the fixed imprest must
bs sxcluded from the mggregates seported in these slipa

2. The Gazetted Officer in eharge need mot, of course, gount the voucherns before
elgning the alips, nor is it absolutely necesanry for him to await the return of one
such alip before forwarding another packet of vounchers.

8. The vouchers, if numerous, are tranaforred in parcels at intervals, in ord