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Preface to the Public Works Account Code First Edition 
(Reprint). 

This ;Edition is merely a reprint o~ · the First Edition of 
the Public -Works Account Code with such additions and 
alterations. as have been introduced through the correction 
slips .... "The opportunity has been .taken to .bring the index 
up to 'date, and to make a few verbal changes. Certain obsolete 
wo~~s and designations have been deleted and· a few corrections 
of, minor importance have been introduced. 

~EW DELHI; 

The 10th 'Janoory 1995. -. 

E. BURDON, 
Auditor General in l1tdia. 



PREFACE. 

T· HE rules in this Code describe the accounts maintained 
in respect of public works transactions, the principles· 

()n which they are based and the procedure to be adopted i:t;1 
their maintenance. They supersede the rules in that respect 
.as giv~n in (~) the Public Works Department Code (edition of 
1908) and (i~) the Government, of India, Finance Department 
letter No. 1582-A., dated the 1st October 1918, regarding the 
.revised system of Public Works Accounts. 

2. Subject to the provisions of Chapter 1.-'~Extent of 
Application,'!. the rules in this Code except those contained 
in Appendix 8 _can be amended .and revised by the Auditor 
-General who will welcome any suggestions for amendment 
-that are made for his consideration by local Governments and 
Audit Officers. As the Auditor General would ·ordinarily 
-desire to know the opinion of the Accountant General on any 
.suggestion, it wilr be a convenient arrangement if the provin
·Cial Government will communicate its suggestions to the 
Auditor General through the Accountant General, and if an 

· administration under the direct control of the Central Govern
ment will send suggestions through that Government together 
with a copy of the views of the Accountant General concerned. 
Any suggestions in connection wi_th the amendment, etc., of 
the rules in Appendix 8 should be addressed to the Govern
ment of India in the Department of Industries and Labour. 

3. An explanatory memorandum indicating the authority 
that may amend each rule in the ·code will be furnished to all 
local Governments and Audit Officers. 

M. F. GAUNTLETT, 
A uditot, General • 

.No'Dember 29th, 1921. 
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GOVERNMENT OF INDIA • 
. 

PUBLIC WORKS A.CCOUN'l1 CODE,. 

CHAPTER I.-EXTENT OF APPLICATION. 

1. The rules contained in this Code describe primarily the procedure 
relating to the initial and. compiled accounts of officers of the Public 

lWorks Department. They are supplementary to the general rules in 
Volume I of the Civil· Account Code, eighth edition (Second REWrintJ 
which are applicable to that department unless there be something
repugnant in the subject or context or except to. the extent that they 

.are modified by the rules in this Code. . · · ~ 

2. It is necessary to set out in some detail the extent to which indivi
dual rules in this Code are binding upon local Governments and their 
wbordinate officers. This is done in the subsequent paragraphs of this 
chapter. · 

3. The Auditor General may-

(a) frame rules in all matters pertainiiig to audit, and 

(b) determine- the form in which officers rendering accounts to 
the Indian Audit Department shall render such accounts 
and in which the initial accounts, from which the accounts 
so rendered are· compiled or on which they are based, shall 
be maintained, 

in accordance with the.Rules framed by the Secretary of State in Council 
nndcr .,;ection 96-D (1) of the Government of India Act (vide Appendix 
1). 

Any provisions in this Code ro::llating to the requirements of audit anrl 
accounts, as indicated above, should be regarded as issued by the 
Auditor General under those Rules. 

4. The Governor General in Council, who is the custodian of the 
public account, may, acting under Rule 16 of the Devolution Rules, and 
with the previous sanction of the Secretary of State in Council, issue 
Treasury Orders prescribing the procedure to be followed in the payment 
()( moneys into, and in the withdrawal transfer a.nd disbursement of 
moneys from, the public account, and for the custody of moneys stand
ing in the account. 

A Treasury Order, though issued under the Devolution Rules, is 
applicable to all Administrations. It will, therefore, override any provi
Fion in this Code with which it may be inconsistent and will necessitate 
the revision of the rules affected. · 

B 
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. 5. In the Administrations unde~ the direct control of the Central · 
Government, the rules in this Code are wholly applicable. 

6. Iii Governors' provinces-

(a) the Treasury Orders referr~d to in paragraph~ confer upon 
_ local Governments certam powers of frammg subsidiarv 

rules on matters connected therewith, · 
(b) the Finance Department, under Rule 37 (e) of the Devolu

tion Rules, has to see that proper financiaf rules are framed 
for the guidance of other departments and that. 
suitable accounts are maintained by other departments and 
establisliments subordinate to them, and 

(c) the Public \Vorks Department may also find it necessary to 
· issue administrative rules for the guidance of its own 

offices, which may affect the prescribed procedure tJf 
accounts or necessitate the maintenance of any subsidiat"y 
accounts. 

Many matters dealt with in this Code are matters regarding which 
- the local Government has, in the exercise of these powers, the option 

of issuing local rules and orders consistently with the essential req nirtl
ments of audit as determined by the Auditor General. 

. It'will be convenient if, in the first instance, the local Government 
confirms by a general order all the relevant rules in this Code, and a~ 
local rules and orders, general or special, are issued, intiinates to all con
cerned, in consultation with the Auditor General, the rules in this Cod~ 
superseded thereby .. 

· 1. In Bengal and Bihar and Orissa, the procedure relating to_ t~e 
compilation of divisional accounts and to their submission to audit IS 

different from that described in this Code. The application of chapter 
XXI of the Code to these provinces is, therefore, subject to the pro
visions of the authori:;;ed local procedure, a~ described in the manuals 
of the Accountants General, with the approval of the Auditor General. 

8. Subject to the provisions of paragraph 7 above, the rules of this. 
Code apply wholly to such agency transactions o_f the Centra~ R_evenues 
as may occur in the Public Works offices subordmate to provmcml Gov-
ernments ' 

(1) unles_s there be something repugnant in the subject or context. 
or 

(2) unless the Central Government, through agency rules isdHe•l 
under Part IV of the Devolution Rules, declares that anv 
rule issued by a provincial Government, under the P?wers 
referred to in paragraph 6 a~ove, ~hall . be. apphcable 
to central, as well as to provincial, transactiOns. 
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CHAP. II.] DEFINITIO}OJ. [9-l't 

CHAPTER II.-DEFINITIONS. 

9. Unless there be something repugnant in the subject or context, the 
terms defined in this chapter are used in this Code in the sense here 
explained. · 

10. Administrative Approval.-This term denotes the formal o.cc~pt
ance, by the administrative department concerned., of the proposals for 
incurring any expenditure in the Public Works Department on a work 
initiated by, or connected with~ the requirements of such· administrative 
department. It is, in effect, an order to the Public Works Department. 
to execute certain specified works at a stated sum to meet the adminia
trative needs of the department requiring the work. See also paragraph 
74. . 

11. Advance Payment means_a payment made on a. running account 
to a contractor for work done by him bu\ not measured. See paragraph 
~~. . 

12. Agency Transactions is the term employed to·denote those trans
actions of the Central Government for which, in a Governor's province, 
the Governor in Council acts as merely the Agent of the Governor· Gene:
ral in Council under Rule 46 of the Devolution Rules. 

13. Appropriatio:D..-See paragraphs 112 and 114. 
14. Assets.-In the accounts of works this term indicates all outstand

ing or anticipated credits, which have to be taken in reauction of final 
charges. Examples: Recoveries of advances or recoverable payments, 
and sale-proceeds or transfer value or surplus materials. 

15. Auditor General's Rules ("ide Appendix 1).-Rules framea hy 
the Secretary of State in Council un!ler section 96-D(l) of the Govern
ment of India Act, which reads thus:-

96-D (T) An Auditor General in India shall be appointed by tbe Secretary of State
. in Council and shall hold office during His Majesty's pleasure. The Secretary 

of State in Council shall, by rules, make provision for his pay, powers. 
duties, and conditions of employment, or for the discharge of his duties in 
the case of a temporary vacancy or absence from duty. 

16. Book Transfer.-This term is applied to the process whereby 
financial transactions which do not involve the giving or receiving of 
Cash, or of Stock materials, are brought to account. Such transactions 
!Day either a~ect the books of a single accounting officer, or they may 
mvolve operatiOn on the books of more than one accountin~ officer whose
accounts are ultimately incorporated in the accounts :':Jf Government. 
They usually represent liabilities and assets of Government brought to
account either by way of settlement or othenvise, but thev may also. 
represent corrections and amendments made in Cash, Stock, or Book 
Transfer transactions previously taken to account. 

17. Commercial Department.-.See Appendix 6 to Civil Account 
Code, Volume I. . 1 

B2 



17A-24] DEFINITIONS. (CHAP. ll. 

17-A.-Completion and Completed.-In this Code and in all the 
Public Works Account forms "completion of work" may be understood 
to include "abandonment of a work", and "completed" to include 
"abandoned". 
. 18. Contingencies (Works).-When used in respect of the accounts 
of works, the term Contingencies indicates the incidental expenses of a 
miscellaneous character which cannot appropriately be classified under 
any distinct sub-head or sub-work, yet pertain to the work as a whole. 

19. Contract and Contractor.-The term Contract, as used in this 
~od~, means any kind of ~ndertaking, written or verbal, express or 
rmphed, by a person, not bemg a Government servant, or by a. syndicate 
or firm, for the construction, maintenance or repairs of one or more 
works, for the supply of materials, or for the performance of any service 
in connection with the execution of works or the supply of materials. 
The term Contractor meanR a. person, syndicate or firm that has ma.de 
such. an undertaking, but often its use is restricted to contractors for th& 
execution of works or for services in connection therewith. 

20. Central.-See paragraph 88. 
21. Department.-This term, when qualified by the prefix "The", is 

used to indicate the Public Works Departmt>nt. 
22. Deposit Works.-This term ig applied to works of construction or 

repair the cost of which is met, not out of Government funds, but out 
of funds from non-Government sources, which may either be deposited 
in cash or otherwise placed at the disposal of the Divisional Officer. 
Works executed for municipalities and other public hollies fall under this 
category when the cost is chargeable either to cash deposits made Cor 
the purpose, or to their credi.t balances at treasuries. 

23. Detailed Iiead.-See paragraph 86. 
24. Devolution Rules.-Rules made by the Governor General in 

Council; with the sanction of the Secretary of State in Council and with 
the approval of both Houses of Parliament, under Fection 45A of the 
Government of India Act, sub-section (1) whereof reads thus:-

45-A. (1) Provision may be made by rules under this Act-
(a) for the classification of subjects, in relation to the functions of Government, 

. as central and provincial subjects, for the . purpose of distinguishi!lg the 
functions of local Governmenb and local legislatures from the functions of 
the Governor General in Council and the Indian legislature; 

(b) for the devolution of. authority in respect of provincial subjects to local 
· Governments, and for the allocation of revenues or other monllys to those 

Governments; 
(c) for the use under the authority of the Governor General in Council of the 

agency of local Governments in relation to central subj_e<:ts, in so far _as 
such agency may be found convenient, and for deternuumg the finanetal 
conditions of such agency; and 

(d) for the transfer from among the provincial subje~s .of s~bjects (in this Act 
referred to as "transferred subjects") to the admmtstratlon of the Go:vernor 
acting with ministers appointed under this Act, and for the allocation of 
revenues or moneys for the purpose of such administration. 
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25. Direct Charges and Direct Outlay .-These expressions as distin
guiRhed from "lmlireet Charges" and •'Indirect outlay" (vide paragraph 
35 below) are applied to those charges pertaining to a work, project or 
job, which are directly incurred for its execution and are included in the 
regular accounts of it. 

26. Direction omce.-This term indicates the office of an administra
tive officer who has one or more Divisional"Officers working under his 
orders and is not himself entrusted with the execution of works or 
with the receipt and disbun;ement of public money, e.g., a Chief or a 
Superintending Engineer, or a Superintendent of Works; but, if such 
an officer is alao entrusted at any 'time with the receipt and disburse- . 
ment of public money, he is treated as.a Divisional Officer for the pur
poses of this Code, even though some part of his emoluments may be 
treated as Direction charges. 

~. Direction omcer.-The head of a Direction office is known by 
this designation. · 

EXPLANATION.-A Government servant holding the rank of a Superintending or- even 
a Chief Engineer is not a Direction Officer, unless the direction of the business of one 
or more divisions is entrusted to him. Thus a Superintending Engineer employed on 
special duty is not a Direction Officer. 

28. Direct Receipts.-These receipts, as distinguished from Indirect 
Receipts (vide paragraph 36) relate to 'items of revenue receipts which 
are realised in connection with a work or project either by officers ,)f 
the Public Works Department or other departments and are directly 
brought to account as appertaining to the work or project. 

29. Division and Divisional omce.-Throughout this Code, these 
terms are used to denote respectively the executive charge held by a. 
Divisional Officer (paragraph 30 6elow) and the head office of SUI!h a 
charge. Thus the office of an independent executive sub division is a 
Divisional Office for the purposes o( this Code, as also that of the Super
intendent of a Workshop working independently of a Divisional Officer. 

30. Divisional Offtcer.-In this Code, this term is applied to an execu
tive officer of the Public Works Department who is not subordinate to 
another executive or disbursing officer of the Department, even though 
the executive charge held by him may not be recognised as a "division'' 
by the Government concerned. Thus, the officer in charge of an in
dependent subdi_vision is also treated as a Divisional Officer for the 
purposes of this Code. See also paragraph 26. 

Disbursing Officers of other departments, if they ~pend Public Works 
funds and are required to render their accounts direct to the Audit 
Office, are also referred to as Divisional Officers ·in this Code. 

31. Final Payment means the last payment on a running account 
made to a contractor on the completion or determination of his contract. 
and in full settlement of the account. 
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32._ Fundament_al B.ules.-Rules made by the Secretary of Sta.te in 
Connell under sect1on 96-B (2) of the Government of India Act, which 
runs thus:-

96-B (2) T~e S!'cretary of. ~t.a.te in CC?uncil _may make rules for !egulating the 
classificatiOn of the CIVIl serVIces m India, the methods of the1r recruitment, 
their conditions of service, pay and allowances, and discipline and conduct. 
Such lWP.S may, to sudt extent and in respect of such matters as may be 
prescribed, delegate tbe power of making rules to. the Governor General 
in Council or to lochl Govei!IIlllents, or . authoril!C the Indian legislature or 
local legislatures to make laws regulating the public services : 

Provided that every person appointed before the commencement of tbe Government 
of India Act, 1919, by the Secretary of State in Council to the civil service 
of the Crown in India shall ·retain all his existing or accruing rights, or 
shall receive such compensation for the loss of any of them as the Secretary 
of Sta.te ,in Council .may consider just and equitable. 

83. Grant.-See paragraph 111. 
34. Inclusive Rate of Cost.--See paragraph 59. 
35. Indirect Charges and Indirect Outlay.-These expressions arif 

applied to those charges, and capital outlay, respectively, which pertain, 
or are incidental to a work, project, workshop job or manufacture job, 
but which are not incurred directly and solely in connectiOn therewith 
and thus cannot be directly taken into such detailed accounts of it as 
are incorporated in the regular accounts of the expeniliture of the Depart
ment. 

36. Indirect B.eceipts.-Receipts. which pertain, or are incidental, to 
a scheme or work, but cannot be directly taken into such detailed 
accounts of it as are incorporated in the regular accounts of the receipts 
of the Department. 

37. Intermediate Payment is a term applied to a disbmsemt~nt of any 
.kind on a running account, not being the final payment. It includes an 
'Advance payment', a 'Secured advance' and an 'On account payment 
(other than the final payment on a running account)', or a combination 
of these. 

38. Issue Rate.-This term denotes the cost ner unit fixed, in respect 
of an article borne on the Stocks of the Department at a. valuation, for 
the purpose of calculating the amount creditable to the Stock account by 
charge to the account or service concerned, when any quantity of that 
article is issued from Stock. -

39. Labour.-When a. separate materials account is kept for one or 
more sub-heads of an estimate and the term "labour" is used in con. 
nection with such an account, it denotes all charges pertaining to each 
of those sub-heads, other than (1) the cost of materials issued direct 
ancl (2) carriage and incidental charges in connection with the materin.ls. 

40. Liabilities.-When used in respect of accounts of works, this term 
includes all anticipated charges which are adjustable as final charges, but 
have not been paid, regardless of whether or not they have fallen due 
for payment, or, having fallen due, have or have not been placed to the 
()!'edit of the persons concerned in a suspense head subordinate to the 
accounts of the work concerned. 
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41. Local Government.-The term "Local Gove:r;nmep.t" as u~ed in 
this Code means, in the case of_a Governor's province,jhe Gove:rnor in 
Council or the Governor acting with ministers (as th.e c.ase may ~equife) 
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 Go:y
ernment and the other local Governments are also known as prinor 
local Governments. · 

42. Local Loan Works.-"As used iD, this Code, this expression indi
-cates works executed by the J>ublic Works Department on bf,lhalf of an 
Indian State, Municipality, Port Trust, or other corporation, when the 
rost of the works is to form part of a loan given .to it by Government 
for the purpose. 

43. Major Estimate is a .term applied . to the- estimate for a work, 
when the sanctioned amount of the works expenditure exceeds Rs. 10,000 
<>r any other limit which may be fixed by the .Local Government. ·rhis 
term is also applied, for the sake of convenie:t;:tce, to the wo:ck i~self. 

Non.-In the case of Central Civil Works an estimate for works expenditure exceed· 
ing Rs. 20,000 is classed as a Major Estimate. - · · 

44. Major Head.-~ee paragraph 86. 
45. Market Rate.-Used in respect of an article borne on the Stock 

accounts of a division, this term indicates the cost per unit at which the 
article, or an article of similar description, ·can be procured, at a 
given time, from the public markets suitable to the division for obtain
ing a supply thereof. This cost should be inclusive of carriage and inci
dental charges, and may even include a reasonable provision for wastage 
and depreciation when these are inevitable. 

46. Minor Estimate is a term applied to the estimate for a work, whe)l 
the sanctioned amount of the works expenditure iloes not exceed 
Rs. 10,000 or any other limit which may be fixed by tb,e.Local Govern
ment. This term is also applied, for the sake of convenience, to tb,e 
work itself. 

Non.-In the case of Ccmtral Civil Works an estimate for works exp~nditure which 
.does not exceed Rs. 20,000 is classeJ as a Minor Estimate. · 

47. Minor Head.-See paragraph 86. 
48. Non-voted.-See paragraph 90. 
49. On Account Payment or Payment On Account means a payment, 

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

50. Operation.-Used in respect of the accounts of manufacture and 
work_shop transactions, this term indicates the charges incurred on the 
manufacture operations {!Onnected with specific jobs. 
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· 51. Outturn.-Used in respect of the accounts of manufacture and 
workshop transactions, this term denotes the value of the finished pro
ducts (or of the work done, in cases in which the articles wrought are not 
supplied departmentally) of manufacture operations connected with 
specific jobs. · 

52. Payment on Account.-See paragraph 49. 

53. Primary Unit of ·Appropriation.-See paragraph 111. 

54. Progress means the up to date quantities of work done or suppliea 
made. 

55. Provincial.-See paragraph 88. 

56. Provincial Govemment.-This term is applied to the Govern. 
ment of a presidency or province which is under the administration of 
a Governor assisted by a. Council of Members and by Ministers, and 
which is·usually described as a Governor's province. _ 

57. Quantity.-In the accounts of works this expression is used tt 
describe the extent of work done, supplies made or services performed, 
when these can be measured, weighed or counted. 

58. Rate.-In estimates of cost, contracts, contractors' bills and 
vouchers generally, rate means the consideration allowed for each unit 
of work, supply or other service. Except in the case of. lump sum 
contracts, every bill or other demand for payment should, as far '\tl 

possible, set forth the unit rate at which payment is to be made. 

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

60. Re-appropriation.-Means the transfer of funds from one unit 
of appropriation to another such unit. 

· 61. Recoverable Payment means a payme~t to or on behalf of. a. 
contractor which does not represent value creditable or payable to huu 
for work done or supplies made by him, and has therefore to be made 
good to Government by an equivalent cash recovery or short payment 
of dues. 

62. Reserved Subjects.-See paragraph 88. 
63. Running Account is a term applied to the acc~unt with a ~on, 

tractor when payment for work or supplies is matte to h1m at convem~nt 
intervals subject to final settlement of the account on the completwr> 
or determination of his contract. 

64. Secondary Unit of Appropriation.-See paragraph 111. 
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65. SecUonal omcer.-This designation is used in_this Code to de.s
cribe those officials, usually non-gazetted subordinates, who are placed m 
responsible executive charg~ of works. <?r. stores under the orders of t~e 
officer in charge of a. 'recogruse~ sub -di~1s10n, and th~ accounts of whose 
transactions are, therefore, ultimately mcorporated m those of the sub-
division. · · 

66. Secured Advance is a term applied specifically to an advance 
made on the security of materials brought to site of work, to a contractor · 
whoa~ contract is for the completed items of work. See paragraph· 
299-A(a.). 

67. Special omce.~'l'he office of a. Special Officer;_vide paragraph 68. 
68. Special omcer (or Specialist Officer) ,_:_This term i; applied, 

in this Code, to such officials of the Department as are neither Divisional 
Officers nor officials subordinate to a Divisional Officer, and have no 
Divisional Officers working under their control, e.g., Consulting Archi
tects Electrical Inspectors, etc. 

69. Sub divisional omcer.-This designation is applied primarily ~o 
an official, whether a gazetted officer or not, who holds the charge of a. 
recognised subdivision in subordination to a Divisional Officer, but when 
&he immediate executive charge of any works or stores has not been 
com:tituted intc a regular subdivisibnal charge, hut is held by the Divi
sional Officer himself, the latter is also treated as the Subdivisionar 
Officer in respect of such charge. When a Divisional Officer holds the 
immediate charge of a ·recognised subdivision in addition to his own 
duties as the executive head. of the division, he is treated as the Sub
divisional Officer in respect of the charge of the subdivision, 

10. Sub-head.-In the accounts of works and in working est~ates~ 
this term is used to describe the subdivisions into which the total cost 
of a work (or of its sub-works if it is a large work) is divided for pur~ 
poses of financial control and statistical convenience. The several 
descriptions of work that have to be executed in the course of construc
tion or maintenance of a work or sub-work, e.g., excavation, brick-work 
concrete, woodwork, etc., are usually treated as the sub-heads of ~it. 

11. Sub-work.-In the case of a large work consisting of several build
ings or smaller works, or groups thereof, the term sub-work is often 
applied to a. distinct unit of the same if that unit is sufficiently large or 
important to be kept distinct for the purposes of accounts. For example. 
the outer wall, the solitary cells, the cook-houses, the jailor's quarters, 
etc., in the ca;;e of a large central jail. In the caee of Irrigation, Navi
gation, Embankment, Drainage and Water Storage projects, the Head 
Works, Main Line, each branch of a canal, each group of distributaries 
relating to each branch separately, the drainage and protective works, 
the Water Course Scheme, and Special Tools and Plant, all form sepa-
rate sub-works. , 

72. Supervision charges.-This term is ordinarily applied to th~ 
charges which are levied, in addition to book value, in respect of stock 
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materials sold or transferred, and are intended to cover such items of 
the expenditure incurred on the stores as do not enter their book value. 

!3. Suspense .Accounts.-This term is applied primarily to certain 
f!eads of account, falling under the minor head "Suspense" of a. major 
liead of expenditure, which are reserved for the temporary passage of 
wch transactions as must at once be taken to the account of the sanction 
•Or grant concerned, but cannot be cleared finally either because the rele
-vant payment, recovery, or adjustment is awaited, or because it is necea
:sary to keep an effective watch over the values of any stock materials, 
until their final disposal. The charges under a suspense account are 
taken in enhancement of the charges under the major head of expendi
ture concerned, and the receipts in reduction thereof. For suspense 
:accounts within the accounts of works, see paragraph 340. 

'14. Technical Sanction.-This name is given to the order of com
petent authority sanctioning a. properly detailed estimate of the cost of 
.a work of construction or repair proposed to be carried out in the Public 
Works Department. Ordinarily, such sanction can only be accorded 
by Government in the Public Works Department or by such authorities 
<>f the Department to whom the power has been delegated by Govern
ment. Sanction accorded to a work by any other department of Gov
-ernment is regarded merely as an administrative approval of the work, 
tJid,; paragraph 10. 

75. Transferred subjects.-See paragraph 88. 
76. Unit ·of Appropri~tion.-See paragraph 111. 
77. Voted.-See paragraph 90. 
78. Water Course.-This name is given to a channel for the supply 

-of water from an irrigation work, which falls under the definition bf the 
term as given in the Canal Act applicable to the area concerned. The 
.Qefinition given in the Northern India Canal and Drainage Act of 1873, 
is as followt1 :-

"Water-course" means any channel which is supplied with water from a canal, but 
which is not maintained at the cost of Government, and all subsidiary works 
belonging to any such channel. 

79. Work.-The term "work" when by itself, is used in a compre
hensive sense and applies not only to works of construction or _repair, 
but also to other individual objects of expenditure connected With tlte 
~upply, repair and carriage of too~s and plant, the supply or manufac
ture of other stores, or the operatwns of a workshop. 

SO. Works Expenditure and Works Outlay.-Th~se terms are used to 
indicate respectively the expenrliture, and ~he cap1t_al charge:', on the 
Rpecial services connected with the constructiOn, r~parr and mamtenance 
of works. The charges falling under these categones may be met when, 
under rule, any receipts are taken in reducti~n of the charges, but they 
.do not include the cost of the general serviCes, Tools and Plant and 
Establishment, or any charges not taken to final heads of account but 
kept under one of the suspense accounts. 
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CHAPTER III ... GENERAL· OUTLINES OF SYSTEM: OF 
ACCOUNTS. 

A.-CLASSIFICATION OF TRANSACTIONS. 

81 The Public Works Department in ea.ch Administration executes 
. . primarily works of all* classes required for all 

• Civil Works (CJvil f h 1 G 
BuiJdings and Com- departments under t~~ control o t e toea overn-
mu.nic~tions). ment, except such CIVIl Works as may be entrustetl 
'rr~atll~n Works. to the administration of the departments concerned, 
NaVlgatJon Works. • . f A di 5 f th C"vil A t Embankment fJide Ruling 3 o ppen x o e 1 ccoun 
Wor_k& Cot!~, Volume I. Civil works of the Central Govern-
Dramage Works. ment which are not under the control of the loc~ 

Government, or Military or Railway works, may also be entrusted to the. 
Departmed, either occasionally or as a standing arrangement, and at 
time'J works for the Public Works or other departments of other Ad
ministrations and Non-Government works may also have to be under
taken. 

1. Besides the foregoing, petty services such as the manufacture- or supply of stores 
-an also undertaken by Divisional Officers. · 

81-A. The general principles to be ·followed in the classification of 
Civil Works expenditure are laid down in Article 181-A. of the Audit 
-God a. 

82. Transactions relating to the charges and receipts connected With 
the servicP.s pertaining to the works of the Administration and to Ciril 

Works of the Indian Works for departments of the Central Government 
Posts and Telegraphs other than works referred to in the ·margin, are 
De~~e~; connec- adjusted finally in the accounts of Divisional Offic~t"~ 
-tion with ancient against the provision of funds therefor placed <tt 
monuments declared their disposal. Transactions connected with the 
"to be protected monu- · 
ments under . the semces for other Government Works are not so ad-
Ancient ~lonumenta justed finally, out "pass eventually out of the aCCOUnts 
Preservation A('t, of Divisional Officers for incorporation in the accountR 
1904, but Bee the 
Explanatory Note(37) of the departments and Administrations concerned. 
-of Appendix 4. Outlay on non-Government works is charged aaainst 

the d~posits received therefor. · o 

1. If an .Administratio!l executes, on behalf of another .Administration, a Civil Work 
(other. tha~ a work relat1ng to the Indian Post~; and Telegraphs Department) the cost 
of whtch ~s chargea_ble to the Central Government, the necessary funds are usually 
placed at tts own dtsposal. · 

2 •. 'YJten. a division undertakes a service on ·behalf of another division of the same 
~dmmtstratton, the connected receipts and charges are passed on for adjustment finally 
tn the account of the latter division. 

3. Ope~t.i~ns undertakt>n in the manufactories and workshops of a division on behalf 
-of ot~e~ ~~VI~tons, depart!Uents, local bodies or individuals are treated as operations of 
-the d1vtston m the first mstance, hut the entire u1st is ultimately recovered from the 
J>arty concerned. 
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~· In all cases the primary accounts of these transactions should be 
kept m accordance with the rules of this Code, even though the ultimate 
~ost_ c..f the transactions may not have to be brought to account finally 
m the bocks of the Divisional Officer. • 

. 84 •. The_ performance of these services and the subsidiary proceed
mgs gives nse to a number of other traJlsactions with other departments~ 
etc.,_ which have also to be brought to account, e.g., funds have to be 
obtamed from tr~asuries to meet liabilities incurred, receipts realisa1 
have to be lodged m treasuries, and stores have to be obtained from other 
divisions or departments or from Engla~d. · 

85. Tl.e transactions of Public Works Officers may thus be groupel 
under the heads indicated below :-

I.-Expenditure Heads; for cLarges adjustable finally in th.,-
accounts of Divisional Officers. · 

II.-Revenue Heads; for revenue receipts creditable finally to Gov
ernment in the accounts of Divisional Officers. 

ill.-Remittance Heads-Receipts as well as payments; for (!ash~ 
stores or other values received from, or paid to or on behalf 
of, other divisions or departments. 

IV.-Debt Heads; for certain receipts and payments held in 
suspense pending clearance by payment or recovery (a.f! the 
case may be) in cash or otherwise. 'l'he suspense accounts 
for transactions of this group are treated either as heads. 
subordinate _to ·the Expenditure heads or as independent 
heads of aecount, as will be explained in later chn.pters. 

86. The transactions under each of these groups are further sub
divided for purposes of accounts. In the case of Expenditure and 
Revenue Heads, the main unit of clas01ification is known as the major 
head, and the further divisions of it as minor beads, each of which has 
a number of subordinate beads, generally known as detailed heads. 

1. For departmental purpo$es, Public Works Officers usually divide a detailed heact 
into a number of "service heads" and the latter into a number of "departmental 
heads"; but, for purposes of account, tht• single term "detailed liead" is used for all 
divisions subordinate to a minor head, 

2. In the case of Irrigation, Navigrtion, Embankment, Drainage and Water Storage
works sanctioned under the new ·rules of 1929 the sub-divisions into which the minor
head "Works'' is divided for departmental purposes are called "sub-works" and the 
furt.ber sub-division of the latter as "detailed heads". 

87. The detailed classification of the account heads used m respect of 
Pubhc Works accounts is given in Appendix 4. 

1. To meet local requirements, th.a Accountant G~neral is authoris~d, under .the 
rules in the Audit Code, to make necessary changt>s m the standard hst of detailed 
heads. 

2. The detailed classification of the Public Works Major Head~ _introduced. for the
reception of special expenditure, such as the major head "5~-Imtlal Expenditure on 
New Capital at Delhi" is given in the manuals of the Audit Officers concerned. 

3. In the case of works of other departments and Governments ~ndertaken. by ~e
Publio Works Department as a standing arrangement, the prescnbed classification 
applicable to the connected transactions is intimated by the Accountant General. 
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SIJ The revenue and expenditure classified under the pres~ibed major 
and minor heads of account fall under two main divisions :-

(1) Centrai-Revenue and expenditure · administered by the 
Central Government. . 

(2) Provincial-Revenue an!l expenditura entrusted to the control 
of the local Government of a Governor's province under 
the Government of India Act. 

Provincial expenditure in Governors' provinces is "li.t'served''· or 
.. Tra-csferred" according as the subject on which it is inl'!urred is ad
ministered by the Governor in Council or the Governor acting with 
Mini&ters. 

. 89. Revenu~ is realised and placed to credit of Government as it fails 
.(lue under the statutory or other rules governing it, but expe:nditure ca.n 
be incurred only against a grant voted by the Legislature (Indian or 
local as the case may be) or allotted by the Government concerned. 

90. All expenditure of the Public Works Department i1:1 subject to 
the vote of the Legislature, with the exception of the items enumerated 
below, funds for' which may be proVided for without reference to the 
Legi~lature :- · · 

(a) Expenditure of which the amount is prescribed by or under any 
law. 

Explar.ation.-The amount prescribed should be considered to mean 
•the amouct which at the time of expenditure is prescribed'. Prescrip
tion nnder any law should be considered to include all cases in whicH 
an at1thority is empowered to fix the sum which shall be expended upon 
a particuh.r object and that authority proceeds to declare the particular 
amonnt which shall be so expended. 

(b) ~alaries and pensions payable to or to the dependants of-

(i) persons appointed by or with the approval of His Majesty or 
by the S'ecretary of State in Council ; and 

(ii) persons appointed before the 1st da_y of April 1924, by tli, 
Governor General in Council or by a local Government to 
services or posts classified by rules under the Government 
of India Act as superior Bervices or posts. · 

J!xplanation.-If a person appointed by the Secretary of State !n 
Council, or appointed before the 1st April1924 by the Governor Gener~~ol 
in Council or bv a local Government to services or posts classified by 
ruleq under the Government of India Act as superior services or posts 5!' 
subs"quently appointed to the post the filling of which is m the hanis 
of any authority in India his salary or pension shall be treated a9 
cornu g U'lder this clause. Jf however such a. person after retirement 
is -r~remployed in a post which is under the administrative control of 
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the Govemor General in Council or a. Local Government, he ceases t~ 
pos8t:oss his former statu~ and the. votability or otherwise of ~s pay. in 
the lOst in which he is re-employed w1ll depend on the authonty wh1ch 
appointed rum to that post. 

(r.) Sums payable to any person who is or has been in the Civ;l 
Service of the Crown in India under any order of the Secretary of Etat& 
in Council, of the Governor General in Council, or of a. Governor mai& 
upo"? ari appeal made to him in pursuance of rules made under the Gov-
ernment of India Act. · 

NOTII.--The expression "salaries and pensions" in clanse (6) above includes remunera
tion, allowances, gratuities, any contribution (whether by way of interest or otherwise) 
out of the revenues of India to any provident fund or family pension fund and any other 
payments or emoluments payable to or on account of a person in respect of his office. 

ld) Expenditure classified by the order of the Governor General in 
Council as "Ecclesiastical". 

NOTB.-With effect from the 1st April 1926, all expenditure in the Public Worb 
Department on the erection, maintenance and upkeep of Churches and EuropeaD 
Cemeteries is claBBified aa "Ecclesiastical." 

The terms Voted and Non-Voted are used to distinguish expenditur~ 
subje:ct to the vote from that falling under these exceptions. 

91. The incidence of revenue and expenditure under Central or Pro
vincial, and of provincial expenditure under Reserved or Transferred, is 
detennined by the -division of subjects as detailed in Rules 3 and 6 an:l 
Schedules I and II of the Devolution Rules and in the s·chedule to tb.& 
Coor~ Devolution Rules. See also Rules 4 and 7 of the Devolutioa 
Rules and rule 3 of the Qoorg Devolution Rules. 

NOTII.-At present the only Central revenue and expenditure of the Public Work& 
Department in Governors' provinceS~ is that relatmg to-

(i) buildings used or intended for any purpose in connection with the administra
tion of a Central subject, and 

(ii) ancient monum£>nts declared to be protected monuments under the .\ncient 
Monuments Preservaticn Act, 1904 unless these monuments have been 
,amoved from the operation of the exception specified in clause (a) of entry 
6 in Part II of Schedule I, and in clause (a) of entry 6 in Schedule II, 
to the Devolution Rules, by notifications issued by the Governor General in 
Council in the Gazette of India. 

In other Administration~ the entire •·evenu3 and expenditure is Central. In Governors' 
provincee the Governor i~ Council acts as the agent of. the Governor General in Council 
in regard to Central Pubhc Works revenue 'ind expenditure. 

92. The term "expenditure" used in paragraphs 88 to 91 includ~s 
also l'harges classified as (a) refunds of revenue receipts and (b) working _ 
expenses, both of which are taken in reduction of revenue receipts. Jt 
also inclui!es expenditure on stores' leave salary, etc.' a·ncurred in 
England by the High ~ommissioner, and charged against the English 
grant· sa.rtetioned sepa~ately for the purpose. 
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B.-SYSTEM OF ACCOUNTS·. 

15-

[93. 

93. Ths main features of the system of Public Works accounts are :-

{a) The Divisional Officer is the primary disbursing officer of the
division who is permitted . to obtain by cheques on civil 
treasuries the funds required for all disbursements in con
nection with the execution of works. He also collects
some of the depe.rtmental receipts of the division and pays. 
them into civil treasuries. 

(b) The accounts of these receipts and disbursements (inCluding: 
the transactions of subordinate officials acting on his behalf} 
are compiled under his .supervision by an accountant posted. 
to his office by the Accountant General, and a:re submitte.i. 
monthly to the Accountant General who .iLUdits them 
against sanctions and ·· appropriation of funds and the11o 
incorporates them iii the general accounts of the province. 

(c) He is further required to maintain clear accounts of all stores
received by him and to make these accounts !i.>ailable for-
audit by the Accountant General. · 

{d) Under each major head of expenditure, the charges on eaclk 
project, work, or- sub-work are recorded separately in the 
accounts of Divisional Officers. In the case of works of . 
certain classes (see examples cited below), PTo foTmti-. 
accounts of all tra?sactions connected therewith are pre-
pared annually by the Accountant General and, for this. 
purpose, the receipts pertaining to each work of this class. 
are also shown separately in divisional accounts :-

(i) Irrigation, Navigation, Embankment, and Drainage Works.. 
for which both capital and revenue or only revenue
accounts ~re kept. 

(ii) Quasi-commercial undert.akings, such as self-supporting.: 
work shops. ' '. 

(iii) Residential buildings. 
(e) Personal payments to all Government servants of the Depar.~-

ment are made on bills presented a~ civil treasuries in. 
accordance with the general rules of the Civil Account Code 
applicable to all Civil Departments, and are therefore· 
brought to account by the Accountant General himself from 

·data furnished to him direct by Treasury Officers. 
(/) In exceptional cases, where civil treasuries are not conveniently

situated, Public Works Officers are placed in account witlh 
Military Treasure chests. 
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94. It if; not sufficient that an officer's accounts should be correct 
to his own satisfaction. A disbursing officer has to satisfy not only 
himself, but also the Audit Department, that a claim which has been 
accepted i" valid, that a voucher is a complete proof of the payment 
which it supports, and that an account is correct in all respects. It i.s 

necessary that all accounts should be so kept and the details so fully 
recorded, as to afford the requisite means for satisfying any enquiry thali 
may be made into the particulars of any case, even though E.uch enquiry 
may be as to- the economy or the bond ·fides of the transactions. It i~t 
further essential that the records of payment, measurement and transa~ 
tiona in general must be so clear, explicit and self-contained as to be 
producible as satisfactory and convincing evidence of facts, if required 
in a Court of Law. All transactions involving the giving or taking nf 
<:ash, stores, other properties, rights, privileges, and concessions which 
Lave money values should be brought. to account. The record of a 
transaction of receipt or expenditure should always be made at on~e 
under the final or the debt or remittance head to which it pertains, !f 
that be known; but if the exact head cannot be ascertained at once, 
then the transaction should be temporarily classified under Deposits, if 
a receipt, or under Miscellaneous P. W. Advances, if a. charge. 
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CHAP'fER lV.-RELATlO:NS WITH AUDIT. 

A.-GENERAL. 

95. The Divisional Officer, as the primary disbursing officer of the 
ilivis10n, ls responsible not only for the financial regularity of the transa.J.o 
iionr; of the whole division but also for the maintenance of the accounts 
-of the transactions correctly and in accordance with the rules in force. 
See also paragraph 42 of the Central .Public Works Department Code. 

93. The Divisional Officer is further required to submit his ~counts; 
1o tltts Accountant General who has to apply to them such audit checks 
as may, from time to time, be prescribed by the Auditor General undl31" 
the Rules framed by the Secretary of State in Council, an extract from 
which is given in Appendix I. See also paragraph 42 of the Central 
Public Worka Department Code. ~ 

1. The accounts retums which have ordinarily to be submitted for audit and com· 
pilation are enumerated. in Chapter XXI, but the Accountant General is authorised 
to call for additional accounts, books, papers and writings having relation . thereto 
·•hould he consider them necessary for the elucidation thereof. 

91. Tha Divisional Officer is responsible that the accounts of his 
<divu;ion are. not allowed to fall into arrears ; but if arrears or confusion 
.arise which in his opinion. cannot be cleared without the assistance of 
;the Accountant General he should at once apply for such assistance. 

B.-DIVISIONAL ACCOUNTANT. 

98. To assist Divisional Officers in the discharge of their responsibili
ties referreJ to in paragraphs 95 and 96, the Accountant General will 
post a Divisional Accountant to each divisional office. 

1. Rules regarding the establishment of Divi&ional Ac<".ountants are given in 
Appendices 2 and 3. 

2. The employment, as an accountant in a .livisional office, of any person who does 
·not belong to the establishment of Divisional Aacountant~ is not permissible. But 
when a regular accountant is not availalole, and, as a purely temporary arrangement, 
the Accountant General has to entrust to a clerk the duties of a divisional accountant, 
he will be appointed to officiate as a dhision:t.l accountant in the particular vacancy, 
-even though he be not eligible for such appointment under the rules in Appendix 2. · 

9iJ. (a) The functions of the Divisional Accountant are threefold :
(i) as accountant, i.e., as the compiler of the accounts .of the 

division in ,accordance with the prescribed rulee and from 
the data furnished to him, 

(ii) as primary auditor,. i.e., as the representative of the Audit 
Department, charged with the responsibility of applying 
certain preliminary che<>ks to the initial accounts, vouchers, 
etc. (See Chapter XXI) ; and 
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(iii) as financial assistant, i.e., as the general assistant and adviser 
to the Divisional Officer in all matters relatng to the: 
accounts and budget estiniates, or to the operation ot 
finandal rules generally. 

(bi In the discharge of these duties he is expected to keep himself 
fully conversant with all sanctions and orders, passing through the office 
and with 0ther proceedings of the Divisional Officer and his a;ubordinates 
which may affect the estimate or accounts of actual or anticipated receipt& 
and charges. He should advise the Divisional Officer on the financial 
effect of aU proposals for expenditure and keep a watch, as far as possible, 
over all the liabil1ities against the grants of the division as they are 
incurred. · 

(c) The Divisional Officer should see that he is given the fullest. 
oppnrtumty· of becoming conversant with these sanctions, orders and 
proceedings- To enable him to discharge his duties efficiently the Divi
sional Accountant is treated as the senior member of the office establish
ment of the division, though his position is analogous to that of a Sub
Divi;.;ional Officer, .,ide paragraph 43 of the Central Public Work& 
Depattment Code. 

100. The Divisional Accountant is expected to see that the rules and 
order<J i.n force are observed in respect of all the transa.:tions of the 
diviS:on. Il he considers that any transaction or order affecting receipts 
or expenditure is such as would be challenged by the Accountant General 
if th~ primary audit entrusted to the Accountant were applied by the 
former 1 it is his duty to bring this fact to the notice of the Divisional 
Officer with a statement of his reasons, and to obtain the orders of that 
officer. It will then be his duty to comply ~th the orders of the 
Divi~iona.l Officer 1 but if he has been overruled and is not ~atisfied witb 
~he decision, be should at the same time make a brief note of the 
case in the Register of DiviRiona.l Accountant's Audit Objections, Form 
60, and lay the register before the Divisional Officer, so that the }attar 
may have an opportunity either of accepting the Divisional Accountant's. 
aJvice on reconsideration and ordering action accordingly, or of recording 1 

for the information of the Accountant General, his reasons for dis
regarding that advice. An objection entered in this register should no~ 
be considered as fina.lly disposed . of until it bas been reviewed by the 
Accountant General, for whose inspection the register should be available 
at all tiu.es. 

101. (a) The Divisional Accountant should bring to tha DiviRiona.l 
Officer's notice al] inRta.nces in which subordinate officers ex('eed the 
financial limitations on their powers placed by the Divisional Officer or 
highe• authority. 

1. For example, if the Divisional Officer is 81lowed a lump sum appropriation for 
expf'ndituTe on a ~rroup of works. aid he ha~ mnde ont of it appropriations for indiviilnal 
works. expenilitnre Fhonld ht> watched a~in~t individual appropriations and excesses-
brought to the Divisional Officer's notice. . 
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(b) He may further be. required by the Divisional Officer to undertake 
on his behalf, such other scrutiny of the accounts of th~ receipts and 
disbursements of P.ubordinate officers falling within the Divisional Officer's 
own powers of sanction, as the latter may consider necessary. 

(c) The D~visional Accountant should not be required to receive, 
or pay out, cash, but in _cases where the monetary transactions. at the 
headquarters of the Divisional Office are not large, either in number or 
in aroount, the Divisional Off).cer may, on his own responsibility and 

- with the previous consent of the Accountant General, entrmt the receipt 
and ilisbursement of cash to the Divisional Accountant. The Divisional 
Accountant should not, however, be normally _authorised to issue ·final 
receipts in P. W. A. Form 3 over his own signature. 

102. The Divisional· Accountant is further expected to inspect 
periodically under the orders of the Divisional Officer, the accounts 
records of subdivisional offices and to check a percentage of the initial 
accounts. The defects -noticed should be reported to the Divisional 
Officer for orders, but the Divisional Accountant will be responsible, as 
far as possible, for personally explaining the defect~ of procedure and 
imparf.ing necessary instructions thereon to the Subdivisional Officers 
and their staff. 

1. The results of these inspections . shouH be placed c;n reeord for the inspection of 
the Accountant General, but &erioui financial irregularities should be reported· at once 
for the information of that officer, even though set right under the orders of competent 
authority. See also Article 29 of Civil Account Code, Volume I, requiring a report to 
be made immediately to the Accountant General of all defalcations or losses of public 
money, stores or other property. _ 

2. The accounts of interest-bearing securities maintained by Sul•divisional Officers 
ahould be examined to see that the rules relating to them are observed and that the 
register in P. W. A. Form 85 is correctly maintained, and with this object a few 
transactions of the register should be compared with the entries in the cash book or 
other account, and t1ice t;ena. The securities certified in the last annual Account of 
Interest-Bearing Securities, P._ W. A. Form 86, as being on hand should be verified by 
inspection as far as possible, and it should be seen, in respect of such of them as are 
not produced for inspection, that there are in existence either the original acknowledg
ments of the depositors bearing dates subsequant to the dates o1 the last account, or 
the acknowledgments of the authorised custodians, as the case may be. _ . 

103. The Divisional Officer has a right tc seek the advice of th~ 
Accountan• General in all matters connectE~d with the ac0ounts of his 
diviE<ion or the appii:!ation of financial rules s.nd orders concerning which 
there may be any doubt. It will usually be desirable, however, that 
he shall first obtain the advice of the Divisional Accountant who is 
specially trained for this duty, and this should be done in writing in 
all cases of importance. 

C.-AUDIT INSPECTIONS'. 

104. The Accountant General arranges for the periodical test audit 
and local inspection of the accounts of divisional and subdivisiona] 
offiCfls, and the Divisional Officer is responsible that the initial accounts 
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and other. connected records are made aV'~lable for inspection. Inspect
ing officers ~re required, if possible, to clil:'cuss the drafts of their reports 
with the head of the office inspected before submitting them to the 
Accountant General, and, for this purpose, it is desirable that the bead 
of the office should be present at the inspection unless his presence is 
urge.ctly required elsewhere. 

D.-COMMUNICATION OF SANCTIONS· TO AUDIT. 

105 •. As a general rule, evecy sanctioning a~thority is responsible 
that all sanctions and orders against which audit of receipts or disburse
ment~ is to be conducted in the Audit office are communic~ted to it in 
accordance with the procedure settled locally in consultation with the 
Accoimtanii General. See also paragraphs 513 to 515 of this Code anl 
para{!l"apb 78 of the Central Public Works Department Code. 

' . 
I' . 1., Audit against sanctiona accorded by the Divisional Officer ia conducted in the 
:Audit office only in respect of technical sanctions to estimates and sanctions to WTite-off 
stores or losses of public money. In respect of other sanctions of the Divisional Officer 
the D1visional Aceountan~ is responsibl~ for the necessary cheek, wide paragraph 101. 

2. Sanctions to contract agreements accorded by officers higher than the Divisional 
Officer should be communicated by them to the Accountant Genetal in such form as to 
enable that officer to audit the payments to contractors on the basis of rates sanctioned 
for each item of wo1k or supply and other necessary terms and eonditicns. 

3. All sanctions to works in connection with residences of Heads of Local Govern
ments and of Heads .lf Administrations directly under the Government of India, 
whether original works or special or ordinary repairs, should be referred to the Audit 
Officer of the province for pre-audit and must be acceyted by him before any expendi
ture on the works is incurred. 

All sanctions to works in all Vit'eregal Estates should he referred to the Accountant 
General, Central Revenues, Delhi, tor pre-audit before they are is•ued. 

E.zception.-Urgent works in any of the residE'nces rmd the Viceregal Estates referred 
to above may be executed without pre-audit up to a limit of 10 per cent. of the total 
annual provision for original worka subject to the condition that any liability incurred 
ahould at once be reported to the Audit Officer together with au explanaticm o.f the 
urgency. 

E.-RESULTS OF AUDIT. 

106. The results of audit are communicated to the Divisional Offic3l 
in the form of Audit Notes, Objection Statements, Inspection Reports, 
lE-tters or memoranda. These should receive prompt .attention, f!ide 
Articles 18A and 19, Civil Account Code, Volume I, a.nd the replies 
of tbt! Divisional Officer should be based, as far as possible, on his ow.'l 
knowledge. . It is not enough to pass on the explanation of a subordin
ate; reports prepared in this wanner ha.ve more than once, by lulling 
susp1don, led to. greater irregularity afterwards. 
, 107. 9bjection S'tate~el'lts a.n~ Irt!q>ection Repor~s .s~ould be returned 
through the Suj>erntendmg En~neer after the D1V1s10nal Officer has 
recotded his replies thereon. The SuperintenJing Engineer will pass 
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orders in respect of matters . which he is competent to deal with finallJ 
and record his r~r:parks (~th ·a,not~. pf the ~ptjon t~~n) on all other 
points, before returning the Qocuments to the . Ac.countant Gene_ral. 

108. Once a transaction ·has been entered in the Objection Statement,. 
or otherwise challenged in one of the other documents referred to in 
para~aph 106, the responsibility for having the objection removed will 
devolve upo)l the Divisional Officer, and the Accountant General is 
required to report to .the higher authorities cases in which objections 
are r:ot clearE)d within a reasonable time. 

1. An audit objection i~ usually removed by obtaining the requisite sanction, by 
making the necessary recovery, by correcting or completing the relevant account or 
voucher, by furnishing the necessary documents or information, or by otherwise securing 
compliance with the provisions of a specified rule. In cases in which. a protest is made 
against an audit objection as being incorrect, the objection should be held to be in 
fDI'ce unless a formal intimation of its withdrawal is received from the Audit office. 

109. The Audit office is required to place unde:r: ·objection any transac
tion c:oming to its notice which is not covered by adequate sanction or 
involves an excess thereon or other deviation. In some cases, the Divi 

_ sional Officer may have already taken action to regularise the transactions,. 
or the exct-ss (if any) over sanction, 1Jl!M any further excess- that ma.y 
be Bnticipated, may be· within his cwn powers of sanction withoui 
preparing &. revised estimate, and he :r;nay have accorded the necessa.ry 
formal approval to it; ye~, if the llEfceSsary intimation of sanction doe~ 
not reach the Audit office when the divisional iwcounts in which the 
irregular tl'ansa.ction appears are being audited, the Audit office is bound 
to. ~ll.ise ~he objectwn, as· it is not aut~orised to assume that the necessa.l'j -
,llanc;tion hll.s been .a«;lcorded,- Divisional Officers will, ·therefore, fin~ 
it advisabl~;. to .send to the A-udit office. the earliest intimation of suet, 
pf tb~ir sanctions and orders as are required to be commu,nic(tted to 
audit (vid-J paragraph 105), and to give it, without waiting for the 
receipt of the Objection Statement or Audit Note, all necessary informa 
tion in regard to transactions for which, within their k~owledga, 
ad6quate authorit!l' does not exist. A single note or state!!!ent, prepared 
monthly and signed by the Divisional Officer himself, will ordinanly 
suffice, in respect of transactions brought to account in the Monthly 
Account, but, if it cannot precede or accompany the Monthly Account 
it should be sent to the Audit office within a week of the despatch of the 
Account. 

1: T~e o~ject of this rule is ~ ob_viate thd issue of unnecessary audit objections; but 
a 1'eduction m the pumber of obJections can be effected only by observing the requir& 
me~ts of the financial an~ other rules Learing on the transactio.ns, and by taking timely 
actiOn to accord or obtam, as the case may be, such sanctiOn or order as may br 
requi1'ed in cases in which a deviation from rule has occurred. 

?· The Divisi_oJ?a~ Accountant is responsible (i.) for bringing prominently to the 
not~ce of _the DIVIsional Officer, at least once a month, all irregular· transactions 011 

wh1ch achon has not already l>een taken by tbP. latter at the instance of Subdivisional 
Officers or of his own moticn, and (ii) for giving effect to the provisions of this 
par~graph in accordan~e w!th the ~rocedure which the. Divisional Officer may hav41 
desired to be observed m this connectiOn. · 
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CHAPTER V.-APPROl•RIAT.iONS. 

A'.-INTRODUCTORY. 

110. (a) Expenditure, as defined in paragraph 92, can only be incur
red on a work or other object :-

(i) ii sanction of competent authority has been obtafried, 3S 

required by any statutory rules or by any orders, general 
or special, i&cmed thereunder by competent authority, e.g., 
the rules in any authorised Code, and 

(ii) if funds to cover the charge during the year have been pro-
. ..vided by competent authority. 

1. In . the ca~e of charges against suspense accounts, any expenditure which is 
not expected to. cause an exct>ss over the net provision for the year, may be h'lld 
to be co~ered thereby. See also paragraph 124 (b). 
. _2. ~en! unde~ paragraph 58 of the Central Public Works Department Code, an 

_mtrmatton IS received from an officer of the Public Works Department that he is 
incurring an Jinauthorised liability on a work, the Audit Officer is responsible for 
bringing ;the. facts- instantly to .. the "Dotice of the competent authority so that the 
tequiaite steps. may be taken eit~er to atop the work or to regulariae ita execution. 

(iii) if no breach of anyof the canons of financial propriety ('11ids 
Rule 11 of Appendix 1) is involved. 

(b) For payments chargeable to the accounts of other divisions, 
departments or Governments, or of non-Government works, and repa.y
ment!'4 of deposits,; a· Divisional Officer does not require any specific 
provision of funds within the approptiations for his own division. n 
is sufficient to see that Sl:ich payments are made only in accordance with 
the rules in the relevant chapters of this Code. 

1. For inevitable payments uncovered by sanction or provision of funds see Articfes 
193-4, Civil Account Code, Volume I. 

B.-GRANTS AND THEm DISTRffiUTION. 

111. A grant or supplementary grant may be in respect of expendi
ture (vide paragraph 92) falling under one or more major heads or section~ 
of a major head. For purposes of financial control, the grant allotted to 
each major head of account is divided into primary units of appropriation, 
each of which may be divided and sub-divided, as may be necessary, into 
secondary units of appropriation. 

Examplea.-The grant for Civil works of the Central Government is ordinarily 
divided into the following primary units-(1) Original Works, (2) Repairs, (3) Grants 

·in aid, (4) Pay of Officers, (5) Pay of Establishment, (6) Allowances, honoraria, etc., 
(7) Establishment charges payable to other Governments, Departments, etc., (8) Tools 
and Plant (9) Supplies and Services, (10) Contingencies, (11) Refunds of Revenue, (12) 
Suspense, (13) Loss by Exchange. (14) Resern, and (15) Expenditure in England. 
Any sub-divisions of these, e.g., major works and minor works under (1), and Stock, 
London Stores, Miscellaneous, P. W. Advances and Purchases under {12) are known as 
MCOndary units. · 
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112. The dist~ibution of grants is usually effected "as u11:der :-

(i) The whole or a part of the appropriation' fo;· ~;-prim~ry unit 
within a grant may be placed at the disposal of a controlling 
authority or a .disbursing officer, or the unit may be broken 
up into a number of secondary units (to cover a number of 
works or a number of detailed heads of account) and the 
appropriation for any of these, wholly or in part, rpay b3 
placed at hie; disposal. 

(ii) A controlling officer, not lower than a Superintending Engi
neer, at whose disposal. an appropriation for a primary or 
secondary unit. has been placed, may, out of it., allot tun:ls 
for expenditure on a specific work or item, or on· a group 
of works or items. 

(iii) The sum total of all appropriations made by ·any contrqlling · 
authority from a unit should_ not exceed the amount ol 
the unit, or portion thereof, placed at his_ disposal. 

(iv) The appropriation for· a unit. (')jj.n. be increasej -or .decreased 
only by a formal order ~f·:~ea'ppropriatt61\: ·avlhorising a 
transfer of funds from or to: another unit. " 

113. An appropriation or reappropriation within the grants of a year 
can be authorised at any time before, but not after, the expiry of the 
year. 

114. Au appropriation-is intended to cover all the charges, including 
:the liabilities of past years, to be paid during the year or to be adjusted 
in the accounts of it. It is operative until the close of i.he financial 
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 £or the following year. 

1. The financial year closes on the 31st March. After that date all cash and stock 
\ransactions are treated as pertaining to the following year, but bona fide transfer 
.entries are permissible for some months, 11ide paragraph 582. 

115. (a) The Accountant General 1s responsible for watching firstly 
that the total expenditure under a grant does not exceed the grant and 
seccndly that the total expenditure on each primary unit within a. grant 
doet! not exceed the appropriation therefor as modified by orders of 1'6-

a.ppropriation passed by competent authority from time to time. 

~b) In compliance with paragraph 110 (a) (ii) he must further see 
-that. if under the financial rules (vide paragraph 117) of the Government 
·concerned, a work or other object of expenditure requires a. specifi\1 
.apprcpriation, all expenditure on it is audited against such appropriation. 
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(c) Simila!ly, ff ~ iuin.~; s~m appropriation is made for a group of 
worko or .. ~terns of expenditure of a division, the total expenditure thereon 
will be.' audited against the lump sum placed at the disposal of the. 
Divi&ional Officer- foi the purpose. 

1 • .The ~heck. against any specific appropriations' which the Divisional Officer may 
· "lllake "'out ·-of any lump sum placed at his disposal, is conducted by the Divisional 

Acc_!Jttntan!- on his behalf 11ide paragraph 101. 
f, . 

(d) Wilen, however, several Divisional O{ficers are authonsed to incur: 
cba.rges relating to a unit of appropriation, against a lump sum appro
pria.tion 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 divisions and to keep the aggregate charges within the appro
priation. If the Accountant General is requested by the !ocal Govern· 
ment to audit the charges against the appropriation, he will comply with 
the request. . 

(e) Subject always to the provisions of clause (a), no audit objection 
will be raised by the Accountant General in respect of-.. . . . 

. (i) expenditure, not covered by appropriation, ·on a work which: 
.. was in progress in the previous year and for which a specific: 

appropriation is required by rule, and 
(ii) e~penditure in excess of appropriation, 

if. th<~ amount of such expenditure does not exceed Rs. 500 or such higher 
·limit as may be prescribed in the financial rules (vide paragraph 117) 
of th~ Government concerned. 

1. Within a limit which should be prescribed by the local Government, expendi
ture incurred on repairs, without appropriation during the first few months of the 
finanrial ye&r need not be placed under objection for want of appropriation. In 
rcspPCt of expenditure debitable to the cenbra.l Government, the limit to be prescribed 
by the local C'..ovemment should not exceed that up to which it is authorised to incur 
expenditure in anticipation of budget orders. . 

116. Deleted. 
117. The procedure relating to the preparation of demands for grants, 

to the appropriation and reappropriation of funds and to budget matters 
generally, is laid down in the financial rules issued by the Finance 

,.· Department of the Government concerned. The n1les in regard to 
publi{: works chargeable to Central Revenues are laid down in Appendi& 
8. The powers of :t local Government in a Governor's province in res
pect of reappropriation are set out in Rule 38 of the Devolution Rules-

0.-GRANTS FOR EXPENDITURE IN ENGLAND. 

118. Separate provision is made, within each grant, for Indian and 
English expenditure, the English provision being intended to cover 
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l·t.. £· 

charges, such as those mentioned below~ incurred by 'the lpgh Com-
missioner :- ~ '· · \ 

(a) cost of stores purchased or to be paid for in Engl~d. including. 
freight charg~s, payable at that end; 

(b) leave and deputation pay 'payable in E~gland; 
(c) Sterling overseas pay; 
(d) other expenditure~ such as passage money, advances of pay,.. 

etc., incurred in England. 

1. AU charges paid at ports or elsewhere in India in connection with stores obtained. 
from England should be treated as Indian expenditure. 

119. (a) In order to exhibit as accmatdy as possible thE\. cost of works 
and stores in the detailed accounts thereof maintained by Divisional 
Officers, the full value of stores obtained from Eng-lltnd must be in

- corporated therein. .The !letailed procedure is prescribed in paragraphs-
417 to 419. ~.-· 

(b) This feature o~ the accounts_should be borne in miiid,iri tibtaining: 
grant&. '!'J1e appropriations for the minor heads relating to works and· 
stores sho;:rld be inclusive of the Engl~sh cost, converted into. rupees J.t 
the probablP. average rate of exchange [paragraph 120(a}], and there 

. should be a corr13sponding minus appropriation, divided into two sections, 
(i} Par Value, and (ii} Loss or Gain by Exchange for the minor hea.d 
"• Deduct-English Cost of Stores" of the major head under which th&. 
suspense account "London Stores" of the division is ·maintained. . ,• 

NoTE.-The Establishment charges paid in Ir.dia and 'in E~gland are brought, 
together in the Looks of the Accountant_ Gllneral, ' .but. outsida . the account~ oi the· 
Divisional Officers. · ·,. ·, _.: .. • - · 

121). (a} The charges incurred in England by. the High Commissioner 
against the English provision are ultimately brought to. 
account in the annual accoimts of the Indian Empire but 
oute.ide the books of the Divisional Officer. The sterling 
pay:nents are converted into rupees at the par rate (Rs. 13}-=£1), and 
the rupee equivalent is charged as English expenditure, separately fer 
(i} 3'tores, and (ii} Establishment charges. The difference between this. 
am01~nt and the rupee equivalent at thd average rate of exchange (para-· 
graph 418:•. is booked under the minor head "Loss or Gain by Exchange" 
[also divided into (i) Stores, and (ii) Establishment charges], as "a., 
plu,, or a minus charge, according as it is a loss or a gain. 

(b) The English expenditure converted into rupees at the par rate
(Rs. 13! = £1} will only go against the English provision. The minor 
head "Loss or Gain by Exchange" affects the Indian provision and 

•Under the major heads '15A(3),' '15B(3)' and '41' the nomenclature of the corres
ponding minor head is "Deduct-English cost of Stores and. Establishment", 
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the anticipated loss or gain should, therefore, be covered bv a plus or 
minus provision in the Indian section of the grant. • 1 

1. In the case of stores, the English expenditure and the Loss or Gain by Exchange 
<appear under the major head un ler which the suspense account "London Stores" of 
the division is classified. 

2. All indents on the High Commissioner for stores should be classified as pertaining 
to the major head referred to in Rule I, to enable the High Commissioner to classify 
the cllarges correctly in the accounts of his transactions for the province. -

121. Any savings under the minot bead ''Loss or Gain by Ex
change" due to there being a gain when loss was anticipated, or to the 
.amount of the gain being greater than it ·was anticipated, are not avail
al11€ for reappropriation as gain represents receipts though booked as 
minus expenditure in the accounts and additional receipts cannot be 
appropriated towards additional expenditure without a supplementary 
grant. 

D.-WATCHING OF ACTUAL~· . 

.. · 122. It is 'an important function of the Divisional Offi~er to keep a. 
·>Constant watch over the progress of expenditure, and to keep himself 
informed of such circumstances as may affect the progress of .expendi
ture, in order to take early steps for obtaining extra funds •Jr surrender
ing probable savings, as may be necessary. 
· 123. It will be found convenient, in practice, to adopt the plan 
indicated below :-

(a) The progress of expenditure on works or other items fot 
which there are specific appropriations, shou1d be watched 
individually month by month, through the Register of 
Works, Contingent Register and other relevant accounts. 

(b) In respect of wot:ks or items, lump sum appropriations for 
which. are placed at the Divisional Officer's disposal, he 
will watch the progress of expenditure against appropria.· 
tions by the maintenance of a record (i) of the expenditure 
in the form of a progressive abstract showing, month by 
month, the up to date expenditure of the year, and (ii) 
of the grants, in the form of a register showing the appro
priatiol's and rcappropriations ordered from time to time. 

(c) In this review of upenditure. undischarged liabilities play 
an important part and the~ effect on individual and lump 
sum appropriations sh~mld, therefore, be watched. 

1. Liabilities may be divided into four classes :-(i) those outstanding in the suspense 
.eccout.ts, relating to contractors and labourers, in the accounts of works, (ii) those 
~utstanding in any of the regular suspense accounts of the division, (iii) outstanding 
clebts adjustable by book transfer, and (iv) matured claims of contractors, suppliers, 
~tc., awaiting settlement, and all unmatured claims, recurring or non-recurring, likely 
to fall due for settlement before the close of the year. Liabilities of class (ii) may 
.effect not only the grants for the minor head "Suspense" of the major head under 
which the suspense account concerned is classed, but also the grants for works and 
•ervices falling under the same and other major heads, see also paragraph 124 (b). 
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(d) Anticipated credits (if any) which will ultimately be taken in 
reduction of the expenditure chargeable. against any indi
vidual or lump sum appropriation should also be taken 
into account.· See Statement E of Appendix 4. 

(e) This review is of special importance in the last three or _four 
months of the year. , 

(f) If desired, this- review may also be conducted coilectively jn 
respect of each primary or secondary unit of appropriation, 
a suitable register of appropriations being maintained for 
the purpose, see clause (b) (ii) above. Such a review is 
of special help i:p formulating proposals for reappropria-
tion. . 

124. The following points should receive special· attention :-

(a) The minus appropriation for the unit' "Deduct-English cost 
of Stores"* is covered by an equivalent plus provision 
included within the appropriations for the units for works 
and stores: This additional provision under the latter 
units should be reserved for the English .charges on stores: 
-Any savings likely to accrue should be surrendered. 

(b) The appropriations for suspense accounks provide for the net 
increase or decrease during the year, ~~at is, for the 
difference between the gross debit and the gross credits of 
the whole year. They impose an obligation on the Divi
sional Officer so to regulate his transactions during the 
year as to work up to the anticipated increase or decreat;e 
in the suspense balances. There is a corresponding obligl!'
tion on him to make, in the accounts of the year' all the 
adjustments, recoveries or payments necessitated by the 
actual transactions of the year. This -responsibility is in 
respect of both the openmg. balances and the fresh· opera
tions (debits and credits) of the year. Whe:t:e the clearance 
of any items is likely to cause any additional charges against 
other units of appropriation, the funds necessary to meet 
the charges should be reserved under those units. 

125. All liabilities and assets of the division adjustable by transfer 
credit or debit to remittance heads of account should be registered in 
Form 57, Register of Transfers Awaited, as soon as they become known. 
:As they are cleared, an entry should be made in columns 7 to 9 so that 
items awaiting adjustment may be known at any time. 

1. This register iR intentled primarily for all transfer transactions, recurring or non
recurring, which have to be responded to hy the division, but if desired, important 
items which will be cleared by orip.inal dPbits or credits may also be entered to 
facilitate the watching of their clearance. 

•Under the major heads '15A (3)', '15B (3)' and '41,' the corresponding minor bead ia 
.. Deduct-English cost of Stores and Establishment". 
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CHAPTER VI.-CASH. 

A.-INTRODUCTORY. 

126. The term "cash," as used in this chapter, includes legal tende~: 
coin, currency notes, cheques payable on demand, remittance transfer 
receipts an~ demand drafts. A small supply of one-anna revenue-

. s~amps may be kept as part of the cash balance. Government securities 
deposit receipts of banks. debentures and bonds, accepted as securitY 
deposit under the provisions of paragraph 441 are not to be treated aa 
cash. S'ee also Articles 2 and 6 of the Civil Account Code. Volume I. 

. , 

127. Primarily the Divisional Officer is the responsible disbursing 
officer of the division, but he may delegate this function to his subordin
fl.~e officers in certain cases, vide paragraph 275-A. 

. 128. Every Government servant is personally responsible for the
pl()ney which passes through his bands and for the prompt record of 
rt:ceipts and payments in the prescribed account as well as for the 
correctness of the account in every respect. The private cash or 
accounts of members of the department may not be mixed up with the 
J>U~lic cash or accounts . 

. B.-MODES OF OBTAINING CASH FROM TREASURIES. 

I.-General. 

' 129. Disbursing officers of the department obtain cash for disburse
ment in two ways, 11iz., directly by bills drawn on the treasury or 'by 
·IJleanR of cheques. For payment of pay and allowances of Government 
servants or. the regular establishment not charged directly to works, 
certain heads of offices and other officers draw bills on treasuries ln 
prescribed forms in accordance with the rules in Chapter XVII. All 
other disbursements are made by Divisional Officers, who may empower 
Subdivisional Officers to make disbursements on their behalf. For this 
purpose,- Divisional Officers are ordinarily placed by the AC<'ountant 
General in account with one or more treasuries within their jurisdiction 
and they may either authorise Sub-divisional Officers to obtain money 
from· the treasuries within the jurisdiction of the latter by drawing 
'rl,eques or place them in funds by means of a fixed !mprest or 01 
transfer of cash from the divisional cash chest. 

1. The tenn "treasury" includes also a military trl'asure chest with which a Divisional 
Officer may be placed in account. 
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130. The appropriation of departmental receipts to expenditure in 
the department ~s strictly prohibited except in the cases provided for 
in paragraph 147. See Article l(d) of the Civil Account Code, 
Volume I. · 

NOTE.-The local Government may, in consultation with the Accountant General, 
extend to the payment of contingent charges, the system of drawing bills directly on 
treasuries if this procedure be preferred. ' 

~"' . . .. 
131. Sub-treasuries are collecting depots and not disbursing' trea

suries, but to meet the convenience of Public Works Officers it has been 
.arranged that funds required for disbursement may be obtained hy 
mear,~ of cheques drawn on sub-treasuries' subordinate to a treasury 
with which a disbursing officer has been placed in account. See also 
Articl(· 25, Civil Account Code, Volume I. 

NoTm.-The term "treasury" as used throughout this Code includes the sub-treasury, 
anlesa tha contr~~ory is evident from the context. · 

132. The procedure prescribed for a.ccounting for cash ~btained from 
treasuries on bills for pay and allowances of establishment not charged 
<lirectly to works or on contingent bills if their encashment at 
treasuries has been authorised, iH detailed in Chapters XYIT, and XVIII. 
Undisbursed balances of cash thus obtained may be kept in depart~ 
mental cash chests, but they should not be mixed up with the regular 
CaE>h balances of the Department; accruing from money obtained on 
ct.eques, which are dealt with and accounted for in accordance with 
the rules in the following paragraphs. · 

133. Without making previous arrangements through the Accountant 
General, no officer is authorised to draw cheques on a treasury situated 
out'3ide the limits of the province, even though his own jurisdiction may 
-extend beyond those limits- · 

134. When for the convenience of work, it is necessary that the 
Divisional Officer or any of his subordinate disbursing officers should be 
authorised, either occasionally or as a standing arrangement, to draw 
cheques on a treasury situa_ted outside the limits of the division, sucil 
an arrangement may be sanctioned by the Accountant General on the 
re<'ommendation of the Superintending Engineer. Similarly, the Divi
sional Officer, may, if necessary, specially authorise any of his Sub~ 
divisional Officers to draw cheques on treasuries situated outside the 
jurisdiction of the latter but within the limits of the division. · 

1. ?'his rule is intended to be applied With special ~re and only to cases of real 
tlecess1ty. Payment to contractors should, as far as convemently practicable, be made by 
eheques on the nearest treasury and a stipulation to the effect that payments shall be so 
made should be inserted in the contract agreement where necessary. 

135. Deleted. 
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II.-Limits on Subdivisional Officers' Drawings. 

126. If the Divisional Officer considers it necessaiy for the main
tenance of efficient control over the disbursements of his division, to
set a monthly limit on the drawings of any of his Subdivisional Officers, 

. he may do so, fixing either a standing limit or a fresh limit either 
every month or whenever necessary. All such limits may be raised or 
lowered subsequently. Intimation of every limit when fixed or changed 
.should be sent both to the s·ubdivisional Officer and to the Treasury 
Officers concerned. 

1. For this purpose, the Divisional Officer may require the Subdivisional Officer to
submit, by a convenient date, an estimate of his probable requirements in suitable form. 

2. The limit when fixed should be for the account month of the subdivision and the
dates of the commencement and termination of the month must be specified in th• 
intimation to the Treasury Officer. . 

3. At the option of the Divisional Officer, the limitation may not. be intimated to the
Treasury Officer, if 'the check exercised by the Divisional Accountant over the sub
divisional cash accounts, after the expiry of the month, ia considered sufficient. for the
purposes of the Divisional Officer. See paragraph 101. 

III.-Cheques. 

1.37. Petty sums under ten rupees should not be paid by chequeo
and for the disbursement Qf these and other charges which naturally are
paid in cash, e.g., the wages of labourers and of establishment char~el 
directly to works, and value-payable postage, it is permissible to draw 
money from time to time from the treasury by cheque to replenish the
cash chest. Whether there be a guard or not, disbursers must dra.\\' 
cheques for the minimum of cash actually required to meet current 
disbursements, and if it is found at any time that the balance in hand 
is larger than is required to meet the anticipated expenditure of the 
next month, or of the next fifteen days if the treasury is not situa.te•l 
at an inconvenient distance, the surplus should be returned into the
nearest treasury. 

1~8. In drawing cl1eques (Form 6) drawing officers should be guided 
by the general rules laid down in Chapter I of the Civil Account Cod-3, 
Volume I. The special rules applicable to the department are set forth 
in paragraphs 139 to 143. 

139. Before a. cheque book is brought into use, all the cheque form& 
in it sltonld be marked by a distinguit=~hin~ letter. Cheques drawn by 
a di,·hnrsin~ officer on any treasury shon!d be diRtingnished by a. diffeT
t-nt letter from thoRe drawn by other diRhmPing officers of the divisioo: 
on that treasury and also from those drawn by himself on any other 
trea!'urv. 
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140. In the case of sub-treasuries the advice of the number of th& 
cheque book to be used (vide Article 22 of the Civil Account Code,. 
Volume n, should ordinarily be sent through the district treasury ; but 
in cases oi urgency, it may be sent direct to the sub-treasury, a copy 
being forwardeq simultaneously to the district treasury. 

141. If a limit has been set by the Divisional Officer on the drawing'! 
of a Subdivisional Officer under the provisions of p~agraph 136, the 
limit prescribed for the drawings on each treasury during a month 
should be entered on the reverse of the counterfoil of the cheque book · 
for that treasury before any chequeB are drawn during that month, and 
the Subdivisional Officer should watch that the limit is not exceeded, 
by deducting from it, on the reverse of the counterfoils, the amount of 
each cheque as it is drawn. The 1?-ndrawn balance at .the close of the 
month should not be carried forward to the next month. 

1. In the absence of a monthly limit on his drawings the drawing officer should record 
on the reverse of the counterfoil of each cheque the amount of tlte next cheque drawn 
and the total of the drawings during the month, and carry forward their total to th& 
next counterfoil, thus enabling himself, from time to time, to exercise an independent 
check on the postings in his cash book. 

142. If the currency of a cheque should expire owing to its not being 
presented at the treasury for payment within three months from the date 
of itR issu3 (vide Article 24 of the Civil Account Code, Volume n, j* 
may be received_ back by the drawer who should then destroy it and 
draw a new cheque in lieu of it. The fact of the destruction and the" 
number and date of the new cheque should be recorded on the counter
foil of the old cheque, and the number and date of the pld cheque that 
is destroyed should be entered on the counterfoil of the new one. The 
fact of the new cheque having been issued should be entered on the 
date of issue in red ink in the cash book but not in the column for 
pa)!'ment, :1. note being made at the same time against the origiJ?:;tl entry 
in the cash book. 

1. For procedure relating to lost cheques see Article ·27 of the Ch-il Account Code, 
Volume I. 

143 When it iR necessary to cancel a, cheque, the cancelment should 
b€' recorded on the counterfoil, and the cheque, if in the drawer's 
possession, should be destroyed. If the cheoue is not in his posqession, 
he should promptly request the Treasury Officer to stop payment· of the 
cheque anJ., on ascertaining that payment bas been stopped; he Rhould: 
write back the entry in his cash book by exhibiting the amount of tha 
chenu€' as a minus fi~re on the payment side in the "Bank ~ 
Treasury" column: A counter-reference should be given in the cash 
book, ag-a.inAt the original, to the second entry of the cheque. .\. 
chequP- remaining unpaid from any cau~e for twelve months from the 
dat., of its iAAne shouM be cancelled and its amount 'n71'itteu back in a. 
similar manner. 
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C.-RECEIPT OF MONEY. 

I.-Account Procedure. 

144. vVhen · money is hJCeived by a Government servant on behalf 
-of Government, it should at once be brought to account in the Cash 
Book and a receipt in Fcrm 3 should invariably be granted to the 
payer. If, however, the amount be realised by recovery from a. pay· 
ment made on a bill or other voucher setting forth full particulars ol 
the deduction, a receipt should be granted only if specially desired by 
·the payer, but the fact of the recovery having been made by deduction 
from the payment voucher should be clearly recorded on the receipt. 

1. Final acquittance for private cheques and drafts on local banks accepted under 
proper authority (vide Article 6 of the Civtl Account Code, Volume I) should not be 
:given to the payer until they have been cleared. 

. 2. Before an officer signs a receipt in Form 3 for rash actually received by him, he 
ehould see that the receipt of the money has been duly recorded in his cash book, and 
in token of this check the entry in the cash book Phould be initialled and dated at the 
11ame time. · 

3. As an exception to the rule in this paragraph, the local Government may authorise 
Divieional Officers not to pass through the Divisioval accounts earnest money received 

irom, and returned to, ·contractors on the same day the tenders are opened, provided 
that the contractors concerned are re']uired to give a stamped receipt for the money in the 
Register of Tenders maintained in the Dh<isional Office and that the Register is to that 

,-extent treated as a aubsidiary <'ash book and consequently ~s an accounts fo1·m. 

145. Receipts in Form 3 can be issued only by Divisional Officers, 
Subdivisional Officers, Zilladars or other Government servants specially 
authorised by the local Government, and all persons regularly or fre. 
'(]Uently receiving money on behalf of Government should keep a. cash 
book in Form 1. 

146. If a Government servant who is not in charge of a cash book 
rece1ves money on behalf of Government at exceptional times, he should 
not mix it up with the imprest or any other cash in his charge, but 
pay c..r remit it, at the earliest opportunity, to the nearest officer having 
a. cas1 book or direct into a treasury, accompanied by a. chaldn in 
duplicate (vide Article 5 of the Civil Account Code, Volume D. The 
acknowledgment of the Lrtl<J.sury {with an intimation of the full parti· 
culars of the receipt including the date of its realisation) should be for· 
warded immediately to the next superior officer having a cash book, 
1o ~nable him to make the necessary entries therein. The record of the 
irnnsaction will be in the correspondence and not in thA imprest account 
-of tho receiving officer. 

II.-Disposal of Receipts. 

147. Cash realised by officers of the department should be paid, as 
11oon as possible, into the nearest treasury, for credit as miscellaneous 
l'eceipts of the department. Should a. Divisional Officer or Subdivi-
1lion~t! Officer, however, require to make use of cash receipts temporarily 
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for current expenditure; be may do so mstead of obtaining fresh cash by 
c~e~ues; but before the end of the month, be must send to the treasury 
a cheque for the amount thus u~ilised, drawn in· his own favour and 
end~rsed by bimse!f with the words "Received payment by transfer 
ered1t to thd Public Works Department.". . · 

Non.-This rule does not apply to receipts realised by short payment on bills or other· 
vouchers. . . · · 

D.-PAYMENTS. 

I.-Manner of Payment. 

148. AU payments which officers authorised to draw cheques have. to 
makt!, should, as far as possible, be made by cheques; but se~ also ' 
para;..rraph 137. · 

149. It is permissible to make pr.yments to . suppliers of stores by. 
obtaming remittance transfer receipts from the district treasury in 
accol'dance with the rules in Article 169 of the Civil ,Account· Codd~ 
Volllme I. ·Remittances for such purposes of amounts less than ·Rs. 15; 
for which remittance transfer receipts cannot be issued by treasury 
clfi• ers, may be made by postal monAy order at the public expense. 

150. A3 a rule no cheque should be drawn until it is intended to ba : 
pai:J. away and ·cheques drawn in favour of contractors and others should 
be made over to them by the _disburser direct ; but the disburser may 
be a~sisted in making disbursements by a cashier appoi!l.ted for the· 
purpose under paragraph 170-B. _7'he occ~,Lsional delivery of cheques 
through a subordinate may be permitte·l at the discretion a.nd ·on the 
resp~•nsibility of the disburser .. - In such cases the subordinate sbouH 
make no entry in any accounts which be keeps, as a payment made by 
cheque should appear in the cash account of the disbursing officer who 
draws the cheque, and the subordinate's record will be in his corres· 
pondence. •. 

1. It is a serious irregularity to draw cheques and deposit them in the cash chest at 
the close of the year for the purpose of showing the full amount of grant as utilized. 

150-A~ Payments due to contractors may be made to financing 
Bauks instead of direct to contractors provided that the Department 
<>btr.ms (1) an authorisation from the contractor in the form of a legally 
valiJ document like a power of attorney or transfer deeJ. conferring 
authority on the Bank to receive payment, and (2) the contractor's 
<>wn acceptance of the correctness of the account made out aF being dua 
to h1m by Government or his signature on .the bill or other claim pre
ferred a"ainst Government, before settlement of the account or claim 
by pi!y~ent to the Bank. While th~ receipt given by the Bank h~lilioq 
a power o( attorney or transfer deed from the contractor constttute• 
a fu:r and Rufficient discharge for the payment, contral.!tors should, 
whetever possible, be indneed to present their bills duly receipted and 
.dis~harged through their Bankers. 

D 
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II.-Vouchers. 

151. As a general rule, every payment including repayment of money 
previously lodged with Government for whatever purpose, must be sup
ported by r... voucber.setting forth full and clear particulars of the claim. 
As far as.possible, the particular form of voucher applicable to the case 
should be used. Suppliers of stores and others should be encouraged to 
submit their bills and claims in proper departmental forms. But bills 
not prepared on such forms should not be rejected if they set forth the 
necesflary details of the claims. In such cases, the additional particulars 
req wred should be added by the disbursing officer. 
· 1. When it is not possible to support a payment by a voucher a certificate of payment, 

prepared in manuscript, signed by the disbuiSing officer, and endorsed if necessary by 
his superior oflirer, should always be placed on record. Full particulars of the claims 
should invariably be set forth, and where this necessitates the use of a regular bill 
form, the certificate itself may be recorded thereon. 

152. Every voucher must bear a pay order signed or initialled, and 
dated, by the responsible disbursing officer. This order should specify 
the amount payable both in words and figures. 

1. Cashiers and others authorised to make disbursements on passed vouchers, 11ide 
paragraph 150, should make no payment without a proper pay order of the responsible 
disbursing officer recorded clearly in ink on the bill or other voucher. No payment should 
be made on a voucher or order unless 1t is signed by hand and in ink. 

lb3. Except as provided in paragraph 150-A every voucher should 
also bear, or have attached to it, an a.cknowledgment of the payment, 
signee! by the person by whom or in whose behalf the claim is put 
forward. This acknowledgment should always be taken at the time 
of the payment. 

1. If a disbursing officer anticipates· any difficulty in obtaining, from the person 
to whom money is due, a receipt in the proper form, it is open to him to dechne to 
hand him the cheque or cash, or to make a remittance to him, as the case roay be, 
until the acknowledgment of the payment, with all necessary particulars, nas been 
given by him. In all cases of payment by remittance, a note of the date and mode 
of remittance must be made on the bill or voucher at the time of remittance. In cases 
of remittance by postal money order, the purpose of the remittance should be briefly 
stated in the acknowledgment portion thereof, mde Note 1 to Rule 6, Appendix 7, to 
the Civil Account Code, Volume I. · 

2. In the case of articles rec11ived by value-payable post, the valu11-payable cover 
together with the invoice or bill showing the details of the items paid for may be 
acc11pted as a voucher. The disbursing officer should endorse a note on the cover to 
the effect that the payment was made through the post offke and this will also cover 
charges for the postal commission. 

3. A certified copy (marked Duplicate) of a receipted voucher may be retained by 
the disbursing officer should this bu necessary to complete the record of his office, but. 
the payee should not be required to aign such a copy or give a duplicate acknowledgment 
of the payment. 

154. General instructions regarding the preparation and completion 
of vouchers are given in Chapter I of the Civil Account Code, Volume I. 
The following supplementary instructions should also be observed :-

(a) When the payee signs in a verna.cular, he should be required 
to note the amount ack"'lowledged in the vernacular in his 
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own handwriting.· In transliterating his ·acknowledgment,. 
the amount ooknowledged, as well . as any remark madd, 
by him should also be ·reproduced in English. _ 

(b) The disbursing officer is responsible that the full name of th_e 
work as given in the estimate (and other particulars s~t
fied in paragraph 272) or the head of account, to which 
the charges admitted on a voucher are debitable, or to 
which the deductions or other credits shown in the voucher 
are creditable, is clearly indicated on it in the space pro
vided for the purpose. or in some prominent position. 

E.-REMITTANCES TO TREASURillS. 

155. The officer in charge of a cash book should keep a book in ;Form 
4: in which he should enter all his 1erilittanees to the treasury as they 
are made; fi4e paragraphs 146 and 147. This book should oocompany 
the cash. 
' 1. Remittance made to local head offices of the Imperial Bank of India of cheques 

paid in as Public Works re.:eipts should be entered·in the Remittance Book, but in the 
place for the treasury receipt should be entered "By Bank cheques" and the book need 
not be sent with the remittance, provided that the cheques are always endorsed as pres
cribed in paragraph 147. 

F.-CASH ACCOUNTS. 

I,.-Cash Book. 

(a) UPKEEP. 

156. An a.ecount of their .cash transactions should be maintained in 
the Cash Book, Form i, by all Government servants authorised, as a 
regular arrangement, to receive money on behalf of Government, as 
well as by those entrusted with making disbursements out of cash 
received by them in transfer from the divisional cash chest or obtained 
by drawing cheques on the treasury. Government servants entrusted 
with fixed imprests or temporary advances should maintain and render. 
accounts ot their disbursements in Imprest Cash A"c.:mnt, Form 2. 

157; Tht\ cash book is one of the- most important acconnt records 
of the department. The detailed instructions prescribed for writing 
it up are given in the notes on Form 1, and disbursing officers are-' 
required to observe them strictly in practice. -

(b) BALANCING. 

158. The cash book must 'be balanced on the date prescribed for 
closiz:.g the cash accounts of the month, but when the transactions a.I'6 
numerous, a. weekly or even a daily balance, is .recommenned, and it is 

D2 
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advis&ble to count the cash whenever a. balance is struck, or at con
venient intervals, as. this affords an indel'endent check on the accuracy 
of the postings. The results of such intermediate counting should be 
recorded in the form of a. note in the body of the cash book (column 
8), so as not to interfere with the up to date totals; the actual balance 
of cash in the ·chest should invariably be stated in the note both in 
word•J and figures, and the o11tstan:ling balances of imprests and tem
porary advances should be taken into consideration when certifying the 
accuracy of the cash chest balance. 

(c) RECTIFICATION OF ·ERRORS. 

159. An erasure of an entry once made in the cash book is strictly 
prohibited. If a mistake has b~en made and it is discovered before 
th_e copy of the .cash book has been submitted to the diviqional offic~, 
the, mistake should-be corrected by drawing the pen through the in-· 
co_rrect. entiy and inserting the correct one in red ink between the lines. 
The disbursing officer should initial ew~ry such correction and invanably 
date his initials. When the miRtake is discovered too late for correction 
in this way, an intimation of the necessary correction should at once 
be sent to the divisional office, accompanied by a. proposed transfer 
entry, if necessary. Except as indicated above, no correction of an 
entry once made in his cash book should be made by a. Subdivisional 
Offi<..er, unless authorised by the divisional office to do so. 

1. The ume principles should be observed in correcting errors noticed in the divi
eional cash book. If the accounta of the month have been closed, no corrections of 
errore in amount, classification, or name of work, should be made in that book. A 
suitable remark in red ink (quoting reference to the correction in accounts) should, how
ever, be recorded against. the original erroneou1 entry. 

(d) VERIFICATION. 

160. The disbursing officer is required to check all the entries in his 
cash book as soon as possible after the date of their occurrence, and 
be sbouU initial the book, dating his initials after the last entry 
checked. The cash book should be si~ed by him at the end of the 
month ani such signature should be understood as fixing responsibility 
fo!' all the entries of the month inclusive of the closing balance. 

~· T~e following is the memorandum of some of the more important parte of the 
~enficat1on ~ 

The disbursing officer ahould-
(1) compare each entry of payment. with the gross o.mount chargeable as shown in 

the connected, voucher, seeing, at the Bl\me time, that. it bean ii) a payment. 
order rPcordf'd by himself or the Divisional Officer, and (iil the certificate 
of disbul'sem!'nt. si~rned by himself or an authorised subordinate, and 
ticking off each voucher as it. ia pa~sed ; 

(2) aee, whil~t. examining the poatings of vouchers on tbe payment aide, that all 
· dPdu.:hona shown in the vouchers (other than deductions creditable to 

the head of account or 1r.1rk to which the payment relates) are posted aa 
nceipta on the receipt aide of the .. oash b,ook; . · . 



37 

.CHAP. VT.l 'CASH, rlal-4 

(3) verify:th_e totaliing'of the cash ~ook or have this done by some principal 
aubordmate (other than the wr1ter of the cash book) who should initial 
(and date) it as <:orrect; and · · J 

(4) yerify the total of the postings in the "Bank or Treasury" column on the 
payment side by reference to the memoranda recorded by himself on 
reverse of the counterfoils 'of cheques.. · 

161. The actual talance of cash in each chest should be counted on 
the last "or king day of each month (i.e., immediately after closing 
the cash a.ccount of the month und.er paragraph 158}, but where thi., 
.is not possible, the cash_ balance may be counted on the :first working 
day of the following month before any disbursement is made. on that 

- date. A statement of the details of the actual balance should oe 
rrepared in Form 5, and a certificate of the count of cash, specifying 

·both in words and figures the actual ~ash balance (exclusive of imprests 
and. temporary advances), should be recorded below the closing entries 
in thE: previous month's cash book. This 'certificate should be signed 
by the disbursing officer who should invariably date his signQ.ture. 

1. Should it not be possible for the disbursing officer, owing to his absence, to mak& 
t.he count on the dates prescribed in this paragraph, he should do so a.t the earlies& 
tpport.unity, recording the reason for the delay on the' Cash Balance Report. 

162. Whenever, on the contents of the cash chest being counted, the 
balance as per cash book is found to be incorrect, it must, unless the 
err:.~r can be detected and set right at once under paragraph 159, be 
rectified forthwith by making the necessary receipt or payment entry 
-- "To cash found surplus in chest" under Deposits, or "By cash 
found deficient in chest" under Miscellaneous P. W. Advances, as the 
case may be. The administrative action to be taken on the occurrence 
of a deficiency must depend on the nature of each case. 

II.-Imprest Account. 

163. An imprest is a standing advance -of a fixed sum of money givea 
to an individual to enable him to make certain classes of disbursements 
which may be entrusted to hiE) charge by the Divisional Officer or the 
S'ubdivisional Officer in accordance with such rules, and subject to such 
restrictions, as may be laid down by the local Government. The 
amount of an imprest, should not, however exceed one thousand rupees, 
in any case, without the special sanction of the local Government. 

164. The account of imprest cash should be kept in duplicate i.n 
accordance with the instructions printed on Form 2, Imprest Cash 
Account. The counterfoil should be retained by the imprest-holder and 
the original supported by the necessary vouchers, should be forwarded 
to the officer from whom. the imprest is held, whenever the imprest
~older finds it necessary to have the account recouped, or it is proposed 
to increa~ or decrease the amount of the imprest or to close the account 
alto~ether. The account must, in any case, be rendered so as to reach 
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the officer from whom the imprest is held, in time to enable him to 
incorporate the account in his cash book before it is closed for the 
month on the date fixed for the purpose. 

165. The recouping officer should examine the imprest cash account 
.and the supporting vouchers, initial and date the vouchers in token of 
approval and by a formal pay order (vide paragraph 152) recorded on 
the account authorise the recoupment, enhan~ement, reduction or 
~losing of the imprest, as the case may be. The account should then 
be abstracted and incorporated in the Cash Book in the manner preq... 

"cribe;l in notes on Forms l·and 2. 
1. Should any item in an imprest account appear to the recouping officer to be 

. open to objection, the imprest should neverthelees be recouped in full, and the item 
under objection should be classified under the head "Miscellaneous P. W . .Advances" 
for watch under that account until either the objection is removed or the amount. ia 
made good by the imprest-holder. 

166. 'l'he imp;rest-holder is 1esponsible for the saf6 custody of im.
pre~:~t money and he must at all times be ready to produce the total 
.amount of the imprest in vouchers or in cash. 

m.-Tempora.ry Advance Account. 

167. ·when a disbursing officer makes a. remittance to a subordinate 
-officer to enable him to make a. number of specific petty paymenta 
-on a muster roll or other voucher which has already been passed for 
payment, the amount remitted should be treated as a. Temporary 
Advance and accounted for in the same way as an imprest. The account 
of a. Temporary Advance should be closed as soon as possible. 

1. This rule applies also to cash taken out of the chest by the disbursing officu 
himself for making payments at a distance. . 

G.-CHEQUE BOOKS• AND RECEIPT BOOKS. 

168. Cheque Books (Form 6) required by Divisional and Subdivi-
11ional Officers authorised to draw on treasuries and subtreasuries are 
obtained by them from the head treasury concerned, vide Article 21 of 
-the Civil Account Code, Volume I. Receipt Books (Form 3) are 
similarly obtained by them from the head treasury of the district wiUlin 
which thell" respective headquarters are situated. 

169. Cheques (or Receipt) Books should on receipt be carefully 
-examined by the Divisional or the Subdivisional Officer concerned who 
should count the number of forms contained in each and record a. certi · 
.1icate of count on the fly-leaf. 
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170. Counterfoils of used books should be returned promptly to the 
divisional office for record. - · 

1. In any case in which the local Government considers it necessary to record the 
counterfoils of completed Receipt Books in the subdivisionaJ office, they may be sent 
back to the Subdiv1sional Officer after their check in the divisional office, vide para
graph 5!:!3 (c). 'l'he Subdivisional Officer s..'lould, however, be instructed to keep tbem 
in some safe or box the key of ·which J;emains in his personal_ custody. 

H.-CUSTODY OF CASH. 

170-A. Public money in the custody of the department should be 
kept in strong treasure chests and secured by two locks of different 
patterns. In the absence of any precise orders from the local Govern· 

· ment, the Divisional Officers should make such arrangements for tha 
custody of the· keys and the proper disbursement of all moneys as he 
considers requisite. All the keys of the same lock must, except where 
the procedure prescribed in the note to this paragraph is adopted, be 
kept in the same person's custody, and, as a general rule, the keys 
of one lock should be kept apart from the keys of the other lock, and 
in a different person's, custody when practicable. When there is a 
police guard, the havildar or other petty officer of the guard shouTd 
usually be the custodian of one set of keys. The chest Bhould never 
be opened without both custodians being present. The non-commis
sioned officer or daffadar of the guard should always be present when a 
treasure chest is opened and until it is again locked. Whenever a 
eashler is attached to a division or subdivision, the keys of one of the 
}i)ck.s of the treasure chest will necessarily remain in his possession, 

NOTE.-If considered desirable, the duplicate keys of divisional and subdivisional 
chests may be placed, under the seal of the Divisional Officer, in the custody of the 
Treasury Officer concerned. In the event of this practice being adopted, a duplicate 
key register should be maintained and once a year, in the month of April, the keys 
ehould be sent for, examined and returned under fresh seal, a note being made in the 
register thai they have been found correct. . 

170-B. Cashiers may be appointed whenever, in the opinion of the 
local Government, the cash transactions of a division or subdivision are 
sufficiently extensive to require it. · 

170-C. One cashier may make the cash payments of two or more 
subdivisions, or throughout the whole of a division, wherever such an 
arrangement is found to be practicable. 

170-D. The Divisional Officer will count the cash in the hands of 
~s.ch cashier at least once a month; or in the case of outstations, he 
or the Assistant Engineer will count it whenever he may visit them. 
He will or. such occasions record a note in the cash book r.howing the 
date of examination and the amount (in woras) found. 
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CHAPTER VIT.-STORES. 

A.-INTRODUCTORY. 

111. The general administration of all the stores of q, division i• 
vested in the Divisional Officer, on whom primarily devolves the duty 
of arranging, in accordance with the rules of the Government concerned,. 
for (1) the acquisition of stores, (2) their custody and distribution accord
ing to the requirements of works, and (3) their disposal. 

172. Government servants entrusted by the Divisional Officer With 
the care, use or consumption of stores, are responsible for maintainin~ 
correct recorlls and preparing correct returns in respect of the stores. 
entrusted to them. 
. 173. All transactions of receipts and issues should be recorded,. 

strictly in accordance with the rules, in the order of occmrence and as. 
soon as they take IJlace. -Fictitious stock adjustments are strictly pr:r 
hibited, such, for example, as (1) the debiting to a work ')f the c0st of 
mat~rials not required, or in excess of actual requirements, (2) the 
debiting to a particular work for which funds are available of the va]u..,. 
of materials intended to be utilised on another work for which no fundt 
are available, (3) the writing back of the value of materials used ou 
a work to avoid excess outlay over appropriation, etc. Any breach ot 
this~ rule constitutes a serious irregularity, which will be brought pra· 
minPntly to the notice of the local Government by the Accounhn~ 
General. 

174. (a> The accounts of stores are based on the fundament!!ol 
principle that the cost of their acquisition should be debited to the
final head of account concerned or the particular work for which they 
are required, if either of these can be determined at once; otherwise, 
it should be kept in a suspense account pending clearance, as the 
matl:lrials are actually issued, by charge to specific heads of account or 
works. 

(b) In accordance with this general rule, the eost of the supply of 
all Ftores required as tools and plant for the geneml use of the division. 
is debited at once to the minor head "Tools and Plant", subordinata 
to the major head under which such charges of the division are classi
fied ; and special items of tools and plant whieh are required not for 
~enera] purposes but for a specific work, are charged off to that work. 
s~e also paragraphs 1 and 4 of Appendix 7 

(c) Similarly, all roadmetal required for the maintenance of a 
road or section of a road, is charged at once to the minor head "Re
pairs" (Communications) under the major heall eoncerned, against the 
estimate sanctioned for the collection of it, and w'hen ro:ulmetal is 
acq1oired specially for use in the construction of a road or ether work,. 
its cost is debited to the estimate for such construction. 
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<d) In the case of other materials, when purchases are made for the 
reqmrements of works generally, the cost is accounted for under the 
suspense Lead "Stock", vide paragraph 125 of the Central Public 
Works Department Code. Materials purGhased. specially for a work 
are, however, charged to that work.. . 

· 175. The four classes of stores enumerated in paragraph 121 of the 
.Central Public Works Department Code, thus fall into ·t'Yo distinct 
categories as shown below :-

(1) Stores charged to Suspense--
(i) Stock. . 

(2) Stores finally charged off
(ii) Tools and Plant. 

(hi) Roadmetal. 
(iv) Materials char&ed to works. 

176. With certain exceptinns [vide paragraphs 312 and 318 (c)], a 
numerical or quantity account of receipts, issues and balances has to 
be maintained for all stores, even though finally charged off, with a 
,-iew to control the balances efficiently until the stores are finally dis. 
pose.-l of either by consumption on works or otherwise. '.rhis quantity 
account h::t>J further to be reconciled periodically with the value accounts 
except in the case of Tools and Plant and Road Metal. The rules in 
this chapter are framed on the prmciple that, as far as possible, the 
in~1:a1 records of all stores, as also the returns of subdivisions, should 
take account of quantities only, and that the value accounts should be 
maintained in the di7isional office 

B.-STOCK. 

I.-General. 

177. The stock of a division is sometimes kept in a single godown 
or yard in the charge of a storekeeper or other officer, or each Sub
diviJional Officer may have a separate stock in his charge, either at his 
headquarters or scattered over the subdivision in the direct custody of 
subordinates or other sectional officers. Again, the stock, although 
scattered over the entire division, may be in the general charge of a 
sinp.lfl official and the Subdivisional Offir:ers may merely indent upon 
him, by keeping all the accounts. The rules prescribed below will apply 
wha!·cver be the arrangement in force in the division. 

178. Atock accounts may be maintained in a subdivisional office, 
even thourrh the officer in charge is not authorised to keep a cash 
account in "'Form I. A separate account should be kept in the division:1l 
office of any stock which is directly under the charge of the Divisional 
Officer or of an officer under his orders and not under the orders of li 
Sub divisional Officer. 
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II......-Quantity Accounts. 

(a) RECEIPTS. 

179. Materials may be receiv~d on stock from the following 
2loutces:-

(a) Suppliers, 
(b) Stores Department, London. 
(c) Other subdivisions, divisions or departments (in.cluding Gov

ernment workshops), 
(d) Manufacture,· and 
(e) Works, buildings, etc. 

In all case~ there 6hould be proper authority for the receipt, by the 
i!torekeeper or the sectional officer concerned, of materials to be brought 
<>n Ptock. This authority should be g~.ven in writing by the Divisional 
Officer or, if so authorised under local orders, by the Subdivisional 
()fficer. 

180. All materials received should be examined and counted, llr 
.measured, as the case may be, when delivery is taken. 'The record of 

-the detailed count or measurement shuuld be hpt in the Measurement 
:Book in the manner prescribed in paragraphs 280 and 281, and the total 
number or quantity received should be simultaneously entered in the 
Register of Stock Receipts, Form 8· Such acknowledgment as may 
bave to be given to a supplier for stores received from him can be signed 
-only by the Divisional or the Subdivisional Officer. Any certificate thai 
the storekeeper or sectional officer concerned may be called upon to 
'record in respect of the receipt of stores, for this or any other purposa 
(vidfl paragraph 191), should be in the following form:-

Received on nd duly recorded in the Register of Stock Receipts. See 
.also page---of Measurement Book No.-. 

Date (Signature). 

(b) IssUEs. 

'181. Materials may be issued from stock for the following pur· 
poses:-

(a) for use on works either by issue to contractors or direct (para
graph 307), 

(b) for despatch to other subdivisions, divisions or departments, 
(c) for sale to contractors, employes, other persons or local bodies. 

vide paragraph 135 (e) of the Central Public Works De
partment Code. 
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They should be issued only on receipt of an indent (Form 7) signed 
b'y the Divisional or the Subdivisional Officer. But when a sectional 
·officer has to issue stock materials for the requirements of works undar 
himtJelf the use of this form is not obligatory, if the sectional officer has 
been authorised under local orders to draw such materials from his 
"Stock up to ·any assigned limit not_ exceeding the provision made for 
materials in sanctioned estimates. · . 

1. When examining Registers of Stock Issues and Works Abstracts, Subdivisional 
{)fficers should see that in practice this rule is observed strictly, and they ·should deal 
suitably with instances of unauthorised and excessive issues to works made by sectional 
-officers without due cause. 

2. The term "Works" includes manufacture operations, tlide Rule 1 to paragraph 
187. -

· 182. IndeJ?.tS should be filled up carefully as all subsequent account
inb depends upon it. In th~ column "Head of Account, etc.", besides 
-entering the name of the account head to which the issue of storefl is 
-chargeable, full names of divisions and offices to which stock is to be 
issued and of contractors, employes, other persons or local bodies to 
whom it is authorised to be sold, should be added in all cases 
in which stores are ordered to be issued otherwise than for the 
Tequirements of works within the division. · The last column, headed 
"Name of Work, etc.", should be filled in only when the stores are 
Tequired for works within the division, and in such cases the full name 
<>f the work as given in the estimate, should be entered, as well as tha 
name of the contractor from whom the value is recoverable (vide para-
graph 307). · 

183. When issuing materials from stock, the storekeeper or sectional 
<>fficer should examine the Indent (Form 7) and sign it in the spa~a 
provided for the purpose, after making suitable alterations (attested in 
-each case by his dated initials) in . the description and quantities of 
materials, if he is unable to comply with the indent in full. He should 
then prepare and sign the form of the invoice attached to the inden1i 
according to the supply as actually made, and simultaneously make :'tn 
entry in his Register of Stock Issues, Form 8. The indent should be 
returned at once to the indenting officer and the signature of the officer 
receiving the materials should be obtained, as soon as possible, on the 
invoJCe which should be treated as a voucher in support of the entry 
in the register. 

1. It should be seen that the acknowledgment of materials is signed either by the 
person to whom they are ordered to be delivered or despatched, or by a duly authorised 
agent. This precaution is specially necessary in the case of issue!! to contract:ors af!d 
private persons whose acknowledgments should set forth all the particulars mentioned m 
11aragraph 310. 

2. Rule 1 applies also to issues made to contractors by the sectional officer himself 
without the production of an indent signed by higher authority (vide paragraph 181). 
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184. When making entries in the Register of Stock Issues ·the store. 
keeper or sectional officer should pay particular attention to record in 
the columnt1 headed "To whom issued" and "Head of Account, etc.'', 
the full particulars as given in the last two columns of the Indent or 
as otherwise known to him. 
· 1. If the materiala are issued for use ~n a W~l'k, the parliculars required to be entered 
in the column "Name of Work, etc." of Fonn 7 (vide paragraph 182) should invariably 
be given in the column "To whom issued". · 

185. As an exception to the general rule in paragraph 173 that all 
stock transactions shall be shown in the accounts as soon as they occur~ 
the local Government may prescribe that issues of petty stores by • 
sectional officer direct to works [1iide paragraph 307(2)] under hill
supervision may be shown in the accounts collectively once a. month wh~n 
closing the accounts of the month. 

. . . 
. (c) MON:THLY ABSTRACTS OF REclllPTS AND ISSU3S. . " 

186. The receipt and issue transactions of the entire subdivision 
mould be abstracted monthly in a. single "Abstract of Stoc-:t Receipta .. 
(Form 9) and in a single "Abstract of Stock Issues .. <Form lOl. These 
forms should be posted, in. the subdivisional office, from th3 Registe~;~ 
of Stock Rtlceipts and Stock Issues, Form 8. entries being made 0::1!y 
in uspect of quantities. 

1. The several transactions of the month need not be entered severally in th~t 
.Abstract, it being sufficient to show, a• a single transaction, the total receipts from 
each source or the total issues to each account or work. The quantities received (or 
is~ned) in earh transaction should be noted in the lower part of the Abstract, agains~ 
the entry of the transaction, in separate columna for each distinct arlicle of Stock, 
these columns being so written up as to group the articles by the prescribed heads of 
Stock. After all transaction& of the month have been posted, the total receipts (or 
issues) of each arlicle should be computed and noted in the column beaned "Quantities" 
in the upper part of the form. No entries need be made in the subdivisional offie~t 
in any of the money columna in either parl of the fonn, as these will be filled up in 
the divisional office, vide paragraph 197. 

2. In posti~g column 1 of the Abstracts, those receipts and issues of the month. 
which represent transactions the value of which is brought to account in the same month 
throu~th the cash book ot transfer entries, should be separated from transactions not so
brought to account within the month. See paragraph 573 

3. It. is. left to the Subdivisional Officer to make the most suitable arrangements for 
collecting the information required to complete these Abstracts. The Registers of Stock 
Receipts and Stock Issues of subordinates stationed at the subdivisional headquarters 
may be obtained in original, and storekeepers and sectional officers at outstation~ may 
bP required to furmsb copies of their registers. Care should be taken to reconcile all 
transfers of stock between s~.obordinates of the same subdi' ision, and reconciled trans
actions connected with such transfers within the subdivision should not appear in the 
.Abstracts of the subdivision. 

4. The Registers of Stock Rt>ceipts ami Stock Issues maintained by sectional officers 
may, if necessary, be closed a little Mrlier than thP date fi.ted for the closing of the 
eubdivisional accounta. See Rule 1 to paragraph 538. 

187. When abstracting the transactions recorded in the Regist"'rs 
of Stock Receipts and Stock Issues, care should be taken to obseiT& 



45 

CHAP. Vll.J STORES, [188-90 

stricti) the prescribed accounts classification, vide Appendix 4. It it 
not sufficient to· enter the name of the major head affected, but the 
min:>: and detailed heads should also be stated, as well as the additionl!l 
parlicular~ mentioned in paragraph 184 .. 

1. Although "manufacture" is a sub-head of the. Stock account, issues of stock to 
manufacture operations and receipts of outturn from manufacture, should be accounted 
for in the same way as issues to or from any other distinct head of account, and each 
manufacture operation should be treated as a separate work. See also paragraph 79. 

188. Tht~ quantity accounts of a particular month show 11oll quantities 
received or issued in that month; but the corresponding cash paymed, 
cash recovery, or other adjustment may not always appear in the divi
siomtl accounts of the same month. To secure agreement between the 
quantity and value accounts receipts and issues, the valne of whi..:h 
cannot be aifjusted in the accounts of the month in which the actu~>.l 
transactions take place, should be accounted for in the Ab.;tracts under 
the suspense heads "Purchase" and "Miscellaneous P. W. Advance" 
respectively. f:ee also Rule 2 to paragraph 186. 

(d) HALF-YEARLY BALANCE RETURN. 

189. (a) The total quantities of the receipts ·and issues of each. arti.:!!e 
of stock, Its recorded in the Monthly Abstracts; Forms 9 ani lG, shou·.cl 
before the Abstracts are transmitted to the divisional office (vide para· 
graph 541>, be posted in the Half-yearly Balance Return, Form 11, 
in the columns provided for the month concerned both under "Rereipts••; 
and "Issnes". As soon as the receiptd and issues of the last month of 
the half-year are -posted, the closing balances should be 
wnrked out and entered both in column 21, "Closing balance carrio3d 
forward", of the return for that half-year and in column 6, "Bala.nca 
bro':.lght forward", of the return for the next half-year. 

(b) A separate return in this form should be prepared for each of 
the half-years ending September and March, that for, the Aeptember 
half-year embracing only tram:actions up to the elate on which the 
montl.ly ncconnts of the Sl1bdivi~ion are closed. The return for each 
half-year should embrace all articles in stock. 

(c) Columns 22 and 23 of the form of the return are pr~vBed so as 
to give the snbdivisional and the divisional officers an oppl)rtunity r,f 
commenting on the conclition of the stores or on the raf;ef!, and of 
noticing cases in which the balances are in excess of requirements. 

(e) CoRRECTIONS. 

190. (a) Anv errors that mav be discovered in tlie Registers o-f 
Receipts anc1 I~~ne~ or in· the :Monthly· Abstncts, bf'fore the a<'connts 
for tht:! month are closed, may be, set right by. t~e Subdi~isiot.:al ~~cer. 
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Such cdrrections ·should be made neatly by scoring out the incorred 
figures or other entries and writing the correct ones above them and 
tp.ey should be attested by dated initials. 

1. • Storekeepers and sectional officers may similarly correct their respective Registers 
of Receipts and Issues before submitting them to the subdivisional office. 

(b) Mistakes subsequently noticed should not be corrected except in 
accordance with a formal transfer entry, or under instructioos receive} 
from the divisional office.· 

(c) Erroneous entries noticed i.n 81 Half-yearly :Baiante Return,. 
which has not yet been submitted to the divisional office, may oe 

· corrected by the Subdivisional Officer, only if the corresponding entries 
in the Monthly Abstracts concerned, or in the previous Half-yearly 
Return, are correct or have been duly set right. 

m.-Value Accounts. 

(a) PAYMENT FOR STOCK RECEIVED • 

.L91. Bills of suppliers should, before payment, be ex:tmined a.nl 
dealt with in the manner prescribed in paragraphs 276 and 284-2U6. 

1. Special attention is i~vited to the rule in paragraph 295 the oLjact of which is t() 
prevent erroneous or double claims being put forward successfully. Storekeepers and 
sectional officers may, if desired, be required to verify suppliers' bills before payment. 
(vide paragraph 180), but the disbursing officer is responsible that no payment is made 
unless the precautions referred to above htve been observed. 

192. Cash payment should not be made for stock received hom other 
source~ except in accordance with the rules in Appendix 6 to the Civil 
A-ccount Code, Vol. I. When under those rules payment for suppliM 
made by any department is made in cash, the claims of ~·uch depart
ment '!hould be dealt with in the same way as those of suppliers. In 
other cases, the necessary adjustmem of the cost, through th~ remittance 
or other head concerned, should be made by the divisional office in 
accordance with the instructions in Chapters VIII and XVI, after 
obtaining a verification of the claim, which should not be <'ertifie<l 
without crossing off the connected measurement book entries with • 
suitable remark. 

(b) REcoVERIES FOR STOCK: ISStTBD. 

(1) Issue rates. 

193. An Issue Rate is assigned to each new article as it is broucrlit; 
on stock. This rate is fixed on the principle that the cost to be char~eJ 
to works on which the material~ are to be used should !tpproximatety 
equal 'the actual cost of the stores and that there may l>e no ultimat& 
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profit or loss in the stock accounts. It should provide, beyond the
original price paid and the cost of carriage, etc., for-· 

(1) the expenditure on work charged establishment employed on. 
_ handling and keeping the initial accounts, 

(2) the expenditure on the custody .of stock, 
(3) the expenditure on the m~intenance of the store godown or 

yards, and _ - · 
(4) losses from depreciation or wastage, 

but should in no case be· in excess of the market rate. 

1. It is not necessary that the Issue Rate for an item should be the same in aU 
subdivisions, but a uniform rate sho}lld ordinar1ly be prescribed for all localities in. 
a subdivision. 

2. The Issue Rates should be worked out to the nearest anna, as far as possible. 

194. As purchases are made. or contracts for the supply of materials. 
are entered into, variations in cost should be watched, and if these are 
appreciable, Issue Rates may, and in important cases shall, at once li~ 
raised or lowered, as may be necessary. Further, when closing lihe
Half-yearly Registe:r; of Stock (paragraph 203), all rates must be re
viewed and !evised if necessary, to bring them within the inarket rates. 

195. If the Issue Rate of an article of stock is appreciably less than 
the market rate, the following precautions should be taken in addition 
to any restrictions on sales or on issues ~utside the division which the
Divisional Officer may prescribe:-

(a) Issues to contra.cto:m and sales shall be made at market rates~ 
but see paragraphs 308 and 309. · 

(b) Issues to other divisions and departments may be made at. 
a rate higher than the Issue Rate. 

(it) Mode of Recovery. 

196. (a) The Subdivisional Officer is responsible that the value ot 
materials sold to municipalities, Local Funds and the public, and of 
issues made to contractors for private use, is recovered in cash at the 
earliest opportunity. 

1 •. A Sale Account in Form 19 should be prepared in support of every such sale. 

(b) All adjustments of the value of stock issued except on sale shoulci 
be made by the Divisional Officer as in the case of receipts, vide para
graph 192.. The Subdivisional Officer is, however, responsible for the
clearance from works accounts, of all outstandings against contractors
on account of the recoverable value of materials issued to them by
charge to works. 
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(c) The 10 per cent. supervision chaJ"ge should be realized in addi
tion to the value of stock in all cases in which it is recoverable under 
para~aph 127 of the Central Public Works Department Code, but tha 
amounts recovered on this account should not be treated as re<:eipts on 

'a<lcount of stock, but as revenue receipts, or receipts on capital account, 
as the case may be. 

(c) VALUATION OP QUANTITY ACCOUNTS. 

197. When received in the divisional office, the Abstracts of Receipts 
and Issues will be incomplete in ·respect of (1) the values of quantiti.,s 
shcw:n as received and issued, and (2) cash or adjustment charges on 
account of manufacture operations and incidental charges, Fuch as those 
for carriage, loading and unloading of stock materials· They shouU 
now _be compfeted in both these respects. 

1. The lower part .of each Abstract should first be taken up. In this part, quantities 
c:! the several articles received or issut'd in connE'ction with each transaction have already 
been entered separately in the columns provided for this purpose, t~ide Rule 1 to 
paragraph 186. These quantities should now be valued by recording the amount of 
each just below it, and the total value of each transaction should be shown in the 
first money column (third column of Form 9 or second column of Form 10, as the 
case may be). Total should then be struck in the next money column, "Total," 
separately for each head of account. The npper part of the form should be valued 
next. The total of the values entered against each article in the lower part should 
be shown in the column headed "Amount (separately for each article)" again~t that 
article, it being seen further, in the case of issues, that this total is equal to the rate 
for the article multiplied by the total quantity. Finally, the ent1·ies in the last mon .. y 
column should be totalled up, both for each subh .. ad of Stock and for the whole 
.Abstract. The grand total should agree with the total of the second money column 
"Total" in the lower part of the form. The cash and transfer entry debits and 
credits to stock (vide Rule 2 to paragraph 186) should be agreed w1th the trnn.w<:t•ons 
pertaining to Stock brought to account in the cash book and the transfer entry Look, 
11ide paragraph 673. 

2. Receipts should be valued on the basis of the prices paid or payable as per billa 
or other claims. Extra charges, when paid or adjusted, should be posted as separate 
items without quantities. 

3. Issues shonld be valued at the Issue Rates fixed for the purpose, vide paragrapb.a 
193 to 195. 

4. AU entries made in the divisional office should be in red ink to distinguish them 
from those made in the subdivisional office. 

198. Carriage and other incidental r-harges Ehould be debited to stock 
only when they are incurred in connection with the general stock re
quirements. See a1so paragraph 379. 

199. To classify and collect, by objects of expenditure, the charge'l 
debited to Stock from time to time, the same procedure should 'Je 
observed as is adopted in respect of expenditure on works, that is, 
works abstracts and registers of works should be maintained. See also 
paragraph 567. 
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IV.-Half-Yearly Register of Stock. 

200. An account should be maintained in the divisional office ·tQ 
record, month by month, separately for each subdivision,. the transaction:'l 
relatmg to each item of stock. This account should be in· Form 12. 
Half-Yearly Register of Stock, which is in three parts:-

Part I.-The Register.· 
Part II.-The Summary. 
Part ill.-The Review. 

201. Part I should, as. regards qua.ntities, be posted monthly from 
the subdivisional Abstracts· Forms 9 and 10 and balanced half-yearly, 
in the same manner as the subdivisional'Half-Yearly Balance Returns; 
see paragraph 189. The ·only values to be posted should ordinarily be 
the 2-{!gregate values of the total receipts. and issues for each sub-hea<l, 

· as recorded in the upper part of these Abs~acts; but, if it is desired to 
maintain a value account of the receipts, issues or balances of any 
particular items, there is no objection to values._ being recorded in red 
ink, immediately below the respec~ive quantities.· · ., 

1. The Register should be laid before the Divisional Officer within a week ·after 
the submi~sion of the Monthly Account to the Accountant General. 

- •• - ._!it" 

202. At the end'of the half-year, the Closing balances of quantities_ 
should be reconciled with those shown in the Half-Yearly Balanc3 
Returns received from Subdivisional Officers, vide paragraph 542. The 
closing balances of the aggregate values of sub-heads should also be 
struck Their reconciliation with the accounts will be effected through 
Part II, vide paragraph 204. 

203. The Register should then be closed, the following instructions 
being observed in respect of money columns 20 to 24 :- · ' _ · 

(a) Market Rates (Column .24).-This column should be fill~d up, 
in respect of each item, under the orders of the Divisional 
Officer, by a person other than a ministerial subordinate. 
It should be written up at or about· the close of the half
year, but before any entries· are made in the column for 
Future Issue Rates. · 

(b) Current Issue Rates (Ccilumn .20).-This column will have 
been filled up at the commencement of the half-year in 
respect of items brought forward from the previous half
year, and· subsequently, from time to ti~e, in respect of 
new items and items the rates of which are revised daring 
the half-year. . 

(c) Value at Current Issue Rates (Column .21).-'rhis column 
should be written up at the close of the half-year and 
should rpnresent the value of the closing balance at th~ 
IsRue Rates current auring the last month of the hal.f
year. 
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(d) Future Issue Rates (Column 22).-This column should show 
the rate for issues during the following half-year which 
should be :fixed, separately for each item, in liiCcordance 
with the principles laid down in paragraph 193. When 
opening the Register for the following balf-y~ar, t?e rates 
as shown in this column should be transcnbed mto tb-3 
column for Current Issue Rates of that register. 

(e) Value at Future Issue Rates (Column 23).-Tbis colum'l 
should show against each item the value of the closing 
balance at the Future Issue Rate· The entries in this 
column should be totalled by sub-beads of stock for eliiC.i:J 
subdivision and if the total of any sub-liead does not agr,:e 
with the corresponding book balance as brought out in 
column 19 (vide paragraph 202), a~ adjusting entcy 
(plus or minus as the case may be), should be made, anl 
a further total struck, which should agree with the corre~t 
balance. 

204.. Part II, Summary, is intended to serve two purposes :-(1) to 
prljve the value balances brought out in column 19 of Part I (vide para
graph 202~, and consequently the amounts of the surpluses and deficita 
requiring Pdjustment in consequence of the revision of rates, and (2) 
to abstract the value balances, so as to bring out, by sub-heads of stock, 
for the entire division, the aggregate Value at Current Issue Rates 
-side by sicle with the balances as shown in the accounts. 

205. When Part II is completed, the Divisional Accountant !<houH 
write up his report in· Part III and submit it to the Divisional Officer, 
who will then review the Register of Stock and record his remarks 
and orders in tart m. 

1. This review should he directed to seo specially that stores are priced in accordance 
with the rules, that stocks are taken periodically by re~ponsihle officers, and that 
11tocka of inrli'l"idual items are regulated on a consideration of actual rt>quirements of 
the near future and with due re~tard to the avpra~e consumption of the Dn~t. The 
object to secure is that the stock on the register shall consist only of efficient and 
~ecessary articlea pri.:ed within the rates at which they could 1:le purchased at the 
t1me. 

206. It is optional with the local Government, in consultation with 
the Accountant General, to prescribe the maintenance of yearly Re~istP!f\ 
of Stock and to permit that they may be dosed and reviewed annna1ly. 
Important revisions of Issue Rates, which may be necesRitated by 
fluctuations of cost, should, however, he made at once and not deferred 
till the close of the year, vide paragraph 194. 

V.-Ledger. 

. 207. The maintenance of a contimwuR ledger for each article of 
Stock iR not necessary. It is permiRsible, however, to nRe loose rard 
or leaf ledgers, in suitable form, in cases, t'·fJ., those of electrical store~. 
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where the number of articles handled is large and frequency of transac-
. tiona renders it desirable to maintain, in respect of each article, a day. 
to day record of the quantities received and issued, presenting the ' 
resultant balance after each transaction. Where. this system ·is adopted 
th.,_ following instruotions should be observed :- · 

(a) .. The card or leaf ledger~ should_ be written up i.n respect. of 
quantities only, but, if values are entered therein for any 
purpose, they will not be recognised for purposes c:f 
accounts. 

(b) They should not replace the Register of Stock, Form :12,· 
- · but should, on the other hand, be reconciled therew1th · 
· · at ·convenient intervals. · · 

(c}IF the maintenance of the Registers of Stock Receipts and 
Stock Issues, Forni 8, is considc:>red unnecessary, they may 
be dispensed with, provided that suitable arrangements are 
made for the Abstracts of Stock Receipts and Stor-k Issues, 
Forms 9 and 10, to be written up, as transactions- take 
place, either by a responsible official or on the authority 

. of written reports signed by such an official, and supportai 
·by necessary vouchers. · . 

(d) The ledgers, if necessary, may be kept in a convenient posi
tion in the store godown, but they should be kept locked, ' 
the keys being in the custody of the person ;responsible 
for ·making entries therein. 

VI.-Stock-taJdng. ·. 
208. The results of all verifications of stock (vide paragraph 131 of 

ihe Centrnl Public Works -Department Code) should be reported ~'l 
the Divisional Officer for orders, but, as soon as a discrepan~y is noticed, 
the book l•&lance must be set right by the verifying officer, treating a 
surplus as a Receipt and a deficit as an Issue, with a suitable remark. 

209. (a) The value of stores found surplus should be credited at 
once as a rev~ue receipt or a receipt on capital account, as the case 
may be. 

(b) The value of a deficit should, however, not be charged off finally, 
but kept under "Miscellaneous P. W. Advances" pending recovery 
-or adjustment under orders of competent authority. When the losR 1s 
declared to be irrecoverable and its write-off ordered, a tran~fer entry 
sbonld be prepared deariJ).g the head "Miscellaneous P. W. Advances'" 
by debit to- - . 

(i) the works for which the stores were specially collected, if 
the &ccounts thereof are still open, or 
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(ii) the general head "Losses on Stock" under one or more major 
heads as may be decided by competent authority, on a. 
consideration of the objects for which the stores were· 
stocked. . 

210. The rule in paragraph 131 of the Central Public Works De
partment Code, suggests that the stock-taking of a subdivision may go.
on gradua1Iy throughout the year. The stocks of an article in a sub
division may, however, be scattered, and it may, therefore, not be 
possible in such a case to test the aggregate book balance of any article
for the subdivision, by an actual verification of all the stocks of it at 
the same time. Where such conditions prevail, the following expedient~ 
are recommended for adoption under the· orders of the local Govern
ment:-

(a) Sectional officers may be required to maintain quantity 
accounts of receipts, issues and balances (in a fol"'D 
similar to the Half-Yearly Balance Return) of stock 
materials in their charge. These accounts should'· 
be posted monthly from the Registers of Stock Receipts 
and Stock Issues before the latter are submitted to the 
Subdivisional Officer. 

(b) These accounts should be submitted to the subdivisional office· 
at the close of each half-year for record after reconciliation 
with. the Half-Yearly Balance Return of the subdivision. 

(c) As far as possible, the various stocks, in charge of a sectional 
officer, of each article, should be verified at or about th' 
same time, so that the difference between the· 
11ectional book balance .and the actual balance may at on~e 
be known. This difference should be adjusted in the· 
manner prescribed in paragraph 208, without waiting for 
the results of verification of stocks in other sections. 

1. Before the adjuPtment of a difference is accepted finally by the Subdivisional 
Officer, he should test the correctness of the sectional officer's book balance by reference 
to the recorda of his own office. 

I 

2. If the relaxation referred to in parngrapb 185, has been authorised by the local 
Government, the sectional officers should be required, at the time of the stock-taking, 
to bring to account all issues to works made since the closing of the previous month's 
accounts. 

211. The procedure of verification outlined in the foregoing para
graphs is suitable primarily fo!' divisioos executing ordinary works. Tn 
the cases of special store~ depots or divu;ions or of con~tnwtion divisions 
where there may be large concentration of stores, their physical veri
fication should be the duty of the executive authorities, and sboulil be 
performed bv such agencv nnd in fmrb detail a~ m:1v he doeided by the 
local Government in consultation with the Audit Officer. 
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VII.-Rectification of Accounts. 

212. Clerical errors in value accounts of stock should be dealt with 
-generally under 'paragraph 159; see also paragraph 1~0. Corrections 
of errors discovered after closing the accounts of the month, ~ould, 
when permissible, be made (i) by inaking entries of value (without 
·9-uantities) in t~e Stock accounts of the current month ~hen no cha~ge 
1s to be made m the head ·of account affected, and (n) by prepanng · 
-transfer entries in other cases. - · 

213. Other corrections in- (:ltock ac-counts may be necessary in the 
:following cases :-

(i) When quantities are found surplus or short, either as the_ 
results of stock-taking, or otherwise, vide paragraphs 131 

- and 130 of the Central Public Works Department Code. 
(ii) When ·Issue Rates have to be raised or lowered vide paragraph 

194. 
(iii) When stores of any description become mtserviceable (vide 

paragraph 129 of the Central Public Works Department 
Code) and bave, therefore, to be removed from stock. 

'214. These corr~ctions should be effected in the following manner :-
(a) Both in quantity and ·value accounts, all additions to quanti

ties should be treated as Receipts, and. re(.uctions therein 
as Issues, a suitable remark being made in the entries .in , 
Forms 8, 9 and 10; ·see also paragraphs 208 and 209, 
These entries must be made as soon as differences i.n · 
quantities come to notice, but in the case of materials to 
be declared unserviceable, no adjustment should be mads 
untif receipt of orders of competent authority, which 
should be obtained on a Survey Report in Form 18. · 

(b) Alterations in rates made when closing the Register of Stock 
should be carried out as indioate:l in paragraph 203(d). 
Those made on other occasions should be noted at onC'-e 
in ??art I of the Register of Stock by making a fresh entry' 
(with the month of change! in column 20. The resultant 
rectification of the value of the stOck balances should :n 
all cases be made only when the Register of Stock 1s 
closed, vide paragraph 203(e). The adjusting entries 
refer!'ed to in that paragraph should, however, be cleared 
on receipt of orders of competent authority, this clearan"-6 
being effected by making suitable value entr1es, without 
any quantities, in the Abstracts of Receipts and Issues, 
Forms 9 and 10, as the case may be, the values being 
c1assified in accordance with the principle enunciated in 
paragraph 209. 
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215. No correction will be made in the accounts in respect of stor~ 
declared to be in excess of requirements, vide paragraph 126 of the 
Central Public Works Department Code. Such stores will continue to 
be borne on the Stock account until transferred elsewhere or otherwise 
disposed of in the ordinary course. 

C.-TOOLS AND PLANT. 

I.-General. 

216. The tools and plant of a division are of two kinds :-
(a) General or ordinary tools and plant, i.e., those required fo!. 

- the general use of the divisio11. · 
(b) Special tools and plant, i.e., those required not for genera.} 

purposes, but for a specific work. · 

· The cost of the supply, repairs and carriage of articles of class (a) 
is charged to the" minor head "Tools and Plant", whereas similar chargat 
of class (b) are borne by the -work concerned. In both cases, the co::~t 
is charged in the accounts against sanctioned estimates, in the same way 

' as expenditure on works, though for purposes of sanction it is treate4 
as expen<liture on tools ana plant. 

217. Numerical account~ of articles of both class~s ~hould be kept in 
accordance with the following rules, a separate set of accounts bein~ 
maintained in each sub-division and one in the divi.rional office e-xC'ept 
when otherwise ordered by the local Government under Note 1 to 
paragraph 224. 

1. The rules relating to numerical accounts of Tools and Plant apply also to im
perishable articles, e.g., type-writers, furniture of rest houses, surgi.:al instruments and 
hospital furniture of canal dispensaries, etc., etc., whether acquired by charge to 
heads of account other than "Tools and Plant", or received free of cost. 

218. The accounts of touls and plant issued for use by subordinates
of the suhdivision, or temporarily lent to contractors, as well as those of 
ortides lent to local bodies and others under competent authority, sho 1id 

• be specially reviewed periodically, and it should be seen that the article~ 
are returned without unnecessary delay and in good condition. 

,1. This paragraph also applies to tools and plant sent out for repairs. 

n.-Numerical Accounts. 

(a) RECEIPTS •• 

219. All articles received should be examined and counted when deli. 
v~ry is taken, and the transaction should be posted in the Account of 
Receipts of Tools and Plant, Form 13. Such acknowledgment as may 
have to be given to the person from whom the articles are received, <'an-
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be signed only by the Divisional or Subdivisional Officer. An ackno"IV
ledgment should invariably be given when articles lent are received 
back. 

1. The record of the detailed account should, in the case of purchases from suppliers, 
be kept in the Measurement Book in the manner prescribed in paragraphs 280 and 
281. 

2. The entries in Form 13 in respect of the receipt back of art.icles lent ·or sent 
out (vide paragraph 218) should be made in red ink, with a reference to the original 
entries in the Account of Issues of Tools and Plant. 

(b2 ISSUES. 

220. All transactions of issues (including those of articles referred to 
in paragraph 218) should be posted in the Account of Issues of Tools and 
Plant, Form 14. Except in the case of cash sales, unstamped but 
dated acknowledgments must be obtained in support of all Issues, anc! 
in the case of tools, etc., lent to contractors, such acknowledgments 
should further set forth the valuation of the articles lent, as determined 
by the Subdivisional Officer. See also Rule 1 to paragraph 183. ' 

1. Entries of articles referred to in paragraph 218 should be made in red ink. 

(c) .REGISTER OF TooLs A~ PLANT. 

221. A consolidated account of .the receipts, ismes and balances of 
tools and plant should be maintained in the subdivisional office in Form 
15, Register of Tools and Plant. This account should be for the 
twelve months ending September, that is, it should embrace transaction<; 
up to the date on which the accounts of the subdivision for that month 
are closed. It should be kept in three parts :-

Part I.-For articles in hand. 

ro,rt li.·-For articles temporarily lent or sent out, vide paragraph 
218. . 

Part m.-For shortages awaiting adjustment. 

In Part I articles should be grouped under the prescribed sub-heads, 
which are-(1) Scientific instruments an<l; drawing materials, (2) Plant' 
and machinery, (3) Tools, (4) Navigation.,plant, (5) Camp equipage, 
(6) Live stock, and (7) Office furniture. In Part II the entries should 
be made in a separate section for each contractor or other person to 
whom the articles are lent or sent out for repairs, etc. Part ill is 
brought into use only if any shortages come to notice, and the instruc
tions relating to it are given in paragraph 234. 

222. Parts I and II of the Register should be posted thus-

(a) The Accounts of Receipts and Issues, Forms 13 and 14, 
should first be totalled up monthly when closing the 
accounts of the month. 



56 

223-7] STORES. (CHAP. Vll. 

(b} The total receipts and issues of each ·~rticle thus arrived at 
should be posted in Part I of the Register, Form 15, in 
the columns for Receipts and Issues respectively. 

(c) _Ea.cll separate transaction connected with articles lent or sent 
out (?,ide paragraph 218) should further be posted in Part 
ll in the section reserved for the contractor or person con· 
cerned, articles lent, etc., being shown under "Debits" 

· and those received back under "Credits". 

223. As soon as the transactions for the month of September have 
been posted, the account should be closed and balanced, and the closing 
balances should be carried forward to the next year's return. 

224. A similar register should also be maintained in the ilivisional 
office separately for each subdivision and, at the end of the year, the 
closing balances as per this register should_ be reconciled with those 
shown in the sub divisional register. 

Non 1.-Local Governments may, in consultation with their Audit Officers, dispen~~e 
with the maintenance by Divisional Offices of the separate registers prescribed in thie 
pa.ragraph; provideti that suitable arrangements are made for check by Divisional Officee 
of the registers submitted to them by the Subdivision9-1!1ee paragraph 542 (c). 

Non 2.-ln provinces in which the registers of Tools and Plant are audited locally, 
it is nnnecessary to open new registers every year. The use of Form No. 15 •(Inner) 
will render it possible to keep the sam'3 register in use for two or three years, or 
longer, thus obviating the necessity for copying the items into a new register every 
year. In provinces in which the registers are audited centrally, however, the opening 
of new registers every year cannot be avoided, as the old registers have to be closed 
and submitted to the Audit Office. 

III.-Payment for Supplies. 

225. Payment for tools and plant received from suppliers and other 
sources should be maue generally in the manner prescribed for stock 
receipts in paragrai?hs 191 and 192. But wben the Mathematical Instrn. 
ment Department 1s unable to supply any instruments indented for and 
arranges for their purchase, the supplier's bill will, if that Department so 
'desires, 'be paid in cash or by a. Remittance T1:ansfer Receipt. 

IV .-Recoveries . . 
(a) FoR USE OF TOOLS AND PLANT. 

226. The procedure to be observed in charging the cost of tools and 
plant in the accounts of· a. division and in making adjustments on 
account of cost of tools and plant used on works executed on behalf of 
other divisions, departments, etc., and on certain works of the division 
itself, is described in Appendix .7. 

227. When tools and plant are lent to local bodies, contractors or 
others, vide paragraph 218, the hire and other charges shouid be deter
mined by local rules and should be recovered regularly. 



'57 

<:B,4.P. VII.] STORES. [228-32 

228. The whole cost of carriage of all Government tents belonging to . 
Executive and Revenue officers should be debited to "Tools and Plant" .. 
If they are used wholly or partly for private purposes, recoveries will 
be in accordance with rules framed by the Governments concerned on 
this behalf, and should be accounted tor in accordance with the rules in 
Statement E of Appendix 4. 

-(b) FoR BALES AND TRANSFERS. 

229. The Subdivisional Officer is responsible that when tools and 
plant are disposed of by sale or otherwise, with the sanction of compe· 
tent authority, the amount recoverable,. from the parties concerned it3 
realised at the· earliest opportunity. If the amount is not recovered 
within the month in which the articles are deliver(\d, it should be 
charged to Miscellaneous P. W. Advances as a sale transaction, by the 
issue of a transfer entry. 

1. A Sale-Account in Form 19 should be prepared in support of every'transaction. 

230. When tools and plant are transferre{l to other divisions or depart
ments, "the Subdivisional Officer should note in Form '14 in red ink, 
just below the entries of ·quantities, the value!'! thereof if recoverable 
under the rules in Chapter XVI. The necessary adjustment will· be 
effected by the divisiona;l office. 

231. The foregoing rules regarding the adjustment or transfer of the 
~oat of tools and plant apply equally to special tools and plant (paragraph 
216) the cost of which was charged to a work or project, proVIded-

(1) that the articles are actually disposed of by sale,·of transferr
ed, on a valuation, to another department or Government, 

(2) that wh~n the articles are transferred to another' work or 
project in the same .division, or to another division within 
the same province, they are actually required for imme
diate use on a work or project which has already been 
sanctioned by competent authority, and the transfer value 
h~s been determined by competent authority in accordance 
With any rules prescribed by t.he local Government. 

It is not permissible to write-back the cost of special tools and plant 
in anticipation of the possibility of the articles being utilised on another 
work or project at S?me distant date. 

1. No articles can be removed from the numerical accounts, on the plea that the 
accounts of the work to which the cost of the articles was charged have been closed 
until they are actually sold or transferred, or they having be~ome unserviceable their 
write-off is sanctioned. 

V.-Veriflcation. 

232. The rule in paragraph 208, regarding verification of stock applies 
also to verification of tools and plant, with the exception that when any 
articles are found deficient, the note of the deficiency should be made in 
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red ink in the Account of Issues, Form 14, without making any entries 
in the quantity columns, so that tLe articles may continue to be borne
()n the accounts of tools and plant, until the loss is adjusted by a. recovery 
br a sanctioned write-o.II, see also paragraph 234. 

VI.-Rectification of Accounts. 

, 233. Clerical errors in the numerical accounts should be dealt with in 
. ·the manner prescribed in paragraph 1v0 for stock accounts except that 

no transfer entries will be necessary. 
234. Discrepancies in quantities and losses should be dealt with as-

under:- · 
(a) When they are noticed, action should be t1\ken as indicated 

in paragraph 232, losses being treated as deficienc~es. 

(b) When writing up. the Register, Form 15, the deficiencies. 
should be registered iu Part III under ·~Debits" and their
clearance should be watched. Articles found surplus will 
be treated as receipts in Part I, and will, therefore, require 
no further action. 

(c) If the deficiencies are made good in kind, the receipt or 
recovery should be shown in the Account of Receipts, Form 
13, without making any entry in the quantity columns, and. 
when posting the Account into the Register, Form 15, the
articles received should not be entered in Part I, but taken 
(with a. suitable remark) direct to Part III, under
"Credits", in clearance of the debit outstanding therein. 

(cl) If the deficiencies are made good by recovery of cost or their 
write-oJf is sanctioned the articles should be shown, lt3 

issued, in the Account of Issues, Form 14, with a suitable 
remark, and when this entry is transcribed into the 
Register, Form 15, it should not only be entered in Parr 
I in the ordinary way, but also entered with a suitable 
remark in Part HI, as in case (c), thus clearir•g the deb1t. 
outstanding therein. 

1. The authority to write-off should be obtained on a Survey Report in Form 18. 

D.-ROAD METAL. 

I.-Quantity Accounts. 

235. Supplies of road metal should be measured and paid for in the
same way as supplies of other materials for works, 11ide Chapter X. But 
as metal is often kept in store at the road-side before being laid down, a 
quantity account of it should be maintamed in the subtlivisional office
in Form 16, "Statement of Receipts, Issues and Balances of Road 
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Metal", copies on loose sheets being submitted monthly to the Divi
sional Office within a fortnight of the submission of the monthly 
accounts. - · 

1. The auth~rity to write-off should be obtained on a Survey Report in Form 18. 
2. This statement s~ould show, mile by mile, the -receipt, disposal and balances of 

road metal of each kmd {stone, kunker, etc.). The balance of metal in each mile
should be shown, whether there are any transactions on it during the month or not. 

3: Separate. statements should ordin~rily be kept for metal coll!lcted for annual 
repairs, for renewals and for petty repairs. · _ · 

236. In respect of metal required for new roads or for renewal ;pur
poses, the maintenance of this detailed account showing the receipts~ 
1ssues and balances, mile by mile, may be dispensed with by .the Divi
sional Officer, provided- -

(1) that he should maintain in hls own office, a register in a form 
. similar to Form 35 (without values) showing, separately 
by each road or section of a road, the quantities of metal 

- of each description paid for, month by month, in connec
tion with all estimates for collection, and -

(2) that, whenever any executive officer or sub_ordinate respon
sible for any part of the balance of the metal is transferred, 
the accounts pertaming thereto should be verified. 

This verification should be generally on the lines prescribed in para
graph 322, et seq, the consumption since last verification being computed 
on a consideration of the work of construction or i·enewal actually clone
in connection with all estimates relating to the road or section. For 
this purpose, Form 37 may be used with advantage. · 

D.-Rectification of Accounts. 

237. ·Metal found surplus, as the 'result of check measurement (vid,;· 
paragraph 37 of the Central Public Works Department Code) or other
wise, should at once be brought on to the quantity accounts. Deficits 
should, however, not be removed from the quantity accounts until reco
very of their value or receipt of sanction to write-off ; but a red ink 
remark should be recorded at once and carried ·forwaru, from month t() 
JD,onth, until the discrepancy is set right. 

· m.-Schedule of Rates. 

233. A rate-book or Schedule of Rates showing the lowest rate at 
which metal can be supplied to the road-side throughout the division~ 
should be kept in the divisional office, in Form 17, with such moilifica
tions as may be considered _neceE>sary to suit local conditions. The rates
should be revised from time to time, as old quarries are exhausted or new 
ones opened, or ~s other circumstances affect the rates. See also para
craph 366. 
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IV .-Charges for Quarries. 

239. When land is acquired for extracting road metal primarily in-
tended for- _ 

(i) the maintenance of an existing road, or 
(ii) the construction of & new road or the raising in class of a.n 

existing road, · 

the following principles of ~counting should be followed in adiusting 
the charges connected with the land and quarries :-

(ar When the charges do net exceed Rs. 1,000, the amouni 
should be debited direct to "Repairs" or to "Original 
Works'', according as the quarry is intended to serve the 
purposes specified in clause (i) or (ii) above. · 

(b) When the charges exceed Rs. 1,001) and the road metal is 
required to maintain an existing road or roads for & series 
of years, the tota.l initial outlay should be debited to the 
sub-head "Land, Kilns, etc." of the Stock Account, and 
this sub-head should be gradually relieved, by debit to the 
collection estimates of each year, in the manner prescribed 
in paragraph 389 for similar charges connected with manu-

- facture operations. 
(c) When the charges exceed Rs. 1,000 and the road metal is 

required for the purpose specified in clause (ii) above, the 
Divisional Officer should charge direct to the original work 
concerned such portion of the cost as is proper. The 
balance, if any, should be debited to the sub-head "Land 
and Kilns, etc." of the Stock Account, and this sub-head 
should eventually be cleared by debit to "Repairs" in the 
manner prescribed in paragraph 389 (b). 

E.-MATERIALS CHARGED TO WORKS. 

240. The account procedure 'relating to materials obtained specially 
for a work is described in Chapter X. Special tools and plant charged to 
works do not fall under the category of "materials charged to works'·', 
t'ide paragraphs 21() anc1 217. 
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CHAPTER VIIf-1RANSFER El':TRIES. 

241. Transfer entries, that is, entries intended to transfer an item of 
receipt or charge from the account of a work in progress or of a regular 
head of account to the account of another work or head; are necessary 

(!J) In order to correct an error of classification in the original' 
accounts. 

1. Sometimes it is more convenient to classify items pertaining to several heads (or
works), under a single head in the first instance than to classify. them under each from
the beginning. For example, when ~ joint work in_ which several parties are intei·ested' 
is undertaken, the individual transactions relating to it are taken to the account oi 
a single party in the first instance, and before dosing the accounts of a month, the· 
necessary distribution over all the accounts is effected by transfer entry. 

(b) In order to adjust, by debit or credit· to the proper head o[ 
account (or work), an item outstanding in a suspense· 
account or under a debt head ; _ 

(c) In order to bring to account certain classes of transactions. 
which -!o not pass through the cash 9r stock account, e.g.-

__ (i) For credit to "Purchases" or "London Stores", as the
case may be, on account of materials received for 
works from sources other than stock, vide paragraphs. 

·312 and 317; · 
(ii) For credit to "P. W. Deposits" on account of balances. 

· due to contractors on closed accounts, vide paragraph 
347; 

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

(iv) For original debits or credits to Remittance heads based' 
on transactions not appearing in 'cash or stock 
accounts; 

(v) For credit to the heads concerned of the several percent
a{!'es leviable under the rules, e.g., those on a~count of" 
supervision (when not recovered in cash), establish
ment, tools and plant and workshop charges, vide· 
paragraph 127 of the Central Public Works Depart
ment Code and Appendix 7 and paragraph 437 of this: 
Code; 

(vi) ·For debits to "London Stores" on account _of the value· 
of English Stores, vide paragraph 419; 

(d) In order to respond to a remittance transaction aavisei:1 by· 
the Accountant General or direct by the division or depart
ment concerned, if the corresponding debit or credit to the· 
remittance head has not already appeared in the
accounts; 

~e) In order to relievtl the account of a work in progress of-
(i) items which have ceased to be chargeable against the

estimate for the work, a~d 
· (ii) sURpenRe charges which can no longer- be kept within· 

the accounts of the work (vide paragraph 340). Such 
transfer entries are necessary either when the accounts .. 
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of any contractor or of the work itself are to be closed, 
or when any recoveries (otherwise than in cash) have 
become due, e.g., by the transfer of stores to a.n1 
other work or account. 

242. For every transfer entry there must either be an authority in _ 
"Form 53, Transfer Entry Order, or an order recorded on another docu
ment (e.g., SnrYey Report, Form 18, and Final Bill of a contractor's 
dosed account placed unuer Public Works Deposits) which sets forth 
·all the necessary particulars; see also paragraph 562. 

1. In cases in which the Transfer Entry Order. is not required to be aubmitted to 
~udit with the Monthly A(:count, vide paragraph 576, the necessary order, if not 
initiated by a Subdivisional Officer, may be signified by th~ Divisional Officer's initials 
oagainst the entry in the Transfer Entry Book (paragraph 246). 

2. There is no objection to a transfer entry covering a Lumber of adjustments and 
·corrections, provided that all the necessary particulars al'e set forth in respect of each. 

243. A Transfer Entry Order may be initiated by the Subdivisional 
· ·Officer, and should be so initiated by him in all cases falling within 
·clauses (a), (b), (c) and (e) of paragraph 241 which come within his 
-cognisance. 

244. The Divisional Officer is responsible that no transfer entry is 
made in the accounts unless admissible under the rules, that a transfer 
-entry is made as soon as it becomes necessarY., and that Transfer Entry 
-orders in respect of transactions falling under clauses (a), (b) and (c) of 
paragraph 241, proposed by Subdivlsional Officers, are countersigned by 
himself in token of acceptance. 

1. T·ransfer ent.ries should receive the special attention of Divisional Officers" so that 
"habitual errors and misclassifications in the accounts of subordinate officers may not. 
·t·emain unnoticed. 

245. All Transfer Entry Orders should set forth such explanation of 
the correction or adjustment proposed to be made as would establish 
-clearly the correctness and necessity of the entry. 

1. In cases of corrections involving a t•eduction in the charges against the estimate 
-{)f a work, it is essential not only t.hat full particulars of the vouchers and account. in 
which the erroneous charges originally app11ared are specified, but also U.at the cir

·cnmstances in which the charges were wrongly allocated under the estimate for the 
work are clearly set forth. It is not sufficient to state that the charges were erroneously 

·classified previously. 

246. All transfer entries ordered to be made should be registered in 
the Transfer Entry Book, Form 54, maintained in the divisional office. 
Entries should be grouped separately for each month in the accounts of 
which they are to be incorporated. Before the book is closed monthly 
the Divisional Accountant should see that no adjustments which are 
required to be made under any rule are omitted. 

247. No transfer should be made from one sub-head to another in the 
accounts of a work except on the authority of a formal Transfer Entry 
Order prepared in accordance with the procedure prescribed in this 
chapter and approved by the Divisional Officer. The orrler should be 
filed with the 'Works Abshact for the month in which the transfer is 
-effected and it should not be entered in the Transfer Entry Book. 
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CHAPTER iX.-REVENUE RECEIPTS. 

A.-GENERAL. 

248. Public Works revenue is assessed and realised in accordance 
with rules prescribed by the local Government. When collected, it 
-should be correctly brought to account in accordance with the classifica-
tion prescribed in Appen'dix . 4. · . ' . . 

249. Consistently with the provisions of the rule~ in tQis chapter, the 
.detailed rules of account procedure relating to revenue receipts are pres
-cribed locally by the authorities of the Public Works Department. See 
:also paragraphs 31, 38 and 49 of the Central Public Works Department 
c~. . 

250. Distinction must be made between receipts which are finally 
-~reditable to Government as revenue of the Department, and transa~tions 
which represent merely such cash or other value received as has either 
·tc, be eventually repaid or to be utilised to meet the cost of some service 
to be rendered or already rendered, or to be taken in reduction of expendi~ 
ture previously incurred. Receipts of the latter class are creditable to 
the debt, deposit, remittance or expenditure head concerned and are not 
·subject to the rules of this chapter; see also Statement E of Appen~ 4. 

1. For appropriation of unclaimed balances lying in the Deposit accounts, see para· 
·graph 451. 

2. Cemetery Endowmt>nt receipts are not treated as revenue, but inte~est thereon is 
o()redited annually to Civil Works revenue in the books of the audit office, see paragraph 
13 of Appendix 5. , 

3. Receipts in connection with District ¥und Works which are realised by Public 
·work Officers are creditable to the head "Deposits of Local Funds-District Funds". 

251. (a) It is not permissible,· except in the case of supervision 
charge on sales of stock on credit, to credit revenue to the head concem

·ed until it is realised, but Divisional Officers are responsible that demandtl 
are made as revenue falls due, that steps are taken with a view to effect 
prompt realisation of all revenue, regular or occasional, and that proper 
records are kept to show, in respect of all items of revenue, recurring or 
non-recurring, the assessments made, the progress of recovery and the 
·outstanding debts due to Government. 

1. The object of this rule is that all classes of revenue, whether accruing from 
·property of any kind, from leases of rights and concessions (e.g., tights for fishing, 
grazing, etc., and use of water-power), or fr:>m any other source are properly watched. 

(b) The recoverv of all debts due to Government Rhould receive the 
special attention of the Divisional Officer and no debt should be remitted 
-or written off except under the orders of competent authority. 
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B.-IRRIGATION REVENUE COLLECTED IN CIVIL 
DEPARTMENT. 

252. When revenue from irrigation and navigation works, etc., is. 
realised in the Civil Department, the procedure described below should 
be observed :- -

(a)- The collections made in the Civil Department are paid direct 
into treasuries. They are brought to account to credit of 
the revenue heads concerned in the Audit office without 
being passed on to the Divisional Officer for adjustmem. 

(b) The Divisional Officer receives from the Collector a monthlv 
statement of the amounts realised, to enable him to watch 
the progress of recovery against demands or assessments. 

(c) .The Divisional Officer should submit to the Accountant 
General a half-yearly statement showing, separately for 
each Civil district, the monthly realisations, as compared 
with the assessments, in respect of each canal or other 
work. 

(d) The Accountant General should maintain a register showing,. 
separately for each canal or other work, the monthly realisa-
tions pertaining to the different divisions. · 

(s) The Accountant General should bring to the notice of the
Chief Engineer any marked shortcoming of revenue realisa
tions, as compared with the budget estimat>e and the- . 
assessment of the year, but this will not relieve the autho- -
rities of the Public \Yorks Department of their responsibi
lities as prescribed in the local rules referred to in paragraph 
240. 

C.-RENTS OF BUILDINGS AND J.JANDS. 
I.-Demands and Recoveries. 
(a) FROM PRIVATE PERSONS. 

253. When a public building, land or other property is let to a. 
person not in the service of Government, the full assessed rent must be· 
recovered in advance. 

(b) 1'ROl\J GOVERNMENT SEIWANTS AND PENSIONERS. 

254. The recovery of rents from Government servants occupying
rentable buildings in charge of the Department may be made either in 
cash or by deduction from their pay bills through the Treasury Officer 
~r other disbursing officer concerned, ns may be directed by the locn.I' 
Government. 

1. Amounts dut- on account of the hire of Government- furniture and on account o£ 
the value of 11rticles of furniture and other GovernmPnt propert.y lost or damnged hy 
a Government servant as well as any other dues for which a GovernmPnt servant mnv 
be liable to Govemment in respect of t.he residencE> allotted to him may also L·., 
recovered either iu cash or by deduction from pay bills in accordance with the rul~ 
in this paragraph. 
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2. The system of direct recovery in cash from employ's of other division. and 
.departments ia ordinarily uot sttitable when the re~1t recoverable i\t dependent upon the 
zate of pay of the occupant. · · 

255. Where rent is reco-verable in cash, a bill in suitable form· should 
be sent to the tenant. on or -before the last day of each month. The 
tenant· should be required to pay in "the· rent before the expiry of the 
following month. . . · · , 
' . 256. When re~veri~s of re:P.t ar~ to be e~ected. t~ough a Treasury 
'()fficer or other disbursJng officer, a demand m Form 48, Statement of 
Rents ~;ecoverable in cash or by deduction. from Pay· Bills, should be 
sent, in duplicate, before the close of each month, to that officer who 
will make the necessary recoveries and return one copy of the statement 
duly completed. In the case of rents· recoverable from, non-gazetted 
Government servants; whose pay is drawn by the heads of their offices 

·on a consolidated bill cashed at a treasury, a demand m Form 48 may 
6e sent to the ·drawing ·officers and not ·to t_he treasury officer, if so 
required under the ·rules prescribed by the local Government. 

1. In cases of cash recovery from Government servants the Divisonal Offic~ ilho~id 
obtain from the disbursing officers a certified statement in Form 48. . 

2. In Form No. 48 will also be included any amounts due on account of the hire 
-of Government furniture, the value of articles of furniture and other Government 
property lost or damaged . by a Government servant as well as any other dues for 
which a Government servant may be liable to Government in respect of the residence 
.allotted to him, vide Rule 1 under pa.ragraph 254. . · . . 

3. A separate Form 48 should be prepared in respect of · each tenant who is a 
gazetted Government servant and who draws his pay direct from the treasury. For 
.r~on-gazetted Government servants there should be a single consolidated form for each 
:Class of establishment whose pay is drawn in a separate bill. · Particulars in regard 
'to this should be obtained by the Divisional Office from the drawing officers. 

4. In the case of gazetted Government servants Form 48 will be filled up from 
the information contained in the pay slip received from the Audit Officer under 
Article 232-A, Audit Code. 'When a. tenant goes into occupation of a residence the 
Divisional Officer will intimate the fact t.o the Audit Officer and call for a pay slip. 
In the caRe of non-gazetted Government servants Form 48 will be prepared on the 
basis of information to be obtained from drawing officers. . . 

5. Treasury Officers and other disbursing officers have instructions to recover the 
amounts specified by the Divisional Officer, without prior reference to the tenants, 
-and to note in the statement of rents the particulars of emoluments, and of changes 
therein, in respect of Government servants whose rent is limited to a percentage of 
such emoluments. 

6. If the rent recoverable from a . Government servant is limited to a cerlain pet'
·centage of his emoluments, and such emoluments are changed retrospectively, the rate 
at which rent is recovered sh'luld also be changed retrospectively. 

7. If a Divisional Accountant becomes aware that the emoluments of a Government 
servant have been changed in respEict of a period during which be occupied a Govern
ment residence at some other station or stations, he should see that the intimation 
of the change of emoluments is given to the Divisional Officers of the stations con
cerned to enable them to recover the arrears of rent where necessary. 

257. Amounts recovered by Treasury Officers subordinate to the same 
:Accountant General as the Divisional Officer, will not be passed on to 
the latter for adjustment in his accounts, as the Accountant ~ener~l wi!l 
rredit the revenue heads (and canals, etc.) concerned, direct m h1s 
awn 'books. Tlie Divisional Officer should, however, credjt the, accounts 

1' 
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. . 
ol the tenants in the Register of Rents of Building!! and L:mds. Form 
49 (paragraph 268), with the recoveries as certified by the •.rreaslll'j 
:officer. 

The Accountant General will forward to the Divisional Office for verification the 
statements in Public Works Account Form 48, received during the month in the Audit 
office with the accounts of ten J•er cent. of the treasuries selected by him. The Divi
sional Accountant should compa.re these statements with the corresponding entries in 
the Register of Rents of Buildings and Lands (Form 49), see that no statement per
taining to that treasury has been omitted to be sent by the Audit office, and take 
steps to revise . the assessment of rents of Government servants whose rates of emolu
ments have been altered by the Audit office. 

258. Recoveries made by other Treasury Officers and disbursing 
officers sliould be credited to the accounts of tenants in the Register of 
Rents of Buj]dings and Lands, ]'orm 49, and adjusted in the divisional 
accounts by debit to the remittance head concerned, on the authority of 
the certified statements received back from them, without waiting for 
the intimatkn of the corresponding credit from the Audit office, vide 
Rule 1 to paragraph 490. 

1. Statements received from disbursing officers and submitted to the Audit officer 
along with tb~ divisional accounts wili be sent periodically to the Audit officers of th& 
circles concerned for vel'ification, and the procedure indicated in Rule 1 under paragraph 
257 will then be followed in respect ?f the verified !tatements. 

259. A tenant who is in receipt of a pension from Government, should 
be treated as a private individual for the purpose of these rules. But 
if he desires to make payments I~y deductions from his pension, recover
ies from him may be made through the Treasury Officer or other 
Oisoursing officer concerned, on the pensioner's furnishing the Divisional 
Officer with a written request authorising such deduction. This autho
rity should be transmitted to the Treasury or disbursing officer with ths 
first demana. . 

260. In the case of vacation of quarters by a Government servant 
before the last day of a month, owing torus departure on transfer, leave 
or retirement, the demand for the rent for the broken period should be 
made at once, so that the amount due may be recovered before his 
'departure. 

261. Pending orders on a representation against the Divisional Offi
cer's assessment, the amount assessed must be paid by tenants on 
demand. Should the representation prove successful, the excess 
amount charged should be adjusted as soon as orders are issued, by a. 
reduction in the assessment of a subsequent month, or, if this is not 
practicable or convenient, by an actual repayment. 

D.-REFUNDS AND RE1ITSSIONS. 

. 262. Remissions of irrigation revenue allowed before collection should 
~e treated as !eductions of deman~s, and cash repayments of such revenue 
after collection, as outlay ag:.unst the appropriation for the head 
~·Deduct-Refunds" subordinate to Direct Receipts. All other refunds 
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of revenue and repayments of ''Receipts and Recoveries· on Capital 
Account" (Appendix 4) should be taken in reduction of the receipts 
under the heads concemed. 

263. Before a remission or refund of any kind, otherwise in order, i!J 
allowed, the original demand or realisation, as the case may be, should 
be traced ·and a reference to,the remission ·or repayment should be so 
recorded against the original entry in the. cash book and other accounts 
as to make the entertainment of a double or erroneous claim impossible. 
Any acknowledgment previously granted should be taken back if possible 
-and destroyed, a note of the repayment being, in any case, recorded on 
the counterfoil of the receipt. 

E.-ACCOUNTS PROCEDURE. 

I.-Registers of Revenue. 

264. All revenue receipts of the division should· be classified an-I 
abstracted in a Register of Revenue, Form 46, maintained in the divi
sional office.. The receipts relating to each project for which a separate 
revenue account is' kept, should be registered separately, and all the 
other receipts pertaining to a major head should be booked collectively. 
In Governor's provinces, the receipts relating t~ the agency transactions 
of tlie Central Government should be recorded separately. 

265. In tliis register a column is opened ·for each minor head of 
revenue (and detailed heads subordinate to it) other than ''Deduct
Refunds", for which a single deduction is made from the total revenuA 
of the month; the details of the charges making up the figure to be 
deducted being recorded in a separate Register of Refunds of :B,evenue, 
whlch should also be in Form 46. · 

· 1. For accounts procedure in respect of refunds of rents realised, see Rule 1 ·to. 
paragraph 270. · 

266. All receipts falling under the minor head ''Receipts and Reco
veries on Capital .Account'' should· also be abstracted in Form 4fi, 
separately for each major head of expenditure,'a separate account being 
kept for each project the expenditure whereon is booked separately. 
Receipts falling under the minor head "Recoveries of Expenditure" will 
appear in the RegiRter of Revenue for the major head concerned under 
three distinct detailed heads, namely (1) Establishment recoveries, (2' 
'l'ools and Plant recoveries and (3) Other recoveries. 

267. In respect of. rent receipts of the buildings and special services 
for which a subsidiary account is kept in Form 49 (See paragraphs 268 
and 270) ; it is not· necessary to make entries in detail in any of the 
registers in Form 46. The monthly totals only (excluding the amounts 
realized by Treasury Officers under the same circle of audit), for each 
class of the rents for which separate detailed heads have been opened 
under the minor head "Rents", should he transferred from Form 4\J tc. 
Form 46. 

F2 
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268. A register in .Fo~ 49. (Registe~ · ~~. Rents of :Buildings and 
Lands) should be mamtamed m the DlVISlOnal Office to show the 
monthly assessments, realisations and balances of rents, of all residential 
buildings (including office buildings used as residences) and of such other 
buildings, lands,. et.c., as may be a.vallable for being let. No building 
other thart those falling within the categories specified in clauses (a) 
and (b) of Article 301 of the Account Code or site should be excluded 
from this register on the plea. that it is intended to be occupied rent· 
free or is not likely to be rented, but all such buildings may be grouped 
separately. 

1. Private buildings which have been hired for use as residences or are used as such, 
wholly or in part, should be included in this register. 

2. Rent-free quarters for· inferior servants need not be entered in this register 
except when allotted to persons from whom rent is recove1·ahle. Nor need rest-houses 
and other travellers' bun~alowa be entered although rent receipts from them are also 
treated as rente of buildmgs which are required to be booked under the minor head 
"Rents". 

269. The entries relating to the assessment of rent should be made 
;month by month, and for this purpose arrangements should be made to 
·obtain timely intimation (with full particulars) of all changes of tenancy 
from the subordinates in charge of the properties. 

1. If any property is occupied free of rent, or if the rate for any month's assessment 
is neither the "tandard rate nor the ten per cent. of the occupant's emolumente, a 
suitable remark (quoting authority) should be made against the entry relating to it. 
lf a Government servant is not entitled to but is actually allowed the benefit of the 
10 per cent. concession [1ecognised by Fundamental Rule 45-A-lV (b) or 45-B-IV (b)] 
a reference to the specifio orders of Government allowing it should be recorded in the 
remarks column of the Register of Renta. 

270. The total realisations of each month should be abstracted at the 
' foot of the register, so as to show separately (1) cash realised in the 

division, (2) recoveries by other disbursing officers adjusted in the divi
sional accounts (paragraph 258), and (3) recoveries by Treasury Officers 
of t_he province adjustable in the Audit office (paragraph 257), for both 
ren~s of buildings and rents of lands, etc. If any buildings are provided 
with special services such as furniture, etc., for which rent is charged 
separately the account of rent charged for each building in respect of 
these services should be kept separate from that of the rent of the build
ing itself, and in the abstract also the realisations on account of each of 
these servic~s should be shown separately. 

1. Refunds of rents redlised should be treated as payments made (Paragraph 92\ and 
should, therefore, be shown separately as minu& 'realisation3 in the Register of Rente 
of Buildings and Lands, and thus distinguiahed from the gross realisations of rent. 
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CHAPTER X.-WORKS ACCOUNTS. 

A,_:GENERAL PRINCIPLES. 

m. The initial records upon which the accounts of works are based 
ar&--

(a) The Muster Roll. 
(b) The Measurement Book. . 

For work <lone by daily labour, the subordinate in charge of the work 
will prepare a muster roll which will show the work done by this means 
and the amount payable on this account. For piece-work and for con
tract work generally, the measurement book will form the basis of 
account. From the muster rolls the subordinate will prepare the labour 
reports (see paragraph 94 of the Central Public Works Department 
Code, Ist Edition), and from the measurement book he will check ·cor, 
if so arranged, prepare) the bills and accounts of contractors and suP-
pliers. . . · 

· 2'12. Initial accounts and vouchers connected with charges relating to 
worl:s must invariably specify- · . 

(1) the full name of the work as given in the estimate, • 
(2)" the name of the component part (or "sub-head") of it, i! 
· .. separate accounts are kept up for the several component 

parts, and 
(3) the charges (if any) which are of the nature of recoverable 

payments and the names of the contractors or. others from 
whom recoverable. 

1. In the case of recoverable charges, it sho~ld be seen particularly that the con
tractors or others on whose behalf the charges are incurred do not get the benefit of 
~ny concession to which they would not be entitled if they had themselves incurred the 
charges. 

273. (a) Expenditure on the construction or maintenance of a work 
may be broad:y clividE:i! into two classes, viz., (1) Cash and (2) Stock 
charges. As explained in Chapters VI anll VII, these charges are 
recorded in the cash and stock accounts respectively . 

. (b) In addition to the charges falling under main classes there are 
other transactions-aft'ecting the cost of a work. For example, there 
·may be charges incurred in other divisions . or departments, materials 
received from them or services rendered by them, or there may be 
cash receipts such as are taken in reduction of expenditure in accordance 
with the rules. 
• (~) All these transactions pass into the general accounts of the di"d

!Ion m the manner described in Chapter XXI and are thence consolidated 
mto the accounts of the province. As, however, the units of classifica
tion adopt-ed in the general accounts in respect of expenditure are certain 
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heads of account and not individual estimates for works or contract 
accounts, it is necessary to maintain separate accounts in subdivisional 
and divisional offices for recording (1) the cost of individual works and 
(2) the transactions of individual contractors. These are known as 
Works Accounts. 

274. Although the primary object of the accounts of works is to 
exhibit simply, but accurately, the actual cost of work done, the rules 
frequently require the upkeep of separate accounts for ·the several com- . 
ponent parts of a work which are not required to. attain this object. 
There.are two main reasons for this. In the first place, it is often desir
able to have deta.ils which will satisfy the need for statistical informat.ion 
and for analysis of the comparative cost of various classes of work, of 
types of buildings, etc. The more important reason, however, is that in 
the calle of the larger works, especially if the period of construction is a 
prolonged one, it would not be possible for the Divisional Officer to 
exercise efficient financial control over the recorded trau::;actions of the 
cost of a work if only the total cost were recorued in the accounts of the 
work. The Divisional Officer's personal k"'lowledge of the executive 
arrangements for the execution of a work, and of the actual progress of 
work, must be supplemented by a comparison, monthly, of the cost as 
recorded in the accounts with the value received in the shape of work 
done. . This monthly comparison is obviously impossible unless the 
total ctst is split up into convenient parts i_n such a way that, as far as 
possible, the cost of each distinct part may be compared with the work 
done thereon. 

275. In recording the cost of an individual work in tl1e accounts no 
attempt is made to include therein any charge on account of general 
services, like Establishment and Tools and Plant, the entire cost whereof 
is adjusted in the general accounts under the prescribed heads of clas3i
fication. But if any service connected with the working estimate for a. 
~ork is rendered by another division or department and the claim made 
oy it inclucles an authorised charge on account of such general services, 
under paragraph 5 of Appendix 7, such charge may be ac<·epted a~d 
adjusted in the accounts of the work as part of the cost of the work 1ll 

the same way as if the service had been rendered by a contractor. 
1. When the cost of special tools and plant is included in the cost of a work 1mder 

paragraph 216, the rules in Chapter VII regarding numerical lists or returns w1ll 
apply mutatis mutandia and adjustments on account, of the cost of tools and pla1_1t 
transferred to other works, divisions or departments will be governed by the rules 1n 
paragraph 231. 

2. The cost of special estahlidhment emploved on the ·acquisition of land when 
chargeable to the accounts of the v.orks conc'el·ned under .Artide 118 .of the Civil 
Account Code, Volume I, should be treated as a part of the works expend1ture. 

3. Lump sum charges of Estahlishment and Tools and Plaut recoverable from other 
Governments and Departments, for works executed for them as a st~ndmg arrangement, 
should not be included in the accounts of the works, but dealt w1th undt>r the rule:J 
in Appendix 7. 

275-A. Primarilv the' Divisional Officer is the re,::pon~ible .disbursing 
officer of the division. Rules detailing the uuthoritie:> competent to 
prepare or examine contractors' bills or other dt'mand,- for payment, 
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:and the authorities empowered to make payments thereon, are ~~~ail; 
laid down by the local Government. Subject to· any such rules the 
Divisional Officer may authorise a Subdivisional Officer to make 'pay
·t:nents chargeable against the general sanctions of competent authoritv 
"to expenditure oii- works. · 

B.-CASH PAYMENTS. 

I.-Introductory. 

276. Cash charges on works consist of payments (1) to labourers and 
'IDembers of the work-charged establishment, of their wages and (2} to 
eontractors and others for work done or other services rendered. The 
-cost of materials procured specially for worksc is charged to the accounts 
of works bv transfer credit to the "Purchases" account, but payments 
to suppliers are governed by the .same rules as payments to contractors 
·for work done. ' . 

The general rules relating to cash payments and. vouchers in pa~a
bl"aphs 148 to 154 apply to all these classes of payments. Only special 
·rules are, therefore, set forth in this cha~ter · . 

II.---:-Payments to Labourers. 

(a) DEPART:'IiENTAL LABOUR. 

277. With the following exceptions, all persons engaged depart
·mentally for the execution of works are considered as day labourers and 
'their wages should be drawn on Muster Rolls, Form 21, and charged to 
·the estimates of the works on which they are employed :-

(1) Permanent and temporary employes of the diVIsion whose 
pay is charged to the head "Establishment". 

(2) Members of the work-charged establishment as defined in 
paragraphs 10 to 12 of the Central Public Works Depart
ment Code. 

Discrepancies between labour: reports and muster rolls should be investi
.gated as soon as the latter are received .. 

278. Muster rolls should be prepared and dealt· with in accordance 
·with the following rules, Form 21 being used unless some alternative 
form is prescribed at the instance of the Provincial Government as 
better suited to local circumstances . or to · meet local require-
ments:- · 

(a) One or more muster rolls should ht~ kept. for .each work, but 
must~r .rolls should never be prepared in duplicate. It is 
permissible, however, to keep one muster roll for labourers 
employed upon several small works, in cases in which no 
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harxq can result if the total unpaid wages are regarded as
relatmg only to the la.rged work in the group. 

(b) Labourers may be paid more than ouce a month and the
period covered by each p~yment may be determined locally ; 
but separate rolla must be prepared for each period of pay
ment. 

(c) The daily attendances and absences of labourers and the tinea. 
inflicted on them should be recorded daily in Pa¥~ I of the
muster roll in such a way as 

1i) io facilitate the correct calculation of the net wages ot 
each person for the period of payment, 

(ii) to render it difficult to tamper with or to make unautho
rised additions to, or alterations in, entries once made,.. 
and 

(iii) to facilitate the correct clas~:~ification of the cost of labour
by works and sub-heads of works where necessary. 

• (d) After a muster roll has been passed by the subdivisional 
officer, payment therP.On should be made as expeditiously as
possible. Each. payment should be made or witnessed by 
the official of highest standing avail:l.bJe, who should certifv 
to the paJ.ments individually or by groups, at the same
time specifying, both in words and in figures, at the foot 
of the muste1· roll, the total amount paid on each date. lf 
a.ny items remain unpaid, the details thereof_ should he 
recorded in Part II, the register of arrears, before the 
memorandum at the foot of the muster 1'011 is completed by 
the person who made the payment. 

(s) Unpaid items should subsequently be carried forward from 
muster roll to muster roll until they are paid, the payments
being recorded and certified to in Part IT in the same way 
as payments of current items. It is optional, however, 
with Divisional Officers to adopt any other alternative
method of making payments of unpaid wages, J?rovided 
that a. systematic record of 1tems remaining unpaid 1s main
tained on the basis of the original entries made in Part II 
of the muster roll under clause (d) , that a systematic record' 
of such payments is maintained and that suitable precau
tions are taken to prevent double payments. See also
paragraph 352. 

(/) Wages remaining unpaid for three months should be reported' 
to the Divisional Officer who will decide in each case
whether the liability as an amount u.vailable for paymen~ 
should continue to be borne in the accounts of the work 
concerned as exhibited in the subdivisional record prescrib
ed in clause (e). 

t. For action to be taken on the completion of the work, see paragraph 346. 
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(g) In Part m of the muster roll form should be recorded the· 
progress of work done by the labour shown thereon in !l.ll 
cases where such work is susceptible of measurement. If 
the work is not susceptible of measurement a remark to· 
this effect should be recorded. 

Non.-It is not necessary to reproduce the details of measurement in Part III no..
need Part III be written U{l if progress is :reported once a month or oftener U: any· 
other suitable form and such separate repol'ts are considered sufficient. 

(h) In exceptional and urgent cases, such as urgent silt-clearance
of canals or closing breaches, where labourers are employ~d 
casually for short periods, payment may, under a general' 
rule of the local Government, be made on a Casual Labour· 
Roll, Form 22, in which the names of the labourers need' 
not be given, but such payments may not be made except 
by a gazetted officer or an upper subordinate. Nor need 
muster rolls in Form 21 be used in the case of work clone
on Requisition, Form 32, when the entries of daily labour· 
are few ; in such cases the particulars can be endorsed on 
the form of requisition. 

(b) LABOUR ENGAGED THROUGii: A ·coNTii,ACTOR. 

279. The payment of daily labour through a· contractor, instead of by
muster ron in the usual way, is objectionable in principle. In a case oi 
great emergency it may sometimes be found impossib_le to employ labo-ur
otherwise than through a contractor. Should it be possible, in such a . 
'case, to determine the quantities of work done after its completion or at 
intervals during its progress, it is expedient to pay the . .contractor, n.~ 
suitable Tates, on the basis of work actually executed. But if, as in the
case of urgent repair of canal breaches, this method of payment is not 
practicable, it is permissible to pay the contractor on the basis of the
numbers of labourers employed, day by day, his own profit or commis
sion being either included in the rates allowed, or paid separately in· 
lump sum or at a percentage rate. 'When this course is adopted, a
report of the numbers of labourers of each class employed day by day 
should be made by the subordinate in charge of the work daily to the
·subdivisional Officer to enable the latter to keep a check on the expendi- · 
ture and to ileal with the contractor's claim when received. To avoid' 
disputes with the contractors, they should be encouraged to sign the· 
claily reports in token of their acceptance as correct. · · 
· 1. The use of tha muster roll or the measurement book (paragraph 280) is not. 

permiSBible in such cases. 

(c) TRAVELLING EXPENSES. 

279-.A.. When it is necessary to bring labourers and artificers fro'Ir!- :. · 
distance they may be allowed wages for the nulll:ber of ?a:ys occupied' 
in the journey to and from the ~ite o_f the work, .If. t.hey Jom the work: 
with proper despatch. At the discretion of the DlVlslonal Officer, bonlt 
fide travelling expenEie~ may also be allowed to them. The abov& 
charges must be borne by the estimate or the work. 
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UI.-Payments to Suppliers and Contractors. 
(a' REcORD OF MEASUREMENTS. 

(i) Measurement Books. 

[CHAP •. X. 

280. Payments for all work done otherwise than by daily labour and 
for all supplies are macle on the basis of measurements recorded in 
Measurement books, Form 23,- in accordance with the rules in paragraph 
281. The Measurement books should, therefore, be con!!idered as very 
important account records. All the books belonging to a division should 
be ·numbered serially and a register of them should be maintained in 
Form 92 in the divisional office showing the serial number of each book, 
the names ol the subdivisions to which issued, the date of issue and the 
date of its return, so that its eventual return to the rlivisional office may 
be watched. 

l. A similar register should also be maintained in the $Ubdivisional office 11howing the 
names of the Sabdivisional Officer and Sectional officers to whom measurement books 
•re issued. Books no longer in use should be withdrawn promptly even though noL 
eompletely written up. 

( ii) Detailed Measurements. 

281. In recording detailed measurements, the following general 
instructions should be carefully observed ::._ . 

(a) Suoject to such subsidiary orders as may be laid dovrn by the 
local Government, detailed measurements should be 
recorded only by Executive, Assistant Executive, or Assist
ant Engineers or by executive subordinates in charge of 
works to whom measurement books have been supplied for 
the purpose. 

(b) All measUl'ements should be neatly taken down in a measure
ment book, Form 23, issued for the purpose, and nowhere 
else. 

(o) Each set of meaflurements should commence with entries 
stating-

(i) In the case of bills for work done-
( a) full name of work as given in estimate, (b) situation of 

work, (o) name of contractor, (d) number and date 
of his agreement and (e) date of measurement. 

(ii) In the case of bills for supply of materials-

(a) name of supplier, (b) number and date of his agreement 
or order, (o) purpose of supply in one of the following 
forms applicable to the case :-(iJ "Stock" (for ~~n 
supplies for stock purposes), (ii) ''rurchases" for 
direct issue to (here enter full name of work as given 
in estimate) .................. (iii) "Purchases" for (hero 
_enter full name of work as given in estimate) .......... .. 
.................. For issue to contractor .................. , on 
.................. and (d) date of measurement, 
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and should end with the dated initials of the person making 
t.he measurements; see also paragraph 272. A suitable 
abstract should then be prepared which should collect, in 
the case of measurements for. work d.one, the total quanti
ties of each distinct item of work relating to each sanc
tioned sub-head. 

(dJ. As all payments for work or supplies are based on the 
quantities recorded· in the measurement book,. it i~ 
incumbent upon the person taking the measurements 
to record · the . quantities c~early and accurately. · If. 
the measurements are taken in connection with a 
running contract account on which work has been pre
Viously measured, he is further responsible (1) that 

· reference to· the last set of measurements is recorded 
·and (2) that if the entire job. or contract has been com
pleted, the fact is recorded prominently just above his 
initials. If the measurements taken are the first set 
of measurements on a running account, or the first and 
final measurements, this fact .should be suitably noted 
against the entries in the measurement book. 

(1') The pages ·of the book should be machine numbered. 
Entries should be recorded continuously, and no blank 
pages left or page torn out. Any pages left blank 
inadvertently should be cancelled by diagonal lines, 
the cancellation being attested and dated. 

(/) The entries should if possible, be made in ink; when this 
is not p~ssible _and entries have to be made in pencil, 
the pencil entnes should not be inked over, but should 
be left untouched. The entries in the ''contents or 
area" .column should, however, be made in ink in the 
first instance. No entry may be erased. If a mistake 
is made, it should be corrected by crossing out the 
incorrect words or figures and. inserting the · correc
tions, the correction thus made being initialled and 
datec1 by t.he responsible· officer. When any measure
ments are cancelled, the cancellation must be support
ed by .the dated initials of the officer ordering the can
cellation or by a reference to his orders initialled, by 
the officer who made the measurements, the reasons 
for canc·ellation being also recorded. A reliable record. 
is the object to be aimed at, as it may have to be 
produced as evidence in a Court of Law. . · ·. . . ' 

(g) Each measurement book should be provided with an 
index which should be kept up to date. 
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' 
(iiz) Standard Measurements. 

[C'HAP. X. 

. 282. It is usual in the Public Works Department to maintain stan
dard measurement books of buildings in order to facilitate the prepara
tion of estimates for periodical repairs. Where such standard books are
maintained, it is also permissible to utilise them for the purpose of 
pr~pnring contractors' bills for such repairs, so that it may not be neces. 
sary to take detailed measurements on each occasion. This system can, 
however, be adopted only if it has-been specially authorised by the loca) 
Government, and subsidiary rules for the efficient maintenance of th& 
books have been prescribed in consultation with the Accountant GeneraL 
Inter alia the following precautions are necessary :-

(i) The measurement books used as standard books should be 
numbered .in an alphabetical series, so that the numbers 
may be readily distinguished from those assigned to the 
ordinary books wherein detailed measurements are record
ed whenever_ work is actually done. 

· (ii) The entries of measurements (and abstracts thereof) in the 
standard books should be recorded legibly in ink, and 
r.ertified as correct by a responsible officer. 

(iii) An assurance should be obtained periodically of the Divi
sional Officer. that all the standard books of the division 
have been inspected by him, that the entries therein have 
not been tampered with, and that all corrections due to 
additions and a.lterations in the buildings have been made 
in the books and the latter are reliable and up to dat& 
records. 

(iv) \Vhen a payment is based on standard measurements, the 
gazetted officer or subordinate preparing the bill for pay
ment should be required to certify that the whole of th& 
work (or work since previous running bill, as the case may 
be) as per standard meaaurements has been done and that 
it has not previously been billed for in any shape. 

(iv) Review of Measurements. 
l 

283. Subdivisional Officers should be required to submit the measure
ml'llli books in use to the divisional office from time to time, so that 
at lea"'t once a year the entries recorded in each book may be subjected 
to a percentage check b:v the divisional accountant under the ~upervi
sion of the Divisional Officer. Detailed rnle~ on this subject may be 
laid down by the local Government, who will also prescribe the ru!es 
for a system of test check of recorded measurements by the supeno1 
cfficers of the department. 
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(b) Bu.x.s AND Vouol!Bl\s. 

(s) Forms of Bills and Vouchers. 
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~84. The authorise~ forms of bills an<! vouchers are the followin~ :-

- (a) Firtlt and Final Bill, Form 24. · 
(b) Running Account .Bill A, Form 25. 
(c) Running Account Bill B, ·Farm ·26. 
(d). Running Account Bill 0, Form 27. 
(e) Hand Receipt, Form 28. 

The use of the forms is e,:plained. in the following paragraphs ~nd 
11. few explanatory foot notes are printed on the forms . 

. 285. First and Ji'inal Bill, Form .24.-This form should h'e used for 
ma~ng payments both to contractors for work and to suppliers, when 
a smgle payment is made for a job or contract, i.e., on its completion. 
A single form may be used for making payments to several payees, if 
~hey relate to the same work (or to the same head of account in the 
ease of supplies) and are billed for at the same time. 

286. Running Accaunt.Bill A, Form .25.-This form is intended for 
·COntractors for work only. It should be used (1) if it is proposed to 
make an advance payment; or (2) if an on account payment is to be 
made but an advance payment already made for the . same work is out-
.st&.nding. · . 

This form is not to be used if a secured advance is to be marla or if 
such an advance is already outstanding against the contractor in respect 
.of ~he same work. 

287. Running .4.ccount Bill B, Form .26.-This form is also intended 
for contractors for work only. It should be used in all cases in which 
secured advances are to be made or are already outstanding, in re&pect 
-of the same work, against the contractor. When this form is used it 
shonld also be utilised for making on account and advance payments, 
if any, in respec~ of the work. 

288. Running ,lct:ount Bill C, Form .27.-This form is used both for 
contractors for work and for suppliers. It is intended to be used for 
contractors for work when only on account payments are made. It is 
not to J)e used if a secured advance or an advance payment is to be made 
or if such an advance or advance payment in respect of the work is out
stan<ling against the contractor. 

289. Form 27 is the only fonD. of Running Account bills which. is 
suited for transactions with suppliers. Form 26 is the only form w~ch 
provides completely for all classes of running account tran~ctions 'Ylt}l; 
contractors for work. If a secured advance is not outstanding, and if .lfi 
.is not proposed to make such an advance, the simpler .Form 25 . ~ 
serve the purpose. Similarly, if no advance payment 1s outstanding 
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and if it is not proposed to make such a payment the still simpler Form 
27 can be used. The .form to be used on 1each occasion should be the 
one most suitable for the correct exhibition of the state of the contr~ 
tor's running account both before and after the transaction, regardless 
of the form or forms which may have been used for any previous pay
ment c,r advance. See also paragraphs 297 and 298. 

290. Hand Receipt, FOTm .28.-This is a simple form of voucher 
intended to be used for all miscellaneous payments and advances, for 
which none of the special forms 24, 25, 26 and 27 is suitable. 

291. Account of Petty ContractoTs, Form 80.-In some provinces 
a consolidated monthly account of all petty contractors employed on the 
same work or section of work is sometimes prepared in preference to 
a separate bill for each payee. The general adoption of this procedure 
is not recommended but wherever it is desired to continue it, Form 30 
should bo used which supersedes old Public Works Department Form 
No. 15-A, and the following instructions should be strictly observed in 
addition to those printed on the form itself as foot-notes :-

(i) This form is intended solely for on account payments. It 
makes no provision for advances, advance payments, issues 
of materials or any other racoverable payments to con
tractors and should not be used if any such transactions 
occur or are probable. 

(ii) No contractor should be treated as a petty contractor if a 
separate account in one of the Running Account Bill forms 
is being maintained for him in connection with some other 
work. 

(iii) If after a contractor's account has been maintained in ]i'orm 
30 for some time, the continued use of the form becomes 
inadmissible under clause· (i) or (ii) above, the account 
should be removed from this form in the manner described 
below and there:tfter the appropriate form of Running 
Account Bill should be used :-

(a) In the Petty Contractors' Account a special entry should 
be made as under, immediately below the entries in 
columns 7, 13 and 14 against the line "Grand Total'' :-

Deduct l!p to date "Value of work done" and "Payments 
made" relating to the account of contractor ............ , 
transferred from "Petty Contractors' Account" to his 
personal ledger account. 

(b) When a Running Account Bill is prepared subsequently, 
the transferred figures of ''Value of work done" and 
"Payments made" shoultl be incorporated therein in the 
same way as if the transactions had, from the very 
beginning. been billed for on one of the Running 
Account Bill forms. 
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(ii) Preparation, Examination and Payment of Bil~ . . · 

292. Before the bill of a contractor is prepared,' the entries in the 
measure~ent book: relating to the description and quantities of" work 
or supplies should be scrutinised by the Subdivisional Officet ·an·d the 
calculati?ns of "~~mtents or a:rea" should be checked arithmetically 
under his supervisiOn. The bill should then be ·prepared·, froill the 
measurement ent.ries, iii one of the forms prescribed· in paragraphs 284 
to 291 appl~c!l-ble to the cas.e. T~e rates allowed should be entered by 
the Sub diVIsiOnal Officer, either m the abstract of measurements, vide 
paragraph 281 (c), or in the bill itself. Full rates as per agreement, 
catalogue, indent or other order should be allowed only if the quality 
of work done or supplies made is up to the stipulated specification. 
When the work or supplies fall short of that standard, and under the 

. agreement it is permissible to make a final payment if the contract is 
determined, or an on account payment if the contract is to run on, only 
such a fraction of the full rate should be allowed as is considered reason
able, with due regard to tha work remaining to be done and the general 
terms of the agreement. 

1. If the contract agreement does not specify the rates to be paid for the several 
classes of work or supply, but merely states that the estimated rates, or a certain 
percentage below or above them, will be allowed, it should be seen that the standard 
rates adopted are those of the sanctioned estimate which was in force at the time 
the agreement was executed, or, if the agreement was preceded by a tender, on the 
date the tender was signed by the contractor. Subsequent sanctions to original or 
revised estimates have no effect on the terms of such an agreement. If no sanctioned 
estimate is in existence at the time of signing t.he agreement or the tender, as the 
case may be, the ra.tes payable for each item of work should be specified, as a.ny 
reference to an estimate not yet sanctioned is meaningless and cannot be acted upon. 

2. As a genera.l rule, payment for supplies is not permissible until the stores have 
been received and surveyed. · If in any case the local Government .has permitted 
payment on production of a Raiiway receipt, the Audit Officer will place the amount 
paid under objection pending receipt of a bill based on actual measurements. 

3. By a. general or specia.l order in writing, the Subdivisional Officer may permit an 
executive subordinate, who has already been authorised to record measurements [para.
gra.ph 281 (a)], to enter, in the abstract of measurements or directly in the bill itself, 
the rates at which he recommends the payment for work done to be made, provided-

(a) that the use of this permission is confined to those works in charge of the 
subordinate himself the contract rates for which have already been approved 
by a. competent authority, . 

(b) that no increase in an authorised rate is suggested without the prior sanction 
in writing of the competent authority, 

(c) that when the authorised rate has not been fully earned, a suitable reduction 
is ma.de therein and the reasons thereof are recorded briefly for the con
sideration of the Subdivisional Officer, and 

(d) that it is made widely known to contractors that all entries. of rates m~dl!l 
by subordinates in the abstracts of measurements and bills are subJect 
to the approval of the proper disbursing officer. 

293. Before signing the bill, the Suhdivisional Officer should com
pare the quantities in the bill with those recorded in the measurement 
book and see that all the rates are correctly entered and that all calc~la
tions have been ~hecked arithmetically. When the bill is on a runmng 
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account, it shQuld be compared with the. previous bill. The Memo· 
randum of Payments should· then be made up, any recoveries which 
,ahould be made on account of the work or supply or on other accounts 
_.bei~g . ah~wn therein. If the Subdivisional Officer is empowered t~ 
.pay ·the bdl, he should then record a. formal pay order specifying both 
in words and figures, only the net amount payable, though the 'payee 
.should be required to acknowledge in his acquittance the gross amount 
payable inclusive of the recoveries made from the bill. 

1. In calculating the value of each item of work the nearest anna mould be taken 
:pies one to five being ignored, and pies six to eleven · taken as one anna; but pi~ 
must not be omitted fro!J\ the rates. . · 

2. For .the Delhi Province the Government of India have ruled that whenever 
tractions of a rupee occur. in the totals of contractors' bills, or in the case of supplies 
chargeable to more than one estimate, in the totals chargeable to each estimate, fraction& 
1ess than hal1JD&y be disregarded, and half a rupee and over taken as a rupee. Thia 
.procedure may be followed in other provinces also if authorised by the local Govern
ment. 

3. If the contract is for Lhe completed items of work and, under the provisions of 
paragraph 308, the contractor is required to obtain materials of an1 description from 

'Government, it should be seen that t-his condition is being comphed with and that 
necessary recoveries of the cost of the materials supplied to him, are being made in 

• accordance with paragraph 313. In such a case it is not permissible for the con
tractor to obtain the materials otherwise, unless, in a case of emergency, the suppl1 
hns been entrusted by the Divisional Officer, for recorded reasons, to the contractor 
himself, at suitable rates. 

4. Before signing a first and final bill, or the first bill on a running acconnt, the 
'Subdivisional Officer should see that the relevant measurement entries were marked as 
pertaining to such billa by the person taking tho measureml'nts, 11ide paragraph 281 (d). 

294. If the Subdivisional Officer is not empowered to mako the 
payment, the bill should be submitted (with or without the measure. 
ment book as may be prescribed) to the divisional office where the pay
ment will be authorised by the Divisional Officer after the necessary 
scrutiny. See also paragraph 275-A. ) 

295. If the Subdivisional Officer is not empowered to make the 
treceab]c.~ into the documents on which payments are made. When & 

bill is prepared for the work or suppl.ies ~easured every page con~aining 
tbo detailed meaRurements must be mvanably scored out by & diagonal 
red ink line and when the payment is made an endorsement must be 
made, in red ink, on the abstract of measurements, giving & reference 
to the number and date of the voucher of payment. 

1. The document on which payment is madc1 should invariably show, in ~e 11p!'ce 
provided for the purpose, the number and page of the me~surement book 10 which 
the detailed measurements are recorded and the date on which the measurement was 
made. 

296. (a) Payments for work done or supplies made o~. & ru~in§ 
account should ordinarily be made monthly. Both the qua.nt1t1es 
and ''amount" of each distinct item of work or supply should be shown 
separately in the bill, except in the case of advance payments when 
quantities need not be specified. 
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(b) Such payments should be treated as payments on account" 
subjec~ to adjustment in the final bill which should be drawn in th~ 
!l'ppropriate form but prin~ed on yello~ paper, when the work o~ supply 
·ta completed or the runrung account Is to be closed for other reasons. 
~h()n a final_ payment is ma~e o~ a running account, the- payee, if he 
~s a~le to wr1te, should add m his own handwriting that the payment 
'ls "m full se~tlement of ~ll ?emands." If the payee is illiterate, or is 
unable to wr1te beyond s1gnmg his name, these words should be filled 
~n b)' the officer making the payment. ' . 

1. _The ~ddition of the words '.'if!- full settlement of all demands" does not preclude 
•th~ dishursmg officer from. entertaiD;mg a further bona fide claim which may have been 
nmtted _from the final bill by mistake. or through inadvertence. If, despite this 
explanatiOn, the contractor ~~jects to t~e addit~on of the words i!l question, the payment 
·tlhould be tendered unconditiOnally (vtde SectiOn 38 of. the Indian Contract Act, 1872). 

NoTE.-A form printed on yellow paper is never to be used except for final pay- . 
. ments. 

(c) A separate running aecount is.maintained in respect of each con~ 
·tract. Transactions relating to two or more separate working estimates 
shouhl not be brought on to the same running account ; they should, 
'therefore, not be covered by, a single contract. Transactions relating 
•to two or more separate parts of the same working estimate, for· which 
-separate works abstracts are· prepared under paragraph 332, · should 
:also flppear in separate running accounts. 

297. (a) If the system of making advance payments to contractors 
-for work has been adopted, certificate 2 printed on Running Account 
'Bill A or B, as the case may be, must be signed by the Subdivisional 
, or Divisional Officer, and the lump sum amount paid on account of each 
'item should be specified against it in Part I of the bill. If a secured 
advance has been previously allowed to a contractor on the security_ of 

-any materials and such materials have been used in the constructiOn 
·of an item, the amount of the advance payment for that item should 
:.not exceed a sum equivalent to the value of work done less the pro
··portionat.e amount of secured advance ultimately recoverable on account 
· of the materials used. 

(b) Actual measurements should, however, be taken at the eurliesli 
·opportunity, and when this has been done, the lump sum payments 
.previously mn.de on account of the items of work concerne~ sho~ld first 
• be adiu11ted in full so that the contractor may not be pa1d tWice over 
in res.pect of the s~me quantities of work. Delays in adjustin~ advance 
payments should be investigated (vide paragraph 348\ and adJustments 

..maJe otherwise than by cr~diting th~ value. of wor~ ~ct~all~ measured, 
Rhould be specially looked 1r:to as bemg pnmd fatte md1cat1ve of over-

·payment in the first instance . 
. 298. \Vhen securd advances are allowed by the Di~sional O_fficer 

--unJer paragraph 299-A (a) to a contractor whose contract 1s for fi~1shed 
-work it shoud be seen that an Indenture in Form 31 has been ffigned 

' G 
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by the contractor, and a detailed account of the advances must be kept 
in Part II of Running Account Bill B. There should be separate
entries, in respect of each class of materials, of the quantities brought 
to site by the contractor and the amounts advanced under the orclers 
of the Divisional Officer. These advances must be recovered by deduc
tion from the contractor's bills for work done as the materials are nsed 
in construction and the 1tems of work. in which they are used are billed 
for on the basis of actual measurements. Parts I and II of the bill 
should be compared to see that this order is being complied with. As. 
recoverieR are made, the outstanding amounts of the items concerned 
in Part IT should be reduced by making deduction entries in the column, 
"Deduct Quantity utilised in work measured since previous bill,'' 
equivalent to the quantities of the materials used by the contractor 
on items of work shown as executed in Part I of the bill. 

NoTB.-No record should be kept in Measurement Books of the quantities of the
materials, but certificate 3 printed on the bill should be signed by the Subdivisional or 
Divisional Officer in terms of paragraph 299-A (a). 

(c) AID TO CONTRACTORS. 

299. It is necessary sometimes, in the interest of work, to engage
labourer:~ or contractors or to incur other liabilities on behalf of the con
tractor concerned, with a view to complete work which he haA neglected 
or failed to complete. In such a case it is permissible to spend Govern
ment funds on behalf of the contractor in accordance with the terms 
of his agreement. Otherwise, no advance or recoverable payment should' 
be made to or on behalf of a contractor nor should financial aid be gjven 
to him in any form, except in accordance with paragraphs 299-A and 
299-B. 

1. For rules relating to the issue of materiab to contractors see paragraphs 308 and· 
309. 

2. With a view to svoid subsequent disputes with the contractor, suitable intimation· 
ehould be sent to him (1) as soon as action is taken nnder this paragraph, and (2) 
aobsequently, as charges are incurred on his account. 

(d)_ ADVANCES TO CONTRACTORS. 

299-A. Advances to contractors are as a rule prohibited, and every· 
endeavour should he made to maintain a svstem under which no pay
ments are made except for work actually done. Exceptions are, how
ever, permitted in the following cases : -

(a) Cases in which n. contract0l, whose contract is for finished' 
work, requires an advance on the security of mat~rials 
brought to site. Divisional Officers may, in such cases, 
sanction advn.nces up to an amount not exceeding 75 per 
cent. of the value (as assessed by themselves) of such· 
materials, provided that they are of an imperishable nature-
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and that a formal agreement is drawn up with the con
tractor under which Government secures a lien ou the 
materials and is safeguarded against losses due to the con
tractor postponing the execution of the work or to the 
shortage or .misuse of the materials, and againo~ the 
expense entailed for their proper watch and safe custody. 
Pay~ent of such advances should be made only on the 
cert1vcate of an officer, not below the rank of Subdivisional 
Officer, that the quantities of materials upon which the 
advances are made have actually been brought to site, that 
the contractor has not previously received any advanc6 on 
that security and that the materials are all required by 
the contractor for use on items of work for which rates 
for finished work have been agreed upon. The officer 
granting such a certificate will be held personally respon
sible for any overpayment which may occur in consequence. 
Recoveries of advances so made should not be postponed 
until the whole of the work entrusted to the contractor is 
completed. They should be made from his bills for work 
done as the materials are used, the necessary deductions 
being made whenever the items of work in which they ar~ 
used are billed for. 

(b) Cases in which; in the interest of works, it is absolutely 
necessary. to make petty advances. In such cases advances 
up to Rs. 50 may be allowed by subordinates. 

(c) In all other cases only with the sanction of the local Govern-, 
ment which may, in exceptional circumstances, authorise 
such advances as may be· deemed indispensable, taking the 
neces~ary precautions for securing Government against 
loss and for preventing the system from becoming general 
or continuing longer than is absolutely essential. 

299-B. An advance payment (see paragraph 11) for work actually 
executed may be made on the certificate of a responsible officer (not · 
below the rank of Subdivisional Officerl to the effect that not less than 
the quantity of work paid for has actually been done, and the .:>fficer 
granting such a certificate will be held personally responsible for any 
overpavment which may occur on the work in consequence. Final pay
ments· may, however, in no case be made without detailed measure
ments. 

IV.-Payments to Work-charged Establishment. 

(a) CoNDITIONS· OF EMPLOYMENT. 

300. Rules for the entertainment of work-charged establishment are 
laid down in paragraphs 10 to 12 of the Central Public Works Depart
!nent Code. In all cases previous sanction of the Divisional Officer or 

G2 
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the Superintending Engineer, as the case may be, is necessary which 
should epecify in respect of each appointment (1) the consolidated rate 
of pay'. (2) the period of sanction and (3) the full name (as given in 
the estJmate) of the work and the nature of the duties on whi~h the 
man engaged would be employed. 

301. Members of the work-charged establishment are not entitled 
to aily pension, or to leave salary or travelling or other allowancea 
except in the following cases :-

(a) Wound and other Extraordinary Pensions and Gratuities are 
in certain cases admissible in accordance with the rules 
in Part VI of the Civil Service Regulations. 

(b) Actual travelling expenses may be allowed by the Divisional 
Officer for joumeJs performed (1) within the jurisdiction 
of his local Government or to and from a district or 
Foreign State or Settlement adjoining his division, and 
(2) in the interest of the work on which the men are 
employed. 

(c) Grain Compensation Allowance is admissible under the Sup
plementary Rules issued by the local Government under 
Fundamental Rule 4.4 to men who are drawing rates of 
pay which have been fixed with reference to normal 
circumstances. 

1. This rule is not intended to interfere with the discretion of the Subdivisional 
Officer to grant short (•asual leave on full pay or on reduced wages subject to such 
genflral rules regarding the grant of casual leave to ordinary establishments as ma7 
be prescribed by the local Government. 

2. This rule does not apply to memb~t'8 of the temporary establishment whose pa7 
ia <"barged to works under paragraph 10 of the Central Public Works Department Code. 
The leave salal'ies, travelling and other allowances of auch establishment. are regulated 
by the rules applicable to ttlmporary establishments. 

(b) PAY BlLLS. 

302. Wages of members of the work-charged establishment should 
be drawn and paid on Form 29, "Pay Bill of Work-charged Establish
ment," which is a combined pay bill and acquittance roll form. A 
11.onso1idat.ed bill in this form should be prepared monthly either for 
the whole subdivision or for one or more sections of it, as may be con
venient ; but the names and claims of the entire establishment con
cerned, including abf1entees, shonld be shown in each bill. Names 
ebouH be grouped in the bill by works on which the men are employed, 
sanction to the entertainment of the establishment should be quoted 
iu each case, and the Subdivisional Officer should certify, in the Fpace 
:provided for the purpose, that the men were on duty during the periods 
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shown against their names, each man being employed on the work and 
pn the duties for which his appointment was sanctioned. 

·1. Deductions on ·account of fines, income-tax, etc., should be shown by special 
entries against the names concerned. . 

2. If the acknowledgment of an individual cannot conveniently be obtained on the 
bill itself,· it may be obtamed separately on a Hllond Receipt, Form 28, which should 
then be attached to the bill as a sub-~oucher. 

303. Pay bills may be signed at any time on the last working day 
of the calendar month in which the wages are earned, though they are 
not due for payment before the first working day of the following 
month. When, however, the services· of an individual are dispensed 
with it is permissible and advisable to settle up his account at once. 

(c) UNPAID WAGES. 

304. Wages remaining unpaid on a passed bill, on the date fixed for 
the closing of the accounts of the month, may be paid subsequently 
when claimed, the procedure described below being. observed :.:...._ 

(a) Items remaining unpaid on the monthly bill should be 
entered in a simple register, full particulars of the charge, 
including reference to the bill, being noted in the register. 

(b) Subsequent payments s):1.0uld be made on Hand Receipts, 
Form 28, reference to the bill in which the charge was 
originally included, and to the particular item thereof, 
being quoted in each case. 

{c) When making payments of arrears suitable notes of payment 
should be recorded against the original entries in the· 
register. 

{d) TRAVELLING EXPENSES. 

305. No bills need be prepared in support of claims for travelling 
expenses. Payments should be made on Hand Receipts, Form 28, 
which should set forth all the necessary particulars of the journey per~ 
formed and of the expenses claimed and should be countersigned by 
the Divisional Officer prior to payment. 

(B) CLASSIFIOATION OF CUARGE. 

306. Every payment made to a. member of ~he work-charged estab
lishment, whether on account of his wages or m recoupment .of actua1 
travelling expenses, should be charged to the work on which he is 
employed. 
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C.-ISSUES OF MATERIALS. 
I.-General. 

307. Issues of materials to works, whether from stock or by purchase, 
transfer or manufacture, are divided into two classes:-

(1)-lssucs to Contractors.-Issuea of materials to contractors 
with whom agreements in respect of completed items of 
works, .i.e., for both labour and materials, have been 
entered into.· 

(2)-Issues Direct to Works.-Issues of materials when work is 
done departmentally or by contractors whose agreements 
are for labour only. 

U.-To Contractors. 
(a) GENERAL CONDITIONS. 

308. (a). The issue of materials to contractors who have contracted 
for completed items of work is generally permissible only in the follow
ing circumstances :-

(i) when, under the operation of paragraph 89(d) (o) vi the 
Central Public Works Department Code, it is necessary to 
retain in the hands of Government the supply of imported 
materials, 

(ii} when, in the interest of work, or with the object of utilising 
existing stocks of materials, it is desirable to retain in the 
hands of Government the supply of certain other materials 
as well, and a condition to this effect has been inserted in 
the contract. 

(b) In both cases the contract should specify (1) the materials to 
be supplied by Government for use on the work, (2) the place or places 
of delivery and (3) the rates to be charged to the contractor for ea<'h 
description of material; and the contractor should be held responsible 
for obtaining from Government all such materials required for the work 
and for making payment therefor, by deduction from his bills, at the 
.rates specified, regardless of fluctuations in the market rates or in the 
stock rates of the division. 

1. The rates to be cliarged to the contractor for materials to be supplied should be 
definitely specified, vague quotations, e.g., "at Stock rates," being avoided; and if 
intending contractors had been told that the materials would be supplied at a 
certain rate and asked to tender on that assumption then that rate should be adhered 
to in the contrac~ 

2. Similarly, the ll'a!es to be allowed to the contractor for items of work, should be 
definitely stated. But if for any special reasons, the contract provides for the payments 
for work done to be made at a specified percentage below or above the rates entered 
~n the SaJ,ctioned estimate of the work (or the Schedule of Rates), it should be stated 
m clear terms in the contract that the deductions or additions. as the case may be, 
of the percentage, will be calculated on the gross, and not the net, amounts of the 
bills for work done, and in fixing the percentage it should be borne in mind that the 
calculations will be so made. 
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(c) No carriage or incidental charges are borne by Government for 
-moving the materials beyond the place where the contractor has agreed 
:to take delivery thereof. 

309. (a) As a general rule no other mat~rials should be supplied to 
.such contractors for use on works, but this restriction may be waived 
by the Subdivisional Officer in respect of petty issues· (at full Issue 

.Rates) of materials from existing stocks, not exceeding Rs. 50 in any; 

.month for any one contract. 

(b) If at any time subsequent to the execution of a. contract on a. 
:through rate basis, the contractor desires the issue to him, for use on 
.:a work, of materials which exist in Government stocks but the supply 
whereof by Government.was not provided for in the contract, the mate
rials should not be issued except with the express authority of the 
Divisional Officer who should specify in each case the rate to be charged 
for the materials inclusive of delivery at the place where they are 
·stored. The rate charged should be the market rate prevailing at tha 
.time of the supply or the Issue Rate, whichever may be greater, and 
·no carriage or incidental charges Ehould be borne by Government in 
-connection with. the supply. 

1. The intention of this rule is to prohibit the supply of materials to contractors 
with. the object of giving them financial aid, the grant of which is goyemed by the 
.rule m paragraph 299 et seq. 

(c) Issnc.g of stoc:k materials to contractors for bond. fide use on works 
are exempt from the usual charge of 10 per cent. on account of 
.-supervision, storage and contingencies, which is made when stock mate. 
-rials are sold to the public (paragraph 127 of the Central Public Works 
Department Code). 

(b) ACCOUNTS PROCEDURE. 

310. All materials required for issue to a contractor under any of 
:the provisions of paragraphs 308 and 309, should be made over to him, 
.as soon as they are received, whether from stock or by purchase, manu
facture or transfer, and an unstamped, but dated, acknowledgment, 
-detailing full particulars of the materials including the rates and values 
-chargeable to him should at once be taken from the contractor. 

311. When the materials are· obtained by purchase, full details of the 
articles received should at once be entered in a measurement book, Form 
.23, in the manner prescribed in paragraph 281 (c). See also paragraphs 
179 and 180. · 

312. On the authority of the contractor's acknowledgment, the cost 
-chargeable to him under paragraph 308 or 309, as the case may be, 
should be debited at once to his personal account by charge to the 

oauspen<>e head ''Contractors-Other transactions" (vide paragraph 340) 
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in the accounts of the work concerned. This adjustment should be· 
effect~d by affording credit to the beau concerned, as indicated below :-

Source of receipt of materials. 

(I) Stock (including manufacture) 

(2) Transfer from another work 

Head of 
Account to be Value to be credited. 

credited. 

• Stock At Issue rates. 

• Workconcerned At a valuation mad&
under paragraph 321 
{d). 

(3) Transfer from another division or Purchases 
department. 

At rates charged by the· 
division or department 
concernAd. 

(4) Suppliers • Purchases At rates payable to the· 
suppliers under their 
contracts. 

(5) Obtained through the Stores Depart· 
· ment, London. 

(6) Indian Charges on (5) 

London Stores. · The English cost of stores 
I converted into Indian 

currency in the manner 
laid down in paragraph 
418. 

i 

Head concerned Actual charges incurred. 
vide paragraphs 420. 
and 421. 

If the amount thus credited differs from the charge made to the con
tractor's account, the excess of the former over the latter, should be 
treated as additional final outlay (plus or minus as the case may be) on 
the work, a separate 'subhead, entitled "Additional Charges for Mate
rials issued to Contractors". being opened for the purpOS(l in the
accounts of Major Estimates. 

1. The object of these rules • is to ensure that the full amount chargeable to the 
eontractor is debited to his account as soon as the materials are delivered, so that 
(1) he may not receive paymPnt, at full rates, for the completed items of work pri~ 
to the value of the Government materials used by him therein, being charged to his
account, or (2) his final bill for the work done may not be settled before the full value 
of materials recoverable from him has been debited to his account. 

2. Iasues from Stock (including Manufacture) should be accounted for through th• 
Stock returns. For other iasaes, a apecial transfer entrr should be prepared by the· 
Subdivisional Officer in Form 53 as soon as each transactiOn takas place. 

313. The recovery from a contractor on account of the cost of mate· 
rials issued to him for use on u. work liihould ordinarily be made by 
deduction from the first bill authorising an advance payment or an on 
account payment to him for the work. Should, however, a. lump sum. 
recovery be undesirable in any case, the DiviRionnl Officer may permit .. 
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!or recorded. reasons, the recovery to be effected gr8-dually as the mate
rials issued to the contractor are actually used in construction and the 
items of work in which they are used are paid for whether by an advance· 
payment or by an on account paym6nt. 

314. As the issue of materials to· contractors under the foregoing. 
rules is permissible solely for the bona fide requirements of Government 
works, Subdivisional Officers should make such arrangements as may 
be deemed suitable for limiting the total issues to a contractor in con- · 
nection with a particular work, to the reasonable needs of that work. 
This precaution is particularly necessary when the rates at which any 
materials are issued under paragraph 308 are lower than the prevailing 
market rates, or the latter are expected to rise appreciably. In sucl1. 
cases, if the transactions are of any importance, the use of Form 35· 
(without values) is recommended for watching that the aggregate of 
the quantities of any or all materials issued to a contractor, from time
to time, for use on a work, remains within the estimated requirements. 
of his contract. 

(c) HETURN OF SURPIJus MATERIALS. 

315. Government does not undertake to take over from contractors,. 
whether before or after the completion or determination of contracts, 
surplus materials which were originally procured by the contractors for· 
themselves or were issued to them and charged to their accounts under· 
paragraph 310. Such materials are the property of the contractors and 
can be taken over by Government, if required, for use on other works. 
in progress, only by special arrangements and at the prevailing market 
rates. If the materials were originally supplied by Government the 
price allowed to the contractor on re-acquisition should not exceed the· 
a01ount charged to the contractor. • 

1. Contractors are, however, not at liberty to remove· from site of works without 
the written permission of the Divisional Officer materials which have been issued to. 
them for use on a work and a stipulation to this effect should ordinarily be entered 
in their agreements. ' 

(d) TOOLS AND PLANT LENT FOR USE. 

316. The rules in paragraphs 308 to 315 do not apply to too~s.a;nd' 
plant. Articles born~ on the Tools and Plant ac~ount of the divisiOn· 
may, in accordance w1th any local rules on the sublect, be lent tempo~a
rily to contractors for use on Government works bemg executed or mam
tained by them. See also paragraphs 218 and 221. 
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III.-Direct to Works. 
(a) DETAILED ACCOUNTS OF MATERIALS ISSUED. 

317. (a) In all cases materials issued direct to a work should. u 
soon as received, be brought to account as indicated below:-

I - I 
. . Head of I . 1 Mode of effecting 

~ource of receipt of materials. Accou~t to be Value to be credited. adjustment of cost. I credited. \ I . 
'{_l_)_S_t-oc_k_(_in-c-lu-d-in_g_M_a-nu--,, ;~~ck • i At Issue 1"1\tes • Through Stock 

facture). ' accounts at the 
end of the 
month. 

1 I 
·(2) Transfer from another Work concerned· At a valuation under By a special trans-

work. paragraph 321 (cl).' for entry in Fonn 

-(3) Transfer from another Purchases 
division or depart. 
ment. 

·(4) Suppliel'!l . I Purchases 

I 

At rates charged by 
the division or 
department con-
cerned. · 

At rates payable to 
the suppliers 
under their con
tracts. 

. (5) Obtained through the LondonStores. The English cost, 
Stores Department, t•ide paragraphs 
London. 418 el. 11eq. 

53 prepared as 
soon as the 
materials are 
received. 

Ditto. 

Ditto. 

Ditto • 

·{6) Indian Charges on (5) Head concerned Actual charges in- Through cash ao
curreJ t~ide para-~ count or transfer 
graphs, 420 and entry as the caS& 
421. may be. 

The full value credited to the head concerned shouid be debited to the 
work (pu.ragraph 318). 

(b) In the case of materials received direct from suppliers full detai~ 
-of the articles received should at the same time be entered in a measure
ment book, Form 23, with the full name of the work as entered in the 

·eRtimate, vide paragraph 28l(c). 

318. (a) "When materials are issued direct to a work their cost is 
-either treated as a final charge or debited to the suspense head ''Mate
rials" in the accounts of the work, as prescribed in paragraphs 334 and 

-335. 

(b) When the suspense head "Materials" is operated on, a detailed 
account of all materials issued to, or returned from, the work should 
be kept in Form 35, "Detailed Statement of Materials", so that the 

iota! issues of each kind of materials may be watched with reference 
·to the estimated requirements. 
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(c) When the cost of materials issued to a minor estimate is adjusted 
at once as a final charge (paragraph 339), no detailed account in Form 
:35 is necessary. The Subdivisional Officer should make his own 
arrangements for exercising detailed control over transactions relating to 

·materials, and for verifying the unused materials in the event of the 
eharge of the work passing from one officer or subordinate to another. 

319. In the Detailed Statement of Materlals, Form 35, only principal 
materials need be detailed. Both quantities and values of such item11 
-should be shown except in respect of carriage and incidental charges 
for which values only should be shown. All the minor items may be 
lumped together under the heading "petty items", for which only 
values should be shown. 

1. As the Detailed Statement of Materials is prescribed primarily to enable the 
Divisional Officer to exercise detailed financial control over transactions ;relating to 
materials, the decision as to which materials may be lumped. under the headin~J "petty 
•tems" is left entirely to his discretion. For instance, materials of any kind may 
be classed as "petty items" not only when the amounts involved are small but also if 
the work for which they are required is of such a nature that a detailed control ovel' 
the quantities of materials, in addition to the control over their values, is not consi-
·dered necessary. · 

2. Carriage and incidental charges debitable to the work should be added to the 
-cost of the materials concerned in Form 35. 

320. Form 35 shows separately for each kind of materials (1) the 
-estimated requirements, (2) the net issues of each month to the work 
;and (3) the net issues thereto to end of each month. The month'3 

. transactions should be posted as follows :-

J. IRsues to the work-(a) Issues from stock should be posted in 
lump from the monthly Abstract of Stock Issues, Form 
10, and (b) purchases from suppliers and transfers of mate
rials from other works, divisions or departments should be 
posted in detail from the vouchers and special transfer 
entries (!J£de paragraph 317) concerned, at the same time 
as the corresponding postings in the Works Abstract 
(Form 33 or 34) are made. 

II. IssueJ;; from the work-(a) Materials returned to stock should 
be posted in lump from the monthly Abstract of Stock 
Receipts, Porro 9, and (b) sales, writes-off and transfers 
elsewhere should be posted in detail from the vouchers 
concerned, at the same time as the corresponding entries 
in the Works Abstract (Form 33 or 34) are made. 

Issues from the work should be posted as minus entries. 

tl)) DISPOSAL OF SURPLUS MATERIALS. 

321. (a) 1\faterials issued to works in excess of requirements may 
·be transferred to stock provided that they are serviceable and certain 
:to be required. 
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(b) All surplus materials at site of works which have been com
pleted or stopped or on which outlay has been prohibited for any con
siderable length of time, should, if likely to be of use on other works 
within a reasonable time, be transferred to works in progress or brought 
on to the Stock account, their value being credited to the work to 
which they were originally issued and debited to the work to which they 
are transferred or to the Stock account, as the case may be. 

(c) No credit should be allowed to a work on account of surplus mate
rials if they are unlikely to be of any use within a reasonable time ; 
but a list of the materials should be maintained in the subdivisional c~.ncl 
divisional offices as a s~pplement to the half-yearly stock returns .. 
unless the Superintending Engineer considers this unnecessary. 

(d) Materials returned to store or transferred to other works should' 
be priced within current market rates, any resultant loss being borne
~y the work to which they were originally issued. 

1. These rules do not apply to aurplua materials which were originally procnred by 
eontractors for themselves or were issued to them and charged off to their account. 
under paragraph 310. See paragraph 315. 

(c) VERIFICATION OF UNUSED BALANCES. 

322. Unused balances of materials charged direct to works should 
be verified at least once a year in the manner prescribed in paragraph. 
131 of the Central Public Works Department Code. 'Whenever this 
'Verification is made, a report of verification of the materials should be 
prepared by the Subdivisional Officer in Form 37 and submitted to the
divisional office. The following instructions should be observed in pre
paring the report :-

.(a) As no continuous account is maintained of the materials 
actually used in construction, it is necessary first to cal
culate the quantities of principal items pr:obably usad. 
This should be done in the detailed stat~>ment at the top
of the form, on the basis of the "progress" of work clone on 
each sub-head, such authorised formulm being adopted aS
may be in general use locally. 

(b) Deducting these quantities from the total quantities of the 
materials issued to the work as per Form 35, the paper 
balances of the unused materials should next be arrived 
at and set forth against line C. 

(c) The actual balances should be entered against line D, and 
the differences between the actual and paper balances 
should be set forth against line E. These differences 
should be priced at the actual rate of cost which should 
be deduced from the total value and quantity recorded in 
the Detailed Statement of Materials, Form 35. 
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The report should then be completed by recording against 
line F remarks explaining action taken (1) to adjust the 
differences as per line E and (2) if the work has been 
completed, to dispose of the surplus balances as per line 
D, and by signing the printed certificates applicable to the 
case and scoring out the others. 

The differences as per line E may be due to (i) the adoption 
of formulm for determining the actual consumption, (ii) 
unreasonable wastage, or (iii) shortage in some other 
form. All these differences should be investigated and 
dealt with in accordance with paragraph 359 (b), (c) 
and (d). . · 

323. A similar verification of the unused balances of materials must 
invariably be made on the completion of a work, but on or before the 
completion of a work, when no more materials are required for use in 
construction, steps should first be taken to dispose of all surplus mate
rials by transfer or sale, so that (1) the accounts of the work may 
promptly receive such credits as may be admissible under paragraph 
321, (2) the balance at debit of the suspense head "Materials" may, as 
far as possible, ~epresent the net c~st of the materials actually used in 
construction, and (3) the surplus balances awaiting clearance may be 
ceduced to a minimum. 

The report in Form 37 should in this case set forth both quantities 
:and values throughout. · 

324. If the Gazetted officer or subordinate in direct charge of a work, 
the accounts of which are kept by sub-heads, is transferred before the 
.accounts of it are closed, the unused materials at site of the work should 
'be verified by the relieving officer in company with the relieved officer 
and the report prescribed in paragl'aph 322 should be prepared by the 
·Subdivisional Officer and submitted to the divisional office. 

325. A report is required annually of the value of materials at site 
of all works tne accounts of which were open on the last day of the 
.official year. This report should be prepared in Form 37 and submitted 
to the divisional office in the manner described in paragraph 323, as on 
completion of work, but it is not necessary that the balances should be 
-verified at the close of the year if . 

(1) the work has been under construction for not more than 
three months, 

(2) the accounts of the work are expected to be closed within 
three months, or · 

(3) the balances were verified at any· time during the year. 

When the balances are not verified at the close of the year the 
ilgUres aO'ainst line C, "Paper balances of unusea materials", of the 
report sb7,uld be assumed to be the value of the materials at site, and 
Jines D and E should be left blank. 
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326. Reports of Verification of materials in Form 37, prepared under 
paragraphs 322, 323, 324 and 325, should be dealt with in the divisional 
office in the manner described below :-

(a) 

"(b) 

A register of Clearance of :Materials Account should be main
. tained in Form 38. A separate folio of the register should 

be reserved for each work for which a materials account is
kept, and for facility of reference, the register should be
supplied ·with an index. 

Each Report of Verification in Form 37 should be aJ.tercd 
in Part I of Form 38 as soon as received. 

(c) If any items of shortage or loss reported in line E of an inter
mediate report in Form 37, prepared under paragraph. 
322, 324 or 325, are ordered to be ch:1l'ged to t.he sub-head 
Contingencies of the estimate, or to the personal ledger 
account of a contractor, or to :Miscellaneous P. W. Ad
vances for recovery from any official or to the account of 
another work, the adjustment should be forthwith effected. 
by a transfer entry, so that the total cost of the materials
to the work may at once be corrected. 

(d) But if any such shortage or loss is ordered to be written off 
by debit to a :final sub-head of the estimate, other than 
Contingencies, or if there is a surplus and it is to be credit
ed to one or more final sub-heads of the estimate, the come
quent adjustments should merely be registered in Part ill 
of Form 38. Such adjustments leave the total cost of 
materials unaffected, and can, therefore be made only by 
inclusion in the final transfer entry which is made, on the 
completion of a work, under paragraph 359. 

(e) As every Report of Verification prepared under paragraphs 
322 to 325 deals with the progressive figures of the cost 
of materials, line E brings out up to date outstanding 
differences and not merely differences since last verifica.
tion. This should be borne in mind when registering: 
differences referred to in clause (b) above, so that adjust
ments once registered in Part Til of Form 38 may not 
be registered again. 

(/) Action taken on intermediate reports, in Form 37, should be 
recorded on the reports themselves, but when each such 
report is finally disposed of, the fact should be recorded in 
Part I of Form 38 and the entry attested by the Divisionn.l 
Accountant's initials. 

(g) Final I"e110rts in Form 37, prepared under paragraph 3~3, 
should, however, be registered in Part I of Form 38 as 
disposed of. as soon ns orders on the closing balancPs and 
the items of difference, as per lines D and E of the report, 
ksve been passed by the Divisional Officer. These baiancus 
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and items should then be transferred to Parts II and IH 
of Form 38, where their clearance will be watched in the· 
manner described in paragraph 359. 

D.-ADJUSTMENTS. 

327. In addition to cash payments and issues of materials there 3.re 
other transactions relating to the accounts of works, which are of the 
nature of adjustments usually recorded in the Transfer Entrv Book ot 
the divisional office. The detailed rules governing such transactions are 
given in Chapter VIII. 

E.-WORKS ABSTRACTS. 

I.-Introductory. 

· 328. An account of all the transactions relating to a work during a 
month, whet~er in respect of cash, stock or other charges, should be 
prepared by the Sub divisional Officer in one of the ·works Abstraet 
forms. In the case of Major Estimates a separate account should be 
maintained for each sub-head estimated to cost not less than Rs. 1 ,000, 
or any other limit which may b~ fixed by the local Government and in 
the absence of orders of the Divisional Officer to the contrarv the 
remaining sub-heads should be lumped together. For such works and 
for those Minor Estimates the accounts of which the Superintending 
Engineer or other sanctioning authority may desire to be kept by sub
heads, the detailed Form of Works Abstract A, No. 33, should be used. 
For other Minor Estimates the simpler form of Works Abstract B, 
N:o. 34, should be used in which the account of the final outlay is not 
kept by sub-heads. 

The estimate, account and completion certificate of petty works are 
ordinarily prepared on a single form, Petty Works Requisition and 
Account, Form 32, and separate Works Abstracts are not necessary. 
But when the accounts of the work involve transactions which cannot 
L'e suitably recorded in Part IV of ]'orm 32 (e.g., Advance Payments,. 
Secured Advances or Other Transactions of Contractors) the accounts 
should be kept on the simple form of Works Abstract, Form 34. 

1. In the case of Central Civil Works the monetary limit for sub-heads for wl?lch 
separate accounts have to be maintained under the above paragraph has been ralSed 
from Rs. 1,000 to Rs. 2,000. 

2. Percentage charges on account of Establishment, Tools and Plan~, and Account 
and Audit levied on works expenditure, under Rules 5 and 11 of Append1x 7, should not 
be shown' in Works Abstracts and Registers of Works, though they are eventually 
included in the cost of works, vide Rule 2 to paragraph 565. 

3. The Superintending Engineer may dispense wit'!t the maintenance of accounts by 
sub-heads for any work if he considers that the Clrcumsta.nces of the work render 
such accounts useless or impossible to maintain. In such cases a copy of the orders, 
apecifying the reasons should be forwarded to the Accountant General. 
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329. Ordinarily there should be one Works Abstract monthly for 
-each working estimate, but if the estimate is for a large work which 
is divided into several sub-works, it wiJI usually be found convenient io 
.prepare a Works Abstract separately for each sub-work. 

II.-Classification and Record of Final Charges. 

(a) MAJOR EsTIMATES. 

330. The division of a Major Estimate into sub-heads for the pur-
;poses of accounts is guided usually by the classification sanctioned hi 
the abstract of the estimate. If it is intended to purchase or supply 
'1Daterials and to employ labour for construction separately (whether 
'by contract or by departmental agency), the abstract of the estimate 
should be so framed as to show separately for each distinct item 

·of artificer's work (1) the cost and quantity of "labour" and (2) 
·the cost of materials. But if this is not the case, e.g., when any item 
-of work is to be executed by contract and it is proposed to contract 
for the completed items of work, the abstract of the estimate may 
-show merely the quantity and cost of each item of work. In all cases 
miscellaneous charges of a general nature, which do not pertain to any 
-sub-head in particular, may be treated as separate sub-heads, being 
~rouped undrr one or ruore heads, e.g., "Work-charged establishment", 
.. 'Contingencies", etc. See paragraphs 10 and 82 of the Central Public 
Works Department Code. 

1. When the number of sub-heads of an estimate is large it will be found conveni
·ent to assign a number to each aub-head and to prefix this number to the name of the 
1mb-head, wherever it is used on vouchers, works abstracts, reJristers of worka or 
other accounts. 

331. After a Major Estimate has been sanctioned it may be decided 
io make a change in the method originally contemplated for the execu
tion of the work. In such a case the original abstract should be recast 
in accordance with ihe instructions laid down in par::~.graph 330. The 
·details of cost and quantities already approved by competent authority 
~hould be rearranged and the revised abstract should be approved by the 
Divisional Officer and thereafter treated as the sanctioned abstract of 
the estimate for all account purposes. 

332. If the number of sub-heads in the working estimate for a. work 
or sub-work is large, it is permissible to break up the estimate into two 
or more parts, and to treat each part as a sub-work for the purposes of 
-accoul!t"; but no part of an estimate can be separated from the 
Test, 1f any contrar.t for the execution of work connected with ili 
covers also work connected with the other parts. It is advisable to 
-a.dopt this course if one or more parts of a work or sub-work are com
pl~tel:v execnted long ~n advrmce of the others and no useful purpose 
mll be served by keepmg open the accounts of the complete~ parts. 
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333. (a) The account of each sub-head in the Works Abstract 
··should ordinarily exhlbit 

. (1) "amount", i.e., total charges ._finally classified under the 
sub-head, 

(2l ''pro:,rre~s", i.e., total quantities executed from time to time 
and 

(a) "rate of cost", i.e., cost per unit on the basis of the recorded 
.. amount" and "progress", 

, (b) In the case, however, of sub-heads which have been lumped 
~together under paragraph 328 above, or sub-heads representing i~ems of 
:work which cannot be expressed in quantities, no quantities are showp. 
-in the abstract of estimate and the record of "progress" and "rate of 

·-eost" in the accounts is not necessary, the entries in the "amorint .. 
-column being sufficient. 

(c) In other cases the "progress" and "rate of cost" should be 
·-recorded in the _accounts both during the progress of construction and on 
.. completion of work, but the monthly record thereof. under ariy sub-head 
."'may, during the progress of construction, be dispensed with in the follow
ing cases under the written orders of the Divisional Officer which should 
~-specify reasons :-

(1) If the duration of co;nstruction under the sub-head is not 
expected to be more than three months, . 

(2) If the quantities executed are not in the i!ame units as those 
specified in the estimate or they cannot be expressed even 
roughly except on or towards the completion of the work . . 

334. VV"hen provlSlon is made in the abstract of estimate separat~Iy 
~for "labour" and "materials" under any sub-head, the account of thf.l 
cost of all materials issued to the work from stock, ··or by purchase, 

•manufacture or transfer, should be kept under a single head, entitled 
"Materials", the sanctioned amount of which should be taken to be 

·equivalent to the aggregate provision for "materials" in the estimate. 
This should be treated as a suspense head and the details of it recorded 

:dn F Jt'm ~t5 (vidr~ p~tragraph 318), which should accompany the Works 
Abstract. The "labour" divisions only will thus appear in the Works 
Abstract as separate sub-heads of final outlay. During the progress oi 
the work, the expenditure recorded, under those sub-heads will be ex-

. c1nsive of the cost of materials, but on the completion of the work, the 
Ql'oss cost of each sanctioned suo-head of work, inclusive of the cost of 
~aterials, should be placed onrecora by making entries in the Register 

· Qf Works, in the manner indicated in paragraph 359. 

335. When the sub-heads of a work are dividea into "labour" and 
"mpterials", the "rate of cost" of the labour charges relating to each 

·sub-head can be wat~hed separately and t.he necessary control over the 
·expenditure on materials can he €\xereist:>ci th!Ylugh the suspense head 
·::ua~erials'~ and ,the detailed statement in Form 35 enpporting the 

B 
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entries under that head. It is unnecessary, therefore, for purposes or· 
financial control over the outlay, either to record in the Works Abstract, 
month by month d~ring the progress of construction, the outlay on the· 
materials relating ~o each sanctioned sub-head of the estimate, or to, 
strike the inclusive "rate of cost" of the whole sub-head monthly. 

336. The charges classified under a final sub-head should include a.ll 
ordinary expenses incidental to construction. If any part of a work. 
is pulled down lnd rebuilt to any serious extent, the extra charges for 
construction. should ordinarily be debited to the sub-head concerned• 
unless they are recoverable from the contractor under the terms of his
agreement. But if the amount involved be so large as to affect sensibly 
the cost or rate of the sub-head, it may be debited to the sub-head 
"Contingencies" instead or, with the sanction of competent authority, 
to a new sub-head additional to the original sanctioned sub-heads of· 
the estimate. · 

337. In' the accounts of Major Estimates a final sub-head, entitbi, 
"Addition'l.l Charges for Materials issued to Contractors .. , should bd 
opened if tbe systP.m of issue of materials to contractors has been 
adopted, and the rates charged to the contractors therefor under para
graph 308 Ol" 309, as the case may be, are either more or less than the· 
actual cost to Government. This sub-head should bear all losses on 
this account and receive credit for all profits as explained in paragraph 
312. Carriage and incidental charges in connection with the material~. 
issued to tl.e contra,ctors, should also be debited to this bean, if, under· 
paragraph 379, they are chargeable to the work. 

338. If any receipts or recoveries are credited under the _rules to 
the a,ccount of a. Major Estimate, a special sub-head should be opened' 
in the Work.3 Abstract for the reception of all such credits. 

(b) MINOR ESTIMATES. 

339. If the Sr1pPrintending Engineer has desired the !tOCounts of a
Minor Estimate to be kept by sub-heads (tJide paragraph 3~8) the rules 
in paragraphs 330 to 337 will apply. In the case of Minor Estimates 
for buildings, bridges and other structures, if the transactions relating 
to the direct iAsues of materials are of sufficient importance and it io1 
d-esirable, with the object of exercising control thereon, to record the:r · 
cost separately in the accounts, the procedure prescribed in paragraph 334 
in respect of Major Estimates, may be adopted and a. co!umn opened· 
for the sur,pense head "Materials .. , in the Works Abstract. In ail 
other cases the ac~onnt of all final ontlay on a Minor Estimate should· 
li'e kept in a. single column, headed "Final charges", in Works Abstrad, 
Form 34.· 
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m,_:Suspens& Accounts. 

(a) GENERAL. 

340. In addition to the head "Final charges", or the final sub-hea.-!s 
in tl>.e case of Major Estimates, a few suspense account.:~ are opened 
in Works Abstracts to record transactions of a temporary character 
which are either not adjustable as final outlay in the accounts of the 
:works concerned or the correct classification of which cannot bFI 
immediately determined. These accounts a.x·e :-

(1) "Materials"-for the record of the cost of materials issued 
direct to work, 

(2) "Contractors-Advance Payments"-for the record of advance 
payments and of their recoveries, 

(3) "Contractors-Secured Advances"-for the record of secure~ 
advances and of their recoveries, 

(4) "Contractors-Other, Transactions"-fo:r: the record of all 
other debits or credits to ~ontractors awaiting settlement, 
and 

(5) "Labourers"-for the record of unpaid wages of labourers and 
of their subsequent payment. 

(b) "MATERIALS" AccoUNT. 

341. The suspense account "Materials" has already been referral 
to in paragraphs 334 and 339. This account should be opened in th3 
Works Abstracts of Major Estimates if materials are issued direct to 

. works. It may also be opened in the case of Minor Estimates if the 
transactions relating to the direct issues of materials are of sufficient 
importance. 

So far as Works Abstracts are concerned this account is never 
cleared. Subdivisional Officers should regard it as a. temporary sub
he~u for the reception of all charges on account of direct is~ues cf 

. materials.. The responsibility for clearing the head by transfemng the 
charges to the final sub-heads of work wh:n closing. t?? accounts of t.he 
work in the Register of Works, .rests w1th the diVISional office, 'Vtd,; 

paragraph 359. 

(c..) "CoNTRACTORs" AND "LABOURERS" AccoUNTs. 

342. Adva.nce payments made to a. contractor under the provisions 
of para!ITaph 299-B should not be charged off as final outlay on the 
:work ~r under any sub-head of it. A suspense head, "Contractors

H2 
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Advance .Payments", should be opened in the Works Abstract (Form 
83 or 34 se. the case may be) for the record of advance payments and 
¢heir subsequent adjustment. 

243. 'Advances made to contractors and suppliers under paragraph 
~99-A, whether on the security of materials or otherwise as well as aU 
recoverabla payments made under proper authority to labourers and 
others on behalf of contractors, should be treated as advances made on 
account of the work concerned. They should not be charged to the 
:general suspense head "Miscellaneous P. W. Advances", but incor
porated in the \Yorks Abstract as suspense transactions. The head 
""Contractors-Secured Advances" is intended solely for advances mada 
to contractcrs, on the security of materials brought to site, under para
graph 299-A(a), ·and the head "Contractors-Other Transactions'' 
-should be used for all other transactions. 

344. The head "Contractors-Other Transactions" is intended also 
for watching the ultimate payment of the unpaid balances of contractors' 
t~ccounts. Similarly, the head "Labourers" is meant for the clearance of 
the unpaid wages of labourers. If a. Running Account Bill or Muster 
'Roll is only partly paid, the total amount due thereon as value of work 
~one or supplies made should be brought to account in the Work9 
AbRtract as final ch:.t.rges or as expenditure on the sub-heads concerned, 
-and the amount remaining unpaid should be shown as a minus entry 
in the appropriate suspense column-"Contractors-Other Transac· 
tiona" or "labourers". 

345. The forms (No&. 33 and 34) of Works Abstracts provide " 
-column for each of the suspense accounts enumerated in paragraph 340. 
The use of the bead "Materials" is explained in paragraph ~34 and tha 
foot-notes printed en the forms of the Works Abstra.cts explain the moda 
of rn:;.king both original and adjusti."lg entries under the other suspense 
head~. 

346. If any wages of labourers remain unpaid after the completiort 
of a work, the accounts of the work may be kept open for a period of 
one month, which may be extended to three months at the discretion 
of the Divisional Officer. Thereafter the accounts of the work should 
be closed, the balance under the suspense head "Labourers" being lefi; 
unadjusted. This amount should be shown in any Completion Report 
or Statement that may be prepared under the rules in paragraph 9:,) 
of the Ceutral Public 'Works Department Code, by a spedal remark, 
as a liability against the work, and it should be excluded from th.; 
total 'final erpenditure on the worli, sons to arrive at the amf.unt actually 
brought to account. · 

1. If unpaid wagea of labourers are daimed and paid subsequently to the closing 
of the account. of a worlr, the paJIDent flloulJ ordinarily he charged against a fresh 
·estimate under the aame head of service as the origin~! work, a suitable note being 
recorded by the divi•ional offi<'e again•t the closing t'r.try relatiG~ to the ori~nal work 
·in the ReJ~;ister of Works. Where, however, it ma.v prov~ mor11 OODVl'!'tl'nt, the 
accounts of the work may be reopened at the disC!'etion of the Divisional Officer. 
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34.7. Tha account of a. contractor should be closed as soon as hi~ 
contract is completed. If he delays to receive final payment for mon 
than one month after the final bill has been passed, a note to this effect 
should be recorded on. the bill, the account of the work as passed on 
the Lill' should be incorporated in the Works Abstract on the authority 
of the bill and the balance due to him should be removed from the accounts 

·of the work by credit to the head "Public Works Deposits", to be) 
dealt with thereafter under.the rules relating thereto.· 

1. If the final account of a contractor shows that he has already been overpaid o:r 
that the account closes with a balance due by him, the account should be settled by a 
recovery in cash or otherwise; but if an immediate recovery is not practicable, the 
balance should be remo~ed by debit to the head "Miscellaneous P. w .. Advances". 

248. Disbursing officers are responsible for keeping a strict watch 
over the balances under the suspense accounts "Contractors" and 
"Labourers", with a view to prompt adjustment by recovery, settle
ment· of account or detailed measurement, as the' case may be. For 
this purpose the statement headed "Detail of Contracto1s' closing 
balances" in" the Vlorks Abstract and the record of unpaid wages main
tained under paragraph 278(e), should be examined. monthly. S'ubject 
to the provisions of paragraph 346, these accounts should be cleared 

·before the accounts of. a. work can be closed on completion. 

IV.-Liabilities Awaiting Incorporation. 

a49. Liabilities are not incorporated in the accounts of works except 
in the following 'cases:-

(a) Unpaid balances of partly paid running account bills or muster 
rolls are invariably incorporated, vide paragraph 344, 

(b) The value of materials received from sources other than stock 
(including manufacture), whether for issue to contractor& 
or for issue direct to works, is at once brought into th::: 
accounts of works even though payments to s1;ppliers al!d 
adjustments crediting the transfer accounts concerned, may 
not be made at once, vide paragraphs 312 and 317, and 

(c) Wholly unpaid muster rolls and bills of contractors and sup
pliers are sometimes taken to account, vide paL'llgraphs 346. 
and 347. 

Disbursing officers are, however, responsibie for keeping a strict 
watch over alt liabilities with a view to settle them promptly. Money 
indisputably payable should never be. Ie~t unpai~. It is no economy. to 
postpone inevitable payments, and 1t IS very u?po~tant to ascert~m, 
liqnidate and record the payment of all actual obhgatwns at the earliei:!t. 
possi"le date, vide Article 194 of the Civil Account Code, Volume I. 
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350. If any liabilities of works are incurred on behalf of contractors 
.under the provisions of paragraph 299, arrangements should be made 
for withholding suffident balances from their bills or for making necessary 
recoveries from them in due course. On the analogy of the rule iu 
paragraph 272, all 1ecords on the authority of which liabilities may b& 
lil}uiclated or incorporated in the accounts, should invariably specify (1) 
the full name of the work as entered in the estimate, (2) the name of 
the sub-head thereof if any and (3) the recoverable charges, if any, with 
the name cf the contractor or other person from whom recoverable. 

V.-Record of Progress. 
'IT·;-
-· 351. Entries of "progress" in the Works Abstracts (vide pa-ragraph 

233) should be supported by details in the statement provided for the 
Jhtrposo on the reverse of the Works Abstract form. These details 
i!hould be furnished by the Engineer or subordinate in charge of the 
work or by any executive officer or subordinate detailed for the purpose, 
and should be based on entries already made in the measurement book. 
Their compilation from measurement books, vouchers or other record~, 
by members of the office establishment should not be permitted. The 
following points should be specially borne in mind :-

(i) Only "quantities" actually measured and paid for should be! 
reported as "progress". 

(ii) The progress reported should specify the quantities executed 
"up to date", sets of earlier measurements covered or 
superseded by later ones being ignored. 

(iii) The progress of an item of work should be so reported as to 
describe aR approximately as possible, in terms of the unil 
adopted, the quantities of work executed up to the required 
standard. 

N OTE.-It is recognised that perfect accuracy cannot always be secured in making 
intermediate reports of progress. A fairly reliable record is all that is necessary, b~ 
if the nature of the work makes it impossible or difficult to achieve this in practice, 
'l'eports of progress may be dispensed with in cases covere<l by paragraph 333. 

VI.-Preparation, Completion and Disposal of Works Abstracts. 

S52. The Works Abstract should be prepared in the subdivisional 
<lffice in the first instance. It should be posted day by day from th~ 
Cash Book and the connPcted bills of contractors and suppliers, cash 
refunds and writesback of final charges being posted as minus' entries. 
At t~.e en.:l of the month, stock and ·adjustment transactions should l)e 
add~d and, ic the detailed statements provided for the purpose, quanti
he!': of work executed should be posted from measurement books or other 
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sources and the closing balances of_ contractors' accounts should be 
detailed so as to· prove the correctness of the up to date totals under· 

:the Fuspen::;e heads (1) Contractors-Advance Payments, (2) Contractors 
·-Secured Advances and (3) Contractors-Other Transactions. The 
"lu!,ing balances arrived at under the suspense head "Labourers" in each 

·case, should be agreed with the connected record pf unpaid wages and 
·its correctness should be certified over the dated I initials of the Sub
· divisional Officer. The Works Abstract should then be forwarded in 
·original to the divisional office, where all necessary completing entries 
will be made in respect of the direct <'barges . and adjustments ma~e 
'·by the Divisional Officer and the Abstract checked and closed under tlie 
supervision of the Divisional Accountant, who should record a certificat~ 
.in. the following form :-

• 
"This Abstract bas been checked _d __ byme _____ ·I have· personally 

un er my supervlSlQn 

compared all the items in the 'Details of contractors' 
closing balances' with the Contractors' Ledger and found 
them correct." · 

1. Th~ rosting of stock and adjustment transactions may. if preferred, be done 
•entirely in the divisional office · 

2. Postings made in the sub divisional office should be in black ink and all posting~ 
•nd corrections made in the divisional office in red ink. 

3. Office eopies of Works Abstracts need not be kept, as the originals are returned 
by the divisional office after completion. Before the Works Abstracts are sent to the 
·<hvisional office, the up to date totals should be entered forward in the returns for the 
·!allowing month and these should be corrected, if necessary, on receipt back of the 
'Works Abstracts from the divisional office. 

253. When finally completed in all respects, all the Works Abstract9 
-.of a montl:l should be examined by the Divisional Officer and any ex
planations necessary called for from the Subdivisional Officer. Tha 
monthly Examination of the Works Abstracts is an important part of 
:the· duty of the Divisional Officer and must not be omitted. He must 
tinitial (and date) them in token oi the performance of this duty. 

F.-REGISTER OF WORKS. 

I.-Forms of Registers of Works and their Preparation. 

354. (a) The permanent and collective record of the expenditure 
incurred in the division, during a year, on each work estimated to cost 
·more than Rs. 1,000, is the Register of Works. This record is main .. 
iained in the divisional office. 

(b) There are two forms of Regjsters of Works corresponding res
pectively to the two forms of Works Abstracts (Forms 33 and 34) for 

::Major and Minor Estimates. The detailed form, 40, should be used fot: 
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Major Estimates and the simpler form, 41, for Minor El'ltimates. In-. 
respect of petty works no record is necessary beyond the Petty Works 
Requisition and Account, Form 32, which is self-explanatory but, 
if desired, expenditure on these works may be recorded in the Register 
of Works for Minor Estimates, Form 41. 

355. The Registers of Works are posted monthly from W qrks
Abstracts. A. separate folio or set of folios of Form 40 should be 
assigned to each Major Estimate, but entries relating to two Minor 
Estimates can be made on a single page of Form 41· When separate 
Works Abstracts are prepared, under paragraphs 329 and 332, for the
sub-works or parts of a Major ~stimate, the transactions relating ttl 
ea(b 'Yorks Abstract should be posted separately and an abstract forth~ 
entire work should be prepared on a separate folio or set of folios for com
paring the cost of the work and its sub-works with the provision in tlie · 
estimate. The following instructions should receive special attention :-

(a) The Register of Works is not a classified account of works;. 
for facility of reference it should be supplied with an index 
which should be subdivided under the prescribed heads 'lf 
account classification. 

(b), The sanctioned amount of estimate should be entered in res
pect of each work. -when supplementary estimates are· 
sanctioned, the additional amounts sanctioned should be 
entered below the corresponding amounts of the original. 
estimate and both totalled. But when a reVIsed estimate
is sanctioned, the register of the original estimate .should be. 
dosed and the revised estimate should be t:ntered on ~ 
fresh folio, prominently marked "Revised Estimate" in. 
red ink, and a reference to the folio on which the ori~n'll· 
estimate is to be found should be entered thereon. 

(c) In the case of works for which specific appropriations are sanl:
tioned individually, vide paragraph 112, the amount of· 
appropriation for the year should be noted in the registar 
at the top of the page, any additions or deductions mada 
during the year being noted in the same plaee_ 

(d) The blank vertical columns in Form 40 should be utilised· 
for the final sub-heads of the estimate and for as many of 
the suspense heads as may be operated upon, t.ut the sub
columns for "quantity" and the horizontal columns for
"rate of cost" should be left blank in respect of sub-heads 
for which there are no quantities in ·works Abstract'!, 
vide paragraph 333. 

_(e) Jn Form 41 the final charges on works should be posted in-· 
the column "Total value of work done" and the singl~ 
:!olumn "Suspense Accounts" should embrace the trnnsac
. • ms under all the suspense accounts. 
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D.-Examination by Divisional Officer. 

356. Before the date of submission of the monthly accounts to the· 
Audit Office, the posting of the Registers of Works should be completed· 
and the registers should then be laid before the Divisional Officer for 
review. The monthly account of each work on which there has been(;: 
expenditure during the month should be initialled (and dated) by the 
Divisional Officer in the column set apart for the purpose, in token of 
his having examined the entries and found them correct. Actual as well; 
as probable excesses, whether in the total cost of a work or sub-head 
or m the rate of cost of a sub-head, should receive special attention, 
and Work9 Slips in Form 39 should be prepared and subnntted to the
Superintending Engineer when necessary, vide paragraphs 34 and 44 
of the Central Public Works Department Code. 

1. If' the 'transactions of a division arc very large, the Divisional Officer may allow· 
an extra period of a few days for the completbn o! the Registers of Works, but the
submission of the monthly account.s to audit and the completion of the Wprks Abstracts-· 
(paragraph 352) should not be delayed on this account. . 

2. It should be seen, with special reference to works on which there have been 
only petty o; no transactions during the previous two or three months, if there are 
circumstances justifying the retarded progress of expenditure. If any such works
have been stopped or are known to be nearing completion, the delay in closing their 
accounts should be enquired into; see also paragraph 357. If the slow progress of 
expenditure is due to delays in measuring work done or in settling up bills, the cause· 
at work should recieve attention. 

III.-Closing the Accounts on Completion of Work. 
. I 

(a) EETTLEMENT OF LIABILITIES AND ASSETS AND CLEARANCE OF SUSPENSE~ 
AccouNTS· 

357. It is an object of great importance to close the accounts of 
works a<> soon as possible after the actual work of construction is com
pleted. vide paragraph 46 of the Central Public Works Department. 
Code. If there is necessarily any delay in closing the accounts, it shoul:i 
be seen in particular that further charges are not incurred without the, 
permission of the Divisional Officer. · 

358. ·Before the aocounts of a work can, be closed on its completion, 
it should be seen that any adjustments of cost necessary under the 
rules, e.g., paragraph 52 of the Central Public Works Department Code>, 
and paragraph 6(c) of Statement A i.u Appendix 4 to this Code, have
been dulv made in the accounts, that all·liabilites not originally brought 
to accou~t have either been liquidated or since brought to account and 
that the balances under the suspense accounts "Contraetors" and 
"Labourers" have been cleared. vide paragraphs 345 to 348. If thei 
Vl'lole or any part of the expenditure on the work is recoverable from 
anc.ther dep~rtment, local body or individual, action should be taken to 
effect or complete the necessary recovery before the acc011nts of the work. 
are closed. · 
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359. The suspense account "Mat~rials" should be cleared. and the 
total cost of materials should be distributed over the final sub-heads 

·concerned, before the accounts of a work can be closed so that, for 
· statistical J~urposes, the full cost, inclusive of the value of materials 
··Of each class of work, may be worked out and placed on record. This 
.is effected in the ~visional office in the following maimer :-

(a) After orders have been pas!!ed by the Divisional Officer on 
the final report of the value and verification of materials 
at site (vide paragraph 323), the action taken from time to 
time as to the disposal of surplus balances and to the ad
justment of discrepancies and losses should be recordel 
in Form 38. 

(b) Petty deficiencies and surpluses held to be due to the adoption 
of formulre for determining t.he quantities used in construc
tion, may be adjusted under the orders of the Divisiona.l 
Officer by debit or credit to the sub-heads concerned, 
action being taken separately, if necessary, to make 
suitable revision of the formuloo in use. 

{c) Shortages and losses for which any contractors are held res
ponsible should be adjusted by prompt recovery either in 
cash, or by debit to their personal ledger accounts. If 
they are recoverable from other persons the debit shoull 
be transferred to the "Miscellaneous P. W. Advances" 
account for recovery in cash or by deduction from pay 
bills. 

'(d) Other actual losses which are irrecoverable should be written 
off under the orders of competent authority, the charge 
being transferred to the sub-head Contingencies, or to the 
Bub-heads concerned, or even to a new sub-head onenl3d 
for the purpose, as may be considered suitable with 'due 
regard to the statistical value of the recorded cost of final 
sub-heads of work. 

o{e} The cost of surplus materials which cannot be sold or trans
ferred elsewhere and losses on account of the sale or trans
fer of surplus stores at a reduced valuation, should be 
adjusted by charge to the sub-beads concerned. 

~f) Ir. making notes of these adjustments in Form 38, adjust
ments to be effected by debit or credit to the final sub
heads of the work should be kept distinct from those affect
ing other heads of account or the accounts of other work~.· 
Only transactions of the former class should be posted in 
the columns ht"aded. "If debited to sub-heads of this 
work" and marked G and H in Parts II and ill respec.o 
tively. See a.l11o paragraph 325. 
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(g) When Parts II and III of Form 38 are completely registerei 
as above and there are no more adjustments to make, 
Part IV of the form should be filled up as follows :-

(i) Against _line 1 should be entered, by sub-heads, the total 
calculated cost of materials used in construction, as per 
line B of the final report in Form 37 referred to in para
graph 323. 

(ii, Against lines 2 and 3 should be entered, item by item, the 
adjustments registered in Parts II and .III, respectively, 
of Form 38 in the columns marked G and H, vide clause 
(/) above. • 

(iii) Entries against lines 1, 2 and 3 should then be totalled 
up, so as to arrive at the total debits to be raised against 
the final sub-heads, by minus debit to the suspense head 
"Materials"'· on account of the cost of materials relating 
to each. 

(h) On the basis of the totals of Part IV a closing entry should 
then be made in the Register of Works with -the approval 
of the Divisional Officer, and the inclusive rates of cost 
of all the sub-heads concerned should be struck, entries 
being made as shown belo...y :-

·Transfer entry of cost of materials, as per PRrt 
IVofForm 38 

"Inclusive cost 

:Inclusive rate • 

·Quantity. 

1,00,000 

Amount. 

20,000 

20 

10,000 

30,000 

30 

260. The sub-head ''Additional Charges for Materials issued to Con-
· tractors' (paragraph 337) should receive the special attention of the 
Divisional Officer who should, if necessary, investigate large closing 

-balances under this head before permitting the accounts of the work to 
'be closed. It is not necessary to clear this bead by transferring the 
charge& booked under it to other final sub-beads, but profits or losses 
wbi~b are not clearly traceable to known differences between the rates 

·chargeable to contra~tors and the actual cost to Government, should not 
·be accepted as correct without closer examination. 

~61. The accounts of annual maintenance estimates must be closed 
·in the month fixed by the local Government, under paragraph 103 of 
tthe Central Public Works Department Code, as the last month of the 
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:working year for the purpose. Ordinarily, it should be possible t(} 
complete all the repair work and to settle the accounts •)f contractors. 
and other suspense accounts, before the expiry of the working year. 
If, in any exceptional case, any work remains to be done and, in. 
accordance with paragraph 104 of the Central Public Works Department. 
Code, it is proposed to carry it on to completion, action should be taken 
as under:-

(1) The expenditure incurred in the 'next working year shollld 
be treated as expenditure against the annual maintenance 
estimate for that year. 

(2) The suspense accounts of the work should be closed in the laf:lt 
month of the working year, by transferring the balances of 
all those accounts to the general suspen"'e accounti 
"Public 'Works Deposits" or "Miscellaneous P. W. Ad
vances", as the case may be, which should be relieved ill 
the following month by retransferring the ·balances to the 
suspense account concerned in the accounts of the mam
tenance estimate for the next working year.. All unsettled. 
liabilities and assets should then be treated as those per
taining to the next working year's estimate .. 

(b) CLOSING ENTRIES AND REVIEW OF ExPENDITURE. 

Z62. (a) When the work is completed and the accounts of it have· 
been settled and written up as indicated in paragraphs 358 and 359 a 
double red ink line should be ruled below the final entries and a note 
made in red ink "\Vork completed in ..... , ............... l9 ... ". This nota 
shoulil. be signed by the Divisional Officer in token of his 8atisfying him~ 
self that all action has been taken under those paragraphs. It will be· 
the authority for treating the accounts of the work as closed, and ~ 
work should not be reported as. completed in too divisional accounts 
.unless this authority has been placed on record. 

(b) If :it is a Deposit \Vork, steps should be taken promptly to· 
surrender the unexpended balance, if any, of the depos1t with tba 
approval of the DivisionJ.l Officer. 

(c) ExcESSES OVER EsTIMATES. 

(i) Excesses passed by Dirisional Offi:er. 

2il3. If the total expenditure on the work is in excess of the sanc
tioned estimate and the excess is passed by the Divisionn.l Officer under
l>is powers, the word "Excess passed by me" should be added to th&
completion note recorded under paragraph 36~. 
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(ii) Completion Reports and Statements. 

364. If, however, the excess is not within the Divisional Officer's 
,powers to deal with, a Detailed Completion ·Report in Form 44 should 
be prepared or the item should be included in a consolidated Completion 
Statement of Works and Repairs in Form 45, as may be required under 
the rule in paragraph 99 of the Central Public Works Department Coda. 
The completion note in the Register of Works should then be amplified 
thus: . "Work completed in ............ 19...... Completion St~::,::~t 
su!>mitted with this office letter No ......... , dated .................. 19 .... ". 

The orders passed subsequently by highe.lf" authority on the excesa 
reported in the Completion Report or ~tatement should also be noted 
in the Register of ·Works to complete the record. 

IV .-Correction of err.ors after closing Accounts. 

365. Should an error or omission in the recorded expenditure of • 
work come to light after its accounts have been closed (see paragraph 
46 of the Central Public Works Department ·Code), the accounts may 
be rP-openeJ in order to rectify the error or omission unless the anioun$ 
involved is not more than ten rupees in which case it will be sufficient 
to make a note of the error or omission in the relevant documents 
·concerned. 

_ V.-Schedule of Rates. 

366. 'l.'o facilitate the preparation of estimates, as also to serve as 
:a guide in settling rates in connection with contract agreements, • 
schedule of rates for. each kind of work commonly executad should be 
maintained in the division and kept up to date. It should be prepare.i 
·on the basis of the rates, prevailing in each locality and· necessary 
·analyses of the rates for each description of work and for the varying 
·conditions tpereof should, so far as may be practicable, be recorded. 

Th£:' rates entered in estimates should generally agree with the 
i>eheduled rates but where, from any cause, the latter are not considered 
·flufficient, the deviation should be explained in detail in the report on 
ihf' estimate. ' 

G.-CONTRACTORS' LEDGER. 

[Th!! rules in this section apply to all transactions with <'~mtractors in conn_ection 
·with the confracts or jobs undertaken by them, whether relatmg to the execution of 
"'orkP or to the supply of materials for works or stock.] 
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I.-Form and use of the Ledger. 

267. The accounts relating to contracts should be kept in the Con
tractors' Ledger, Form 43, a separate folio or set of folios being reserve<b 
for all the transactions with each contractor for whom a personal account. 
is maintained, vide paragraph 368. 

368. Except in the following cases a personal account should be. 
opened in the ledger for every contractor, whether or not a formal con
tract has been entered into with him 

(a) If the work or supply entrusted to him is not important ani. 
no payment is made to him except on a Fir8t and Final 
Bill, Form 24, on completion. If any materials are issued. 
to the contractor or any payments are made on his behalf, 
a ledger ac:!ount must be. opened. 

(b) If the Account of Petty Contractors, Form 30, referred t(). 
in paragraph 291, is maintained in respect of any petty 
contractors, separate personal accounts for such contrac

. tors need not be maintained, a single ledger head, "P6tty· 
Contractors", being sufficient as explained in paragraph 
372. 

II.-Posting the Ledger. 

369. The Contractors' Ledger should be written up in the divisional 
office. It is not necessary for the Subdivisional Officer to maintain a 
similar ledger in his office but if he maintains one the divisional offi.ce
~ay not require him' to furnish extracts therefrom. 

370. Except when a contractor's account is to be closed and the 
procedure prescribed in paragraph 347 is observed in respect of unpaid 
bills, the value of work done or supplies made by a contractor should· 
not be credited to his account until his bill has been passed and pay
mt<nt made thereon. Debit entries in the ledger should be made only 
em the basis of transactions recorded in the accounts, the postings bein~ 
made from the supporting cash, stock or adjustment vouchers; liabilities 
not yet liquidated should be excluded altogether. The value of materia!s, 
if any, issued to a contractor under paragraph 308 or 30n should o&· 

debited to his account on the authority of his acknowledgment. see 
paragraph 312. 

1. Seent"ity deposita of eontt"artot"s should nC>t be included in theil" peot·sonal accounts-· 
ia the ledger, t»de paragt"aph 441. , . . 

2. When a deduction made from a contractor's bill for one work is creditable to· 
the &!'count. of another work, and such en<lit is in connection with his contract for 
&he laner work, two distinct eets of entries a!:tould be made in the ledger, one for the
payment made on aceonnt of the former work, and the other for the recovery cndi'
able ~ the latter, aa if that recovery had been made iD cash. 
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311. (a) The foym of the ledger provides for the following columns:-~ 
Particulars of Bill or Voucher :- ' 

1. Date. 
2. Voucher No. 
3. S'erial Number, if a. Running Account Bill. 

Net Transactions detailed by suspense heads:-
4. Advance Payments. 
5. Secured Advances. 
6. Other Transactions. 
7. Name of work or Account and particulars of transac-.. 

tions. 
Gross 'J;'ransactions :-

8. Debits. 
9. Credits. 

10. Total value of work or supplies. 
ll. Remarks. 

(b) Columns 8 and 9 constitute the ledger account proper and. 
columns 4, 5 and 6 set forth the net effect of each posting on the thr~
suspense heads making up the account. Column 10 is also not a part 
of the personal account but will be found useful for the purpose of exer
cising a. check over the continuity of bills in the case of running• 
accounts. · · 

(c) Columns 1 to 3 and 11 require no explanation. Instructions for 
filling in columns 4 to 10 in the case of personal accowts are given· 
below:-

(i) Column 7 .-"N arne of Work, etc.". Here should be entered·, 
the full name of the work to which the bill or voucher 
relates except in the case .of suppliers' bills, when the 
name of the account concerned, Stock or Purchases, shouid 
be stated. Brief particulars describing the nature of the·' 
transaction should then be added, and against the line 
should then be posted, in the money columns 4, 5, 6, 8, 
9 and 10, the figures relating to that transaction only. 
When a dednction made from a contractor's bill for one 
work is creditable• to the account of another work, and: 
such credit is in connection with his contract for the· 
latter work. two distinct sets of entries should be made 
in the Iedg~r one for the payment made on account of the· 
former work, and the other for the recovery creditable to 
the latter, as if that recoverv had been made in cash. Th9· 
second set of entries should be posted in a separate line, 
in columns 6 and 9 against the mi.me of the work concerned. 

Nan.-If there are peverBl contract~ in connecHon with n. wnTk or account, the· 
transactions relating to each should be distinguished, preferably by quoting the num •. 
ber and date of agreement or work order. 
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' 
{ii) Column 4.:_"Advance Payments"-If the bill is a Runnin"' 

Account Bill A or B (Form 25 or 26), figure D of Account 
I sho~ld be posted in this column. 

Ciii) Column 5.-"Secured Advances"-If the bill is a Running 
Account Bill B, Form 26. figure E of Account II should btt 
posted in this column . 

.(iv) Column 6.-"0ther Transactions"-In the case of Runnin~ 
Account Bills, figure G of the :Memorandum of Payments 
should be l)Osted in this column. If a payment 1s made 
on a First and Final Bill, Form 24, no entry should be 
made in this column unless ll recovery is made from the con
tractor on any account. In the case of transactions other 
than these, the amount paid or recovered shou~O. be entered. 

·(v) .in cohmns 4, 5 and 6, debita to contractors should be J?oste:l 
as plus entries and credits as minus entrieg, 

(vi} Column 8.-"Gross Transactions--Debits"-If it is a Run
ning Account Bill, figure H cf the Memorandum of Pay
ments should be posted in this column, otherwise the total 
amount paid or chargeable. 

(vii) Column 9.-"Gross Transactions--Credits"-Here should 
be entered the value of work or supplies creditable to the 
contractor, which will be figure F of Account I in the 
case of Running Account Bills. 

(viii) Column 10.-"Total value of Work or Supplies"-In the 
case of Running Account Bills here should be entered ths 
total value of work done or supplies made up to date, as 
per figure A of Account I of Bill, but before posting the 
bill it should be seen that the figure shown in Account I 
of it as "Deduct value of work shown on previous bill'' 
agrees with the last entry in column 10 of the ledger against 
the work concerned. In token of this check this last entrv 
in column 10 should be initialled (and dated) by the Divi
sional Accountant. 

ni.-Petty Contractors' Account. 

372. If the aC'<'ounts of petty contractors are prepared in Form 30 
·<vid.J paragraph 291), a siugle ledger head should be opened for tha 
-runnmg accounts of all petty contl-actors. This account should be 
post~d from the accounts in Form 30. There should be ~o entries in 
<-olnmns 4, 5 and 6 of the ledger and coiumns 8 and 9 should be posted 
from <·olumns 12 and 9 respectively of Form 30. Entry B of column 
7 of Form 30 should appear in column 10 of the ledger as the total 
value of work done, and before posting in the ledger the Petty Contractor's 
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Acco11nt of a work, it should be seen that the last entry in column 10 
in respect of thai work agrees with entry A in column 8. "Deduct 
value of work shown in previous bill'', of the account to be posted. In 
token of this check this last entry in column 10 should be initialled 
(and dated) by the Divisional Accountant. 

37J. When under paragraph 291 (iii) a petty-contractor's account i~ 
to be remcved from the ledger head "Petty Contractors' Account" to 
a separate personal account for him, the total value of work done up 
to date ani the total payments up to date should be debited and 
credited, "respectively, to the Petty Contractors' Account, anJ ta:Ken 
on to the personal account as credits and debits. This double entry 
should be made on the authority of the special deduct entries made in 
columns 7 and 13 of the Account of Petty Contractors, Form 30. 

IV.-Balancing and Reconciliation. 

374. The ledger- accounts should be closed and balanced monthly. 
The closing balance of each personal· account should be detailed so ll.S 

to show, in respect of each separate work or account (Stock or Purchases),· 
the amount outstanding if any under each of the three suspense accounts; 
(1) Advance Payments, (2) Secured Advances and (3) Other Transac
t~on£:, with a quotation, in each case, of the last Running Account 
Bill and of all the vouchers supporting unadjusted outstandings under 
"Other Transactions", not incorporated in the last Running Account 
Bill. In the case of Running Account Bills these balances can easily 
be ascert&ined from the Memorandum of Payments as indicated in the 
table belOl\• and it will be found convenient in practice to make a note 
of the outstanding balances of each bill, in the ledger, whenposting 
the bill, so tpat at the end of the month the closing balance of the 
ledger account ma.y be verified with the net result of the details already 
recorded :--

~. SERIAL NUMBER OJ' ENTRY IN MEMO· . ' - BANDUM Oll' PAYMENTS ON BILL li'OBl·~ 

Class of balance. 
·. Running Ao- Running Ac· Running As-

count Bill A. count Bill B. count Bill c. 
-- ---

(1) Advance Payments . . 2 2 .. 
.. - - -· 

(2) Secured Advances . . .. 3 .. 
(3) Other Transanctions . . . . 4 5 2 

. NoTE.-See Note to paragraph 371 (c) (i.) 
I 
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' 
375. The Petty Contractors Ledger account should also be closed 

and balanced~ the same way, the balances being recorded as pertaining 
wholly to the suspense head "Other Transactions''. 

376. The Divisional Accountant should be held responsible for the 
correctness of the Contractors' Ledger a,nd 'for securing agreement, 
month by month, between the balances detailed in the works abstracts 
and tht- corresponding balances of the accounts in the ledger. . He should 
further see that there is no indication of a transaction pertaining to a. 
running account having been settled on a form of bill not permitted to 
be used for the purpose. 

· 377. (a) Periodically all the personal accounts in the ledger should 
be examined to see (1) that balances do not remain outstanding for a 
long time without justification and (2) that, in the case of running 
accounts, bills are prepared at reasonable intervals. 

(b) Entries in column 10, "Total value of Work or Supplies", not 
bearing the initials of the Divisional Accountant recorded under para. 
graph 371 (c) (viii) should be reviewed in particular to ll.scertain the 
cause of delay, if any, in the preparation of final bills. This examin~
'tion must invariably be made before a volume of the ledger is laid asida 
on completion, so as to ensure that all outstanding accounts in it are 
carried forward to a new volume . 

. V.-Scrutiny of Accounts by Contractors. 

378. A con'tractor requiring a copy of his running account bill or a.n 
extract from his account in the Contractors' Ledger should be furnished 
with the same. He should be encouraged to look at his account in the 
ledger and sign it in token of his acceptance of it. See also rule g 
under paragraph 299. 

H.-SUNDRY RULINGS·. 

I.-Carriage and Incidental Charges. 

379. (a~ Tlie cos't of carriage of stock materials to site 'll work, and 
of all carriage charges in connection with' the movement, ?rom place to 
rlac,, of other materials issued to or provided specially for a work, 
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should be charged direct to the account of the work, the exact classifica· 
tion of charge being as indicated below :- · 

Nature of iss<1e t>f materials. Head chargeable in the account of the work. 

I. Issues to Contractors under para
graph 308: 

{a) To t~e promised plaoe of delivery " Final Charges " ·in the case of Minor 
Estimates and " Additional Charges for 
Materials issued to Contractors " in the 
case of Major Estimates. · 

(b) Beyond the place of delivery, The personal account of the contractor 
if inouued. under the rmspense bead "Contractors-

Other Transactions". 

II. Issue3 to Contractors under para· 
graph 309. 

Ditto, 

III. Issues Direct to Works . •• The .rob-bead to which the cost of the 
materials is charged. 

(b) When surplus materials are returned 'from a work to stock, the 
cost of carriage should be borne by the work, but if they are transfen-eJ 
to another work, the charge may be debit:.d to either work as may be 
equitable. 

(c) Incidental charges connected with the movement of materials 
i~c:sued to or provided specially for a work or returned therefrom, shou~ 1 
be adjust-P.d in the same way as the cost of carriage. 

(d) In all cases the places from and to which .conveyed, the distancd, 
the quantity and the approximate weight must be clearly stated in the 
payment vouchers.-

II.-Charges for Examination of Soil. 

380. The expense attendant upon the necessary examination of ·the 
soil for the foundations of works ordered by competent authority should. 
be treated as outlay on works and not as a contingent charge, provision 
for it being made under the service head concerned in a requisition or. 
estimate according to the sum involved. · 

III.-Rates and Taxes on Bufidings. 

381. Municipal or other rates and taxes on public buildings, residen. 
tial or non-residential, when chargeable to the Public Works Dep:ut
ment as 1.le Department in administrE.tive control of the building, vide 
entry 22 of Appendix 5 to the Civil Account Code, Volume I, shotlld 
be tnate:l as expenditure on repairs and debited to the ma:intenance 
estimstes of the buildings concerned. 
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IV.-Employment of Military Labour. 
3B2. When Military labour is employed on the execution of a work, 

the Officer Commanding the unit can obtain from the Controller of 
·Milits.ry Accounts concerned, a lumP-sum advance td meet heavy initial 
-exper.diture up to Rs. -10,000 but not exceeding one quarter of the 
approximate total amount payable on t~e contract, as certified by the 
employing authority. The debit on account of the advance made wiU 
be received from the Controller through the exchange account, and the 
respoP.sibi1ity for the final adjustment of the auvance by r~covery from 
the value of_ the work done rests with the employing authority. 

·V.-EXE·cution of Government Works by Local Bodies. 
283. 'When the Public Works Department entmsts to the :tgt-ncy 

of a District Board, or other local body, the maintenance of Government 
buildings or roads, without transferring the property to the local body, 

. the payment made to it on this account should be treated as a payment 
for work done by.a contractor. If lump sum payments have been agreed 
upon' the procedure for settling the account periodically, aud for record
ing the cost of the works, may be simplified, with the concurrence of 
the Acco·Jntant General, provided-

(a) that a certificate that the work has been done in accordance 
with the conditions agreed upon ia placed on record by a 
responsible officiai, 

(11) that if the payment is made for a number of works, expendi
ture on all of which cannot be classified in the accounts 
under- a single head of account, the necessary detailea 
classification of the charge is set forth, and 

(c) that, as far as possible, the liability of a year is settled within 
that year (Ree also paragraph 361). 

See also paragraph 275. 
1. 'l'hese payments should not he charged to the minor heatl "Grants-in-aid". that 

head being intended !or cash contributions made to local bodies i!' connection with 
(1) rnads wl1ich are etther not the property of Government, or, bemg such property, 
have been transferred to the control of a local bodv and (2) miscellaneous civil works, 
the cost of which if constructed bv the Public Works Department would be charge
able to the minor head "Original Works-Bnildings-Civil Works" and for the ;;nan
cial assistance given to these bodies, in the form of expenditure incurred in the 
Public Works Department on a work ronstructed ·bv that department on their behalf. 

2. The local Government will issue orders stating who shall be treated as a 
"responsible offic:al" in each case for the purpose of proviso (a). 

VI.-Scope of Sanction. 
~-83-A. The authority pTanted by a sanction to an €Stim:-tte is strictly 

limited by the p:ecise. o?jects for ~h!ch the estimat~ was intended. t.J 
provide. Accordmgly It JS not perm1s~1?le to apply, without. the sancho--:1 
of the competent authority, any anhc1pated or actual s:-tvmgs whether 
due to the· abandonment of a part of work or to any other cause, on 
a sarctioned estimate of a definite project, to car;r out n~dition:tl wo_rk 
not contemplat€'d in the original project or fall'ly contmgent on ~L.:i 
actual execution. 
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CHAPTER XA.-ACCOUNTS PROCEEDURE FOR LUMP 
SUM CONTRACT~. 

A.-GENERAL. 
383-AA. In a lump sum co~tract the contractor agrees to execute a. -

com:r-lete work with all its contingencies in accordance with the drawinas 
and specification· for a fixed sum, the following being its essenti~ 
characteristics :__; · 

(i) A schedule of rates is specified in order to regulate the amount 
to be added to or deducted from the fixed sum on account 
of additions and alterations not covered }?y the contract. -

(ii) Except as provided in clause (i), no allusion is mado in the 
~ontract to the departmental estimate of the work, schedu!a 
of rates or quantities of work to be done. 

(iiiJ Detailed measurements of the work done are not required 
to be recorded except in respect of additions and altera~ 
tions. 

383-B. The form of contract is prescribed by the local Government 
in consultation with its Law Officers. As the accounts rules herein 
contained are based on the assumption that the essential conditions -
mentioned above will be observed .in drawing up contracts, it is nece~ 
sary that, before the form is finally determined, the advice of the 
Accountant General should be sought on the question whether the form 
rrcposed meets the requirements of audit. - -

B.-PAYMENTS FOR WORK DONE. 
383-C. Subject to the terms of the contract and such subsidiary 

instructions as may be laid down by the local Government to ensure 
-that the works are executed in accordance with the_ prescribed specifica,.. 
tion, plans and drawings, payments for work done are not made to 
the contractor otherwise than on the certificates of the officers in charge 
of the work, as detailed in Paragraphs _383-D. and 383-E. below. 
- 383-D. Whenever it is proposed to make any intermediate payment 
a. certificate should be obtained from some responsible officer of Govern
IN:nt to the effect that, by superficial or general measurement or by some 
other suitable method laid down by the local Government (which should 
be specified), he has satisfied himself that the value of the work done 
is not less than a specified amount in conformity with contract agree• 
ment and that, with the exception of authorised additions and alters,.. 
tiona, it has been done accordiz;tg to the prescribed drawings and 
specification. -

1. In case where the status and experience of the certifying officer are adequate 
the Auditor General may, on the recommendation of the local Government, allow 
exemption from the rule requiring specification in the bill of the metQ_od employed 
in estimatinK the yalue of work done. 
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'~ 38l-E. In the case of final paymerilis, in addition to a record of detail
ed measurements in respect of additions and alterations, there should 
be a certificate of completion of the work aocording to the prescribed 
drawings and specification signed by some experienced engineer of 
Government. 

1. The local Government will" issue orders stating what officers should be regarded 
as "experienced engineers" for the purpose of this rule. 

2. in exceptional cases, such as that of the execu~ion of a work in a border country 
under the supervision of a responsible civil officer without the intervention of the 
l'ublic Works Department, a completion certificate signed by the civil officer concerned 
may be accepted, if he is empowered by the local Government to sign it. 

383-F. In order that a proper fina~cial control may be exercised 
over the payments made, it is necessary that the accounts of additions 
?end alterations should be kept quite distinct from those of the rest of 
fhe work. There is no objection to payment for additions and altera.
tions being made before the completion of the work, if the detaile~ 
mf.asurements of them have been made. 

c.-FORMS OF-BILLS. 

382~G. The forms of bills used for payments in connection with 
lump sum contracts are P. \V. A. Forms 27-A. and 27-B. The local 
Governmen.t may modify these in consultation with the Accountant 
General concerned, in order to provide for any additional precautions 
that may be deemed necessary. 

383-H. Form 27-A. is intended for intermediate payments which 
may be made to the contractor in accordance with his contract. No 
details of work done need be reprroduced in the Bill, but a reference 
should be given to the number and page of the Measurement Book in 
which the measurements of additions anj alterations are recorded. 

The form provides for the 'secured advances', if any, which under 
the rules of the local Government may be allowed to the contractor. 
When such advances are allowed, an indenture in P. \V. A. Form 31, 
should invariably be obtained from the contractor and a detttlled account 
of the materials should be kept in Part II of the bill in the manner 
described in paragraph 298. No record of the materials need be kept 
in the Measurement Book; the certificate (3) printed on the bill must, 
however, be signed by the responsible officer in terms of paragraph 
299-A. 

38.?-I. Form 27 -B. is intended for final payments made to a con
~rnctor .. The details of additions and alterations alone should be given 
m. the b1ll. ~or the rest, the certificates prescribed in paragraph 383-E 
mll be suffiCient. As a further precaution, the contractor should be 
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required "to add to his. acknowledgment in his own handwriting a state
ment that he has received the payment in full settlement of all demands, 
see, how~ver, Rule 1 to paragraph 296(b). 

. 1. The form of Final bill may be printed on yellow paper to distinguish it from 
that of the running bill [see note under paragraph 296 (b).] . · · 

D.-SUBSIDIARY WORK~ ACCOUNTS. 

383-J. The rules in Sections E. and F of Chapter X, regarding\the 
maintenance of Works Abstract and Register. of Works apply mutati-s 
mutandis to the accounts of lump sum contracts. In the case of major 
estimates, the expenditure need not, however, be booked by sub-heads 
of work (see paragraph 330 et seq .l if all the charges represent nothing 
but payments on a lump sum contract. · 

383-X. All 'intermediate payments' made to the contractor and so 
a.cknowledged by him are regarded as advances made to him on account 
of the work concerned, and are brought to account in accordance with 
paragraphs 383-L. and "383-M. below. 

- 383-L. Payments for measured ·up additions and alterations, as well 
as for the work covered by the lump sum for which no detailed measure-

- menta are necessary, are treated like advance payments and should be 
brought to account in the works accounts under the suspense head 
'Contractors-Advance Payments'. This will not only simplify 
accounting but will facilitate a watch over the prompt adjustment of 
the payments made. 

1. If a percentage or any other portion of the value of work done is withheld as 
security for the due fulfilment of the terms of the contract, the net amount remaining 
after the deduction of thP portion withheld should be entered as the advance payment. 

383-M. ·Payments other than those specified in paragraph 383-L. 
above may be either 'SecuredAdvances' made on Form 27-A. or other 
recoverable payments, including the value of materials supplied, which 
may have been made to the contractor or to others on his behalf. These 
should be entered in the accounts under the suspense heads 'Contractors 
-Secured Advances' and 'Contractors-Other .Transactions' respec
tively. 

383-N. From- the final bill paid to the Contractor (Form 27-B). the 
total a.dvances made to him in the running account bills (Form 27-A) 
or other recoveraole payments will be deducted by short payme~t 
from the total value of work done, and the recoveries so made will be 
shown as minus figures under the suspense heads concerned, in which 
the plus figures will already be outstanding. 
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~.-CONTRACTORS.' LEDGER. 

3830. Accounts of the transactions relating to lump sum contracts 
should be maintained ii:J. the contractors' ledger, Form 43, in the manner 
described in section "G" of Chapter X, subject to the following sub
sidiary instructions. 

383-P. As all 'intermediate payments' made on Form 27-A. are 
regarded as advances, no figure therefrom will be posted in column 9, 
which is intended to show the amount creditable to contractors' account 
on a.ccount of the value of work done. The first and last entry whicli 
will appear in this column.. will be the figure "F" given in Part 1 of 
the'final bill Form 27-B. Column 10 need not be posted at all. 

383-Q. Figures for posting ihe other columns 4, 5, o and 8, are 
indicated ii! the bills (Forms 27 -A and 27 -B) by the same distinguishing 
letters D, E, G and H respectively, which have been used to denote 
:the corresponding entries in the ordinary bill Forms 25, ~6 and 27. 
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CHAPTER XI.-MANUFACTUHE ACCOUNTS. 

A.-INTRODUCTORY. 

~84.. When materials are manufactured departmentally, either for 
the general requirements of works or for a particular work, a separat" 
accol!nt, c:tlled a Manufacture Account, must be kept of the transactiona 
connected with each manufacture. See also paragraph 430. 

385. The detailed accounts of the expenditure on a manufacture are 
maintained in the .same way as the accounts of a work and, in addition, 
an account is kept of the quantities and values. of the products of the 
manufacture. The two sections of the accounts are known, respectively, 
as the "opera~ion" and the "outturn" accounts. 

2.86. The ordinary forms of the Registers of Works are unsuitabl~J 
for recording the progress of the transactions of a manufacture. Form 
42, Registei of Manufacture, should b~ used instead. 

281. It is essential that the accounts of a manufa.cture shall not 
remam open indefinitely. If the operations are seasonal, the accounts 
of each season should be kept separate and closed as soon ·as the opera
tions are closed. In cases in which operations are continuous, the 
accounts must nevertheless be closed periodically, but at least once 8 

year. 

B.-OPERATION CHARGES'. 

388. A Manufacture Account is charged directly with (1) the valus 
of raw materials issued from stock or obtained otherwise, (2) the cost 
of the labour elllployed, and (3) other incidental charges connected 
with the c,perations. 

389. The following rules apply to certain special incidental charges :-

(a) Capital charges, such as the cost of land, t..;lns, special pJa~t, 
etc., incurred in connection with a manufacture which 
does not extend beyond a single season, are debited wholly 
to the account of the manufacture. 

(b) Capital charges in connection with a manufacture extending 
over more than one season should be debited, in the firat 
instance to a special account under the sub-head "Land, 
Kilns, e'tc," of the Stock account. ~his account should 
also be charged with the cost of repairs and renewals of 
the kilns etc· All these charges should be recovered in 
suitable i~stalmen~s by debit to the· "operation" account:~ 
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of the several seasons, the number of instalments and the 
amount chargeable for each season being determined on 
the merits of each case. · 

1. Th!' decision as to t~e ~uitable in~talments whereby the "Land, Kilns, ete." 
account 1s to be cleared penod1cally, as g:~ven by the authority sanctioning the initial 
ch!'rge, should be recorded in the Register of Stock, Form 12, and not deviated from 
l"thout the further orders of that authority • 
. 2. When the land, kilns, plant, etc., acquired for departmental man~facture opera

ilOna ar~ leased to. a cont~actor of the division or other person, the rent charged should 
be crt-dited to this speCial account and not to Revenue. 

(c) If the manufacture is undertaken on behalf of other divisions 
or departments, or of local bodies or individ.uals, a charge 

. should be made on account of establishment and tools and 
plant, if leviable under the rules, "ide Appendix 7, !or 
outlay on works undertaken on their behalf. 

(d) Save as provided in clause (c) above, no charge is permissible 
on account of the general establishment and ordinary tools 
and plant charges, or on account of interest on the capitM 
cost of the land, kih}s, plant, etc., though all these charges 
should be included in any pro forma accounts of the manu
facture operations of the division, which may be prepared 
under the orders of the local Government, with a view 
to compare the cost of articles manufactured departmentally 
with the rates charged by suppliers. ~ 

390. The a-ccounts of road metal digging are not treated as manufac
ture accounts, but the charges connected with land and quarnes acquired 
tor such CJperations should be dealt with in accordance with paragraph 
23~. 

C.-VALUE OF OUTTURN. 

391. A Manufacture Account is credited with the values of the manu
factured articles and of the surplus materials sold or otherwise disposed 
of (paragraph 321). 

. 392. The outturn account referred to in paragraph 385 should s~ow, 
month by month, the quantities and values. of each class of ~rt1eles 
manufactured, compared with the correspondmg figures shown m the 
estimate (if any). The detailed account for each month should be 
prepared in Form 36, Outturn Statement of Man~facture, and should 
be attached to the Works Abstract for the operatiOn. 

393. The rates for valuing manufactured articles should be so fixed 
as to represent, as accurately as possible, the actual cost of manufac
ture per unit, but should not exceed the market rates. 
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D.-GENERAL ACCOUNT. 

394. A Manufacture Account is esSentially a suspense account, as 
the cost of the operations cannot be cleared finally until they are closed. 
Manufacture transactions are, therefore, re.corded under a distinct sub
head, called "Manufacture" of the Stock suspense account. 

395. In the Stock accounts, the manufacture transactions should be 
recorded thu's- · 

: (a) "Operation" charges should be shown as receipts of Stock 
'mider the sub-head "Manufacture", c~arges representing 
value of 'Stock materials issued to manufa!Cture being 
simultaneously treated as issues of Stock under the sub· 
heads concerned. 

{b). All ~utturn · should first · be brought formally on the Stock 
account, by crediting its value to "Manufacture" an:d 
simultaneously showing -the articles as receipts· of Stock 
under the sub-heads concerned. 

l. If the rate at which .~~ony article of outtum, manufactured £or a particUlar work. 
8 valued, is different from the Issue Rat.e of a similar . article already in stock; ~he 
two articles should appear as distinct items in the Stock accounts. · · 

2. No supervision charge is leviable in respect of materials manufactured "n behalf 
tf other divisions, departments. local bodies and individuals, which are formally 
passed through the Stock account under this paragraph. See also paragraph 389 (c). 

' . ' 

396. The differencA between the "operation" and "outturn" should 
be adjusted under the orders of competent authority before the accounts 
of a manufacture are closed. If· the orders issued have· the effect of 
enbf~ncing · or lowering the value of the ·outturn already brought to 
account, the adjustment will be made by a'suitable entry (without .any . 
fresh q~antities) in the Outturn Statement, Form 36; in other cases, 
the loss or gain, as the case may be, should be taken to the expenditure 
or ·revenue bead concerned by a regular transfer entry, which will affect 
the "operation" account only. In all cases, the total "operation" and 

· "outturn" should equal eacb_other 'on closing the Manufacture Account 
See also paragraph 197, Rule 2. 
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CHAPTER XII.-SpSPENSE .ACCOUNTS. 

A.-INTRODUCTORY. 

397. The account of the minor head "Euspense", sub-divided into 
as many of the five heads named below a smay be required, is kept in 
each division under a single major head of expenditure unless the local 
Government has directed otherwise :-(1) Purchat.es, (2) Stock, (3i 
Misrellanecus P- W. Advances, (4) London Stores, and (5) Workshop 
Suspense. These heads are of a temporu.ry character and all transactions 
recorded under them, are ulti111ately removed either by payment, or 
recovery, in cash, or by adjustment. The transactions, therefore, con
sist of bot:h debits and credits, the latter being treated as reduction of 
expenditure when making up the account of the major-head. 

B.-PURCHASES. 

398. When materials are received from a. supplier or irom another 
division or department, their value should be credited to Purchases--

(i) immediately on their receipt, if they have been received for 
a specific work, so that, pe'1 contra, the cost may be in
cluded at once in the accounts of the work and those 
accounts, as well as the connected subsidiary accounts, 
may take cognizance of the receipt of materials at the 
earliest opportunity (see paragraphs 312 and 317) ; and 

(ii) on closing the accounts of the month, if they have been 
received for stock and payment bas not been made for 
them during the month, so as to secur eagreement between 
the quantity and value accounts (see paragraph 188). 

399. 'Vhen the actual value of the materials is not known, it will 
sutlicu if a:..n estimated figure is adopted, any di.tference being adjusted, 
as soon gs known, by a· plus or a minus credit to Purch1ses, as the 
case may be. See also Rule 1 to paragraph 400. 

400. When the price of the materials is paid or adjusted in_ transfe~, 
·the payment should be debited to Purchases, and the outstanding credit 
thus cleared. 

1. If the amount admitted in payment exceeds the amount credited to Purchasea, 
the difference should be charged direct to Stock or to the work concerned. 

401. Unclaimed balances in the Purchases. account shoul_d be dealt 
with in accordance with the procedure prescnbed for Deposit balances 
in raragraph 451. Paragraph 452 regarding the repayment of lapsed 
depO!dts applies mutatis mutandis to repayments of lapsed balances of 
Pur,.hases. 
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~02. The acco~nt of_ this head sh~uld be kept in '"".Form 67, Suspenss 
Regtster, the details bemg recorded m a separate set of folios for each 
.of the tw.:> headings (1) Purchases for Etock and (2) Purchases for 
specific works. 

C.-STOCK. 

400. The head "Stock" is opened in all divisions in which sto::ks 
of materials are maintained for general purposes, vide paragraph 125 
of the Central Public Works Department Code. In divisions in which 
no stocks are maintained, this account should be opened only when any 
manufacture operat~ons are undertaken. . · 

404. The money limit for the Stock reserve of a divi~ion, prescribed 
by the local Government vide paragraph 125 of the Central Public 
Works Department Code is meant to be applied to the value of materials 
acquired or manufactured for stock purposes only, Excesses over this 
limit are; therefore, permissible only when caused by unadjusted expendi
ture on manufacture operations connected with specific sanctioned works. 

405. T.b.e account head "Stock" is charged with all expenditure con
nected with the acquisition of stock materials and with all manufactura 
oper:_~tions. It is credited with the value of materials issued to works, 
or sold, tnmsferred or otherwise disposed of, and the balance of 
the account represe~ts the book value of the materials in Stock plus 
the unadjusted charges, etc., eonnected with manufacture. 

4.06. The sub-heads of the Stock a,ccount are :~(1) Small Etores, 
(2) Building Materials, (3) Timber, (4) Metals, (5) Fuel, ·(6) Painters' 
Stores, (7) House fittings, (8) Miscellaneous S'tores, (9) Land, Kilns, 
etc., and (10) Manufacture. Nos. (1) to (8) may be replaced locally by 
other suitaUe heads, if necessary. 

407. (a) The general account of the receipts, issues and balances of 
the suspense Lead "Stock" should be maintained in the Suspense 
Register, Form 67. A separate aocount should be kept in respect of 
each sub-head, the transactions of the several sub-divisions being detailed 

. therein as separate items and the totals of all sub-divisionF3 as another. 
Transfers within the division shouH be accounted for against a single 
item "Deduct-Transfers within Division", before the total for th'3 · 
entire head "Stock" is struck. 

1. The clearance of balances under ''Transfers within Div~sion" should receive special 
attention. 

(b) The subsidiary accounts of Etock are described in tlhapters VII 
anii XI. - · 
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D . .:._MISCELLANEOUS P. W. ADVANCES'. 

408. Transactions recorded under the head ''Miscellaneous p. W. 
AdvJ.nces" are divided into four classes :-

{1) Sales on credit. 
(2) Expenditure incurred on Deposit Works in excess of deposits 

received. 
(3) Losses, retrenchments, errors, eic. 
(4) Other items. 

NoT!'I.-Personal !'dvances drawn from the treasury, and audit retrenchments made 
from bills cashed d1rect at the treasury, do not appear in the accounts of divisional 
offices. Advances made to contractors appear in the accounts of works. 

409. When stores of any kind are sold on credit, their value (plus, 
if recoverable, the Supervision charges referred to in paragraph 127 of 
the Central Public'Works Department Code) should be debited to Miscel
laneous P. W. Advances under the sub-head "Sales on credit", so that 
(1) the accounts of Etock or works from which the materials are issued 
may be kept correct, and (2) the recovery of the value from the local 
body or individual concerned may be watched through the regular 
accounts. 

1. In each case there must bo authority for the sale on credit. 

41G. Outlay on Deposit 'Vorks is required to be limited to the 
amounts of deposits received· Any expenditure on Deposit Works in
curred in excess of the amount deposited is chargeable to Miscellaneous 
P. W. Advances pending recovery, to effect which action should at onca 
be taken. S'ee paragraph 416. 

411. Under the heading "Losses. retrenchments, errors, etc.'". 
appear the following:-

(a) Deficiencies in cash or stock. 
(b) Actual losses of cash or stock. 
(c) Errors in accounts awaiting adjustment. 
(d) Retrenchments 'and losses of other kinds recoverable from 

Government servants. 

412. Deleted. 
413. The head 'Other items' is meant for all debits, tho allocatioo. 

of which iFl not known or which cannot be adjusted until recovery or 
settlement is effected or write-off ordered. The following are cited aa 
examples :-(1) debits, the classifi~ation of which cannot at once f1t, 
detel'minea, (2) recoverable debits not pertaining to the accounts of a. 
work, and (3) recoverable outstandings pertaining to works, the account!! 
of , .. hich nre closed (vide Rule 1 to paragraph 347 and paragraph 361) .• 
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414. Na charges may be debited to ''Miscellaneou~ P. ·w. Advances" 
on t.l::.c ground of absence or msufficiency of sanction or appropriation, 
except as rrovided for in paragraph 410. · 

1. The share of municipal taxes paid by Government on behalf of tenants of Govern· 
ment buildir.ge under the provisions of Appendix 5-A, ll (a) Note to the Civil Account 
Code, Volume I, should be debited to this head pending recovery. 

415. Items in the "Miscellaneous P. W. Advances" account are 
cleared either by actual recovery or by transfer, under proper sanction 
or authority, to some other head of account. Items or balances :which
may become irrecoverable should not be so transferred until ordered to 
be VI'J'itten off. · 

416. The detailed accounts of this head should he kept in Form 67 
Susp-:;,nse Register .. For items falling under the class "Expenditura 
incurred on Deposit Works in excess of deposits received'' details are 
not necessary, as these are recorded in the Schedule of Deposit Works, 
Form o5. For each of the other three classes of items, a separate set. 
of folios should be reserved, and all the items under each Class should 
be detailed so that their clearance may be watched individually. An 
abstract should be prepared to show the totals of all the classes. 

E.-LONDON STORES. 

417. The ·head "London Stores" is the suspense head through which 
are passeol all transactions connected with stores obtained through the 
Stores Department, I1ondon. The objects of this account are (i) that 
the stores received from EnglaLd are brought on the accounts of S'toclr 
or works immediately on their receipt, without waiting for the advi.Je 
of the payments made in England by the High .Commissioner, (ii) thaJ; 
whe.u the advice precedes the stores the receipt of the latter is watched, . 
and (iii) that in all cases agreement is secured between the charge to 
Stock or works, and the payments made in England. · 

418. When the stores arrive, this account should be credited, and 
the accounts of the works concerned or Stock should be debited, with 
the English cost of the quantities actually received, the amount being 
determined by converting the invoiced sterling value into n1pees at 
the average rate of exchange (which will be communicated by thl} 
Accountant General) for tha month in which the payment was made in 
England. 

1. If the month of payment is not known, the average rate of exchange for the 
month in which t~e stores were d~spatched fro~ England should be adopted pronsion
ally, subject to adJustment on receipt of the adVIce of payment. 
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419. When the ·advice of the payments for stores made in England 
is received from the Accountant General, the head London Stores should 
be debited and the minor head *English cost of Stores credited (the 
entry taking the form of a minus charge), converting the sterling pay
mentA at the average rate of exchange for the month of payment. 

1. The tran~ctiona under the head *English cos~ of Stores are divided into two 
parts to show (s) Par Value (at £1=13!), and (ii) Loss or Gain by exchange (i.e., 
the difference between the par value and the value at the average rate of exchange) 
a separate detailed head being provided for each. ' 

. 2. The. minor head *English cost of Storea appeared only under the major heai 
under which the suspense account 'London Stores' of the division is classified, wide 
paragraph 3m. 

42(). Indian charges (e.g., balance of sea-freight and carriage anl 
incidental charges) should be debited direct to Stock or works concerne-:1 
unless incurred prior to the arrival of the stores in the division, in which 
ca8e they should be charged to London Stores, and on receipt of the 
stores the charge should be transferred to the relevan~ accounts of 
works or Stock, when making the adjustment of English cost as laid 
down in paragraph 418. · 

421. A surcharge at the rate fixed by the Government of India from 
time to time, to cover departmental expenses and Marine insurance is 
addei by the High Commissioner for India to the invoiced price (in
cluding freight) of all European Stores obtained through the India Etore 
Department, London, by Provincial Governments, Commercial depart
ments, including In-igation Works, Government Commercial under
takings, Local Funds, Indian States, private individuals, etc., in calcula
ting the cost debitable to or recoverable from these various sources. 

1. When under Rpecial an·an~rements t-he rontnctor undertakeR to dPlivP>" stor"R nt 
an Indian port and not at the Stores Office in London. the surcharge leviable will be 
only for departmental charges. 

\ 

;. 2. The extra charge for Marine insurance covers the risk of losses during thf' 
voyage to India and not losses between the ship's side and the shore. 

3. The adjustment of the surchar~te is made by the Hi~th Commissioner for India. 
A similar extra charge should be made in India for stores imported from En!(land for 
the Central Government but eventually transfPrred to Provincial Governments, etc. 
In such cases the amount of the surchar!(e should be credited in the CPntral section of . 
the ac!"ounts under "XXXV-Mis~ellaneous-Percentage chargeable on European Stores 
for Provinchl Governments, etc." 

4. In makinq recoveries from the aszents of vessels on account of short d~livPr:V of 
stores, the surcharge should nob be added to the invoiced value of the stores (including 
frei~tht). Similarly in making re<'overiell from the ajZents of VPssels on art'onnt. of deli· 
ciencies or damage found in consignments of stores obtained from the Air Ministry or 
from other Departments of the British Government, the departmental charges levied 
by these authorities should, like those made by the India Store Department, London, 
be excluded from the value of such stores. 

*The nomenclature of this n.oinor head is "Dedurt-English cost of Stores and 
Establishment," under the major bends '15-A (3)', 15-B (3)' and '41,' and Deduct
English cost of Stores" und .. r other Public Works major heada. 
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422. The' .balances at credit of this account represent the value of 
stores received for which no advices of payment have. come to hand and 
debit balances indicate the advised value of stores which have not yet 
been received. All balances should be watched with ·a view to early 
clearance, special reference being made at once to the Accountant 
General in respect of each item of the former class. 

423. Balances due to short deliveries, etc., which cannot be cleared 
by recovery of cost are· not adjustable until their write-off ·has been 
sanctioned by competent authority.· ; 

424. 'l'he transactions under this head should be recorded. iii detaU 
in a monthly schedule, Form.71, Sche(l'.lle of ~ondon ~tor¢~ .. .-. . ·, 

425. Indents on the St~res Department, London, should indlcata 
the detailed classification of the charge, ·which in the case of the Public 
Worki:1 Department, is always the head "Expenditure :ln England-
Stores (Voted)'' subordinate to the major head under which the suspense · 
head "London Stores" of the division is classified: see paragraph 120. 
In each caRe the followin~ particulars should be added :.:.._ · 

(1) whether debitable to Central or Provincial revenues; if tLe 
latter, the name of the provincial Government; 

(2) whether the major head pertains to Reserved or Transferred 
expenditure. 

Thus, in a Buildings and Roads division of the United :Provinces, in 
which the London Stores account is kept under the major head "41-
Civil Works", an indent for stores required partly for agency works of 
the Central Govemment and partly for provincial works (of departments 
dealing with Reserved as well as Transferred subjects) and Deposit 
Works, will be classified as shown below:-

41.-Civil Work~Expenditure in England-S'tores. 

Provincial-United Provinces. 

Transferred. 

Voted. 

F.-WORKSHOP SUSPENSE. 

426. When a workshop has been established, the accounts of which 
are kept in accordance with the rules in Chapter XID, all direct outlay · 
on the jobs executed and on other operations of the workshop is passed 
through the suspense bead "Workshop s.uspense", and a separate acco';lni; 
is kept under it of each job or operatiOn, so that all ch~rges relatm~ 
to each may be collected and charges of a Jl'eneral nature. may bd 
suitably distributed over all the jobs or operatiOns affected, before the 
total cost recoverable is 'determined. 



13tl 

427-9] SUSPENSE ACCOUNTS. [CHAP. xrr. 

427. The recorded expenditure on IL job is removed from the suspense 
account only when, and to the extent, an adjustment -is effectf>d againqt 
the deposit received or against the service or other head concerned, 
vide paragraph 436. This removal is effected by a. credit to the accounli 
()f the job. But when any charges are transferred from one job or 
<>peration to another, the transfer should be made by plus and minus . 
.debit entries. · 

428. On the completion of a. job, all outstanding charges on it must 
be debited, as soon as possible, to the head concerned, but in cases where 
this <'annot be done, as in the case of expenditure incurred in excess of 
the deposit received, the unadjusted a.inount should be transferred to 
the head "Miscellaneous P. W. Advances" penW?g settlement. 

429. The detailed account of the head should be kept in a suitable 
form presc,ribed in accordance with the rule in paragraph 431, the object 
being. to maintain an account showing the cost of each job or operation 
ana its adjustment from time to time. 
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CHAPTER XIII.-WORKSHOP ACCOUNTS. 

A.-INTRODUCTORY. 

430. In many divisions there is a small shop for the execution o! 
1repairp to tools and plant or. of small manufacture jobs. 1I·he accounts 
.of works executed in such shops should be kept in the forms prescribed 
:for repair works or manufacture operations, as the case may be. 

_431. Larger workshops, with special plant or machinery, also exist, 
which are treated as separate subdivisions, or divisions, for account 
purposes. When such workshops are of the character of quasi-commer-· 

.cial undertakings, the system of accounts will .be that prescribed.Jocally 
for :~imilar undertakings. When they are run mainly for .departmental 
.purposes, the accounts should be kept in accordance with the general rules 
:and principles laid down in this chapter. In either case, the exact forms 
-to be used and the procedure to be observed will be settled in respe-}t 
.of each workshop in consultation between the local Government and the 
Accounta:nt General. 

432. For every job there must be an estimate of cost (providing for 
:all charge3, including 'the prescribed percentages for indirect chargea, 
('Dide, paragraph 437) sanctioned by competent authority and accepted 
'by the indenting officer, local body or individual: see also paragraph 
432-A. The amount to be realised from the indenting party will, how
-ever, be based on the actual cost, though the authorised limit of cost, , 
wliich the. officer in charge of the workshop may incur without further 
authority, is that shown in the accepted estimate. 

1. If the execution of a job for another division or department is likely to extend 
beyond one financial year, the limit of the cost which may be incurred in each official 
year should also be settled beforehand. 

432-A. No work should be undertaken for municipalities or private· 
parties before the whole estimated cost, including all charges for 'supervi
sion, profit, etc., that may be leviable under the rules for the time being 
in force, has been paid to the Divisional Officer, or into a Government 
trea3ury tu 1jhe credit of the Public Works Department. This rll:le may 
be relaxed at the discretion of the Divisional Officer or Superintendent, 
in the case of Government officers where full recovery is not open to 
doubt. In such cases a rough estimate of the probable cost must be 
prepared in advance and the officer concerned requ~red to give an und_er
taking that he ag-rees to pay th~ actual charges m full on completio:::t 
of the work. The full expenditure incurred mnst be deducted from the 
officer's pay for the following month. In all cases, prior· to work 
being put in hand, an undertaking should be procured _from the party 
concerned that it wn:. not ~old thP Department responsible for Joss by 
fire or theft, or any other factor which <'on.M not be foresee~ when th•l: 

K 
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estimate was prepared. In cases where it is found that the original 
estimate is likely to be appreciably exceeded, a revised estimate should 
be preparell and the procedure outlined above adopted. The cost of 
the operations should be charged monthly to the head ''Miscellaneous. 
P. W. Advances", pending recovery. 

B.-DffiECT AND INDffiECT CHARGES. 

· 433. Receipt and expendituie transactions in connection with work
shops are brought to account as follows :-

(a) Where capital accounts are kept of a workshop intended 
mainly for the needs of the Irrigation Branch (i.e., if 
the workshop is to be regarded as being on a quasi-com
mercial basis), the capital expenditure should be recorded 
under the relevant division and subdivision :>f the major 
head 55.. Receipts representing recoveries of capital ex
penditure will be taken in reduction of such expenditur~. 
while revenue receipts and working expenses will b~ 
booked under a new minor head, opened under the corres
ponding division and subdivision of the major head XIII,. 
entitled "RiO'ceipts from ·workshops", divid;)d so as t~ 
meet the requirements of the Pro forma accounts of the
shop (vide paragraph 439). 

(b) Where capital accounts are kept of a workshop intend~d 
mainly for the needs of the Civil Works Branch, all ex
penditure incurred upon it, whether of the nature •L 
capital or or workmg expenses, should be recorded under 
the major head 41. Recoveries of capital expenditure will 
be taken in reduction of such expenditure; revenue receipt3 
will be booked nnd3r a new minor head, opened under the 
major head XXX, entitled "Receipts from Workshops", 
divided so as to meet the requirements of the Pro forma 
accounts of the shop. 

(c) Where no capital accounts are kept of a workshop, for which
ever branch intended, all expenditure should be booke:l 
under the major head 15 or 41, as the cnse may be, an.l 
all receipts, whether "recoveries of expenditure" or. 
.. revenue receipts", under the minor head .. Misrellaneous'' 
of the corresponding revenue head XIV or XXX. 

4S4. 'All Capital charges on builJin~s. plant and marhinery anJ 
stock materials, and all Hew•nne charges incurred on their maintfmnnce 
and on th~ upkeep of the necessarv general establishment, should ~e 
accounted for as ordinary Public Works transactions under the major 
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head concerned, in accordance with the preceding paragraph and under 
the general rules of other Chapters of this code. These are charges which 
neither pertain to any individual job executed in the shops, nor are 
capable of direct apportionment amongst all the jobs, and are, therefore, 
met out of the grants of the Department, the distribution of such 
-charges over individual jobs being made in accordance with the rule in 
paragraph 437. 

435. All other expenses connected with the operations of a :workshop 
are thargeable to the jobs concerned, and should therefore, be accounted 
for under the suspense head ''Workshop Suspense'' Jvide paragraphs 
426 to 42\J). The charges pertaining exclusively to any job should be 
debited to it at once, and those of a general nature should be treated, 
in the first instance, a~ general charges (under one or more suitable 
headings) and apportioned subsequently amongst the jobs. concerned in 
accordance with a definite procedure. 

1. This paragraph does not aEply to incidental' charges connected with' the. atoci 
of materials which should be dealt with under paragraphs 434 and 198. 

2. .All liabilities should be taken into account. even though undisbursed, ao that 
the general charges may be correctly allocated month by month,· and the recorded 
expenditure on each job may represent, as far as possible, the actual cost up to date. 

4.36. In the case of jobs of all classes, the cost of operations sliould 
be charged off or adjusted in transfer (paragraph 427), as the case may 
be, month by month, but in the following cases the accounts of a. job 
may be settled once a year in March, or in an earlier month if_ the job 
is completed earlier (vide paragraph 428) :-

(a) When the total cost during the year is not larger than: 
. Rs. 500 or any other limit that may be fixed in consulta
tion with the Accountant General. 

(b) When the monthly settlement of account is inconvenient to 
the indenting division or department. 

1. When the estimated cost of a job is recovered in advance, it should lie 'kepi 
~n deposit in the first instance, and the adjustments of actual cost made under thi1 
-paragraph should be effected against the deposit, the unexpended balance being re
,funded only when the job is completed and the account of it settled. 

437. In addition to the direct charges referred to in paragraph 435, 
the account of each job should be debited, not through the Workshop 
·Suspense account but directly under the bead of account concerned, wit:!i 
.Puitable percentages to cover the indirect charges enumerated below :-

(a) ~upervision charges under paragraph 127 of the Central 
. Public Works Department Code. 

·(b) Interest on the capital cost of buildings, plant and machinery. 
·fc) Maintenance charges of buildings, plant and machinery. 
Ia) Depreciation of Buildings, pl~t and machinery. 
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' (e) Establishment charges (including 1 per cent. on account of 
1 

Audit and Accounts Establishment) : see Rule 9 of 
Appendix 7. 

See' also Jia.ragraph 434. 

The percentage for Supervision charges should be calculated on the 
book value of materials issued to each job. The other charges are 
ordinarily calculated on the total cost of labour and stores pertaining to 
the job. It is usual to charge a further percentage on account of profii 
except in the case of jobs executed for other divisions of the province. 

· 1: The percen~ge realised on account of establishment charges is treated as re
ductiOn of expenditure or as revenue receipts, as the case may be, in accordance with the 
rules in Appendix 7. All other percentages are treated as roYeliUe receipts. 

·· 438. The indirect charges referred to in paragraph 437 should bf 
brought to account whenever the settlement of the account of direcs 
~barges is effected under paragraph 436. 

C.-ANNUAL ACCO"QNT AND REVIEW 

439. Annually, Pro forma accounts of each workshop should be pre
nared, consisting of-

(i) .the Capital Account, showing the values (after making due 
allowance for depreciation) of the buildings, machinery and 
plant, and stock, and the outstanding balance of the 
Workshop Suspenae Account. 

(ii) the Outtmn Account showing, in such detail as may be 
necessary, the charges on labour and stores, and the: 
general and indirect charges, and 

(iii) the Profit and Loss Account, showing on the one side the· 
· actual working liabilities of the year, e.g., (a) interest cal

culated on the mean capital of the year under all thd· 
heads named in (i) above. (b) the actual maintenanca 
charges of buildings and machinery and plant, (c) depre
ciation of buildings, machinery and plant calculated on 
the capital value thereof and (d) general establishment 
charges plus (1) a suitable addition thereto on account of 
leave and pensionary charges and (2) one per cent. for 
audit and accounts establishment, only on such jobs m 
respect of which this percentage is not credited to thd 
major head "23-Audit" or "XXXV-1\fiscellaneous-Fees 
for Government Audit" in the regular accounts (t~tde Rule 
2 to paragraph 11 of Appendix 7); and on the otner side ~he 

· percentage charges made under parRgraph 437, excluding 
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the 1 per cent. for audit and accounts establishment creditei 
to "23--Audit" or "XXXV-Miscellaneous-Fees for 
Government Audit" under ·Rule 1 to paragraph 11 0f 
Appendix 7. · 

1. The Stock account should be treated as a pal't of the Workshop account, only 
if, and to the ·extent, the reserve stock is declared by the local Government to be 
part and parcel of the shops. When the whole, or part of a stock is merely an adjunct 
to a workshop, neither the interest charges on ~t nor the losses or gains (including 
storage charges) arising out of it, should appear in the Profit and Loss · accopnt of 
the workshop. 

440. The Accountant Q,meml should review the annual accounts of 
a workshop, in consultation with the officer in charge of it, and submit 
a report to the local Government on its financial working, specially 
bringing out the necessity, or otherwise, of revising the Fercentages 
fixed by thP local Government for the several charges referred to in 
paragraph 437 above. 

1. To facilitate the review of percentages it will be found convenient to show, in 
the Profit and Loss account, not only the figures of the year but also the progressive-
Jigures to the close -of the year, commencing from. a suitable date. · 
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CHAPTER XIV.-DEPOSITS. 

A.-JNTR.ODUCTORY. 
441. Deposits transactions of the Public Wroks Department are of 

two kinds:-
I.-P~blic Works' Deposits, which pass through the regular 

accounts of the division, 
· ~I.-Interest-bearing S'ecurities· 
Deposits of the first kind 1 comprise transactions of the folloWID.J 

classes, which are passed through the account head Public Works 
Deposits :-. ·. 

' ·{a) Cash deposits of subordinates as security, 
' (b) Cash deposits of contractors as security, 

(c) Deposits for work to be done, 
(d) Sum~ due to contractors on closed accounts, 
(e) Miscellaheous deposits. 

The intereRt-bearing securities referred to in class n are deposited 
by subordinates and contractors. These do not pass through the regular 
accountR of the division. 

B.-SECURITY DEPOSITE:·. 
442. Security deposits of subordmates and contractors, whether made 

in cash or in one or the forms of security referred to in paragraph 443 
are covered by a bond or agreement setting forth the conditions unaer 
which the security is held and may be ultimately refunded or appropri'}. 
ted. Reference to such bond or agreement should be recorded in th~S 
Deposit Register or the Register of Securities as the case may be. 

443. The recognised forms of Interest-bearing Securities, and tne 
ruleq to which they are subject, are indicated below:-

(a) Government Securities other than Post l Under the rules in 
Office 5-Year Cash Certifi.cales. Chapter VIII of the 

. Government Secu-
(b) .Municipal Deb~ntures and Port Trust >- rities Manual 

• Bonds. . . I issued by the Con-
troller of the Cur-

J rencv. 

(c) Post Office 5-Year Cash Certificates. 1 Under the rules fo 
Cash Certificate& 

(d) Post Office Savings Bank Paqs Books. ). and Savings Bank 

J accounts issued by 
the Post Office. 
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(e) Deposit Receipts of recognised banks approved by the local 
Government.-The depositor should be required to get the 
receipts made out in the name of the pledgee. The deposit 
receipts will be held in custody by such officer as tha 
local Government may prescribe. The depositor should 
receive the interest, when due, direct from the bank, on 
a, letter from the pledgee authorising the bank to pay it. 

444. ~ecurity Deposits lodged in the Post Office Savings Bank should 
be hypothecated to the Divisional Officer, or to the S'ubdivisional Officer 
if this ha~ been specially authorised by the local Government. The 
"Bank Pass Books should remain in the custody of the officer to whom 
the cleposits are pledged. ' 

1. All the Pass Books should be sent to the Post Office 'as soon as possible aftel 
the 15th June each year .in order that the necessary entries on account of interest may 
be made in them. 

445. Cash deposits of subordinates and contractors may be converted, 
.at the cost of the depositor, into one ormore of the forms of interest
lbearing securities, provided-

(i) that the depositor has expressly desired this in writing, a.nd 
(ii) that the acceptance of the new form of security is permissible 

under the rules as well as unfter. the terms o~ the agree
ment or bond. 

. . ,. 
1. Cash which has "ctually been received or recovered may be converted even 

though the full amount of the deposit, which is being paid in instalments, has not 
.'1et l>een realised. -

446. Percentage deductions on account of security, made from con
tractors' bills, should also be credited to the head "Public Works 
'Deposits". AF!; an exception to this general rule, the security may be 
.exacted by withholding from payment the required percentage of tha 

·-value of work actually measured and passed, if the total amount re
cove~;able on this account during the official year in any case is so small 
ihat its exclusion from the works outlay of the year is not !ikely to 
affect the grants appreciably. Amounts thus withheld appear in the 
suspense account, "Contractors-Other Ttansactions", of ~he work 
-concerned, vide paragraphs 340 and 344. 

447. Without the special orders of competent authority, no security 
depo~:oit should be repaid or retransferred to the depositor, or otherwise 
disposed of, except in accordance with the terms of his agreement ot 
'bond. 

1. The depositor's acknowledgment should be obtained in all cases of security 
returned. WhPn an interest-bearin!l security is returned or re-transferred, the ack
'flowledgment should set forth the fnll particulars of the security. 
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C.-OTHER DEPOSITS. 

I.-For Works. 

448. Deposits for works other than takavi works are passed througa 
the head "Public Works Deposits". Such works are known as Deposit 
Works and the detailed rules relating to them are given in Chapter
XV. 

!I.-Contractors' Closed Accounts. 

449. Under the rules in paragraph 347 sums due to contractors on
closed accounts may be placed in the Deposit account. 'When a sum so
held in deposit is ultimately paid to the contraciz>r concerned, his acknow
ledgment should set forth such particulars as would establish the settle .. -

. '\Dent of his account in connection with the work concerned. -

m.-Miscellaneous. 

450. All other deposits are classed as Miscellaneous Deposits. This
,head also holds, until clearance, all items of receipt, the classification 
of which cannot at once be determined, or which represent errors in· 
account~g awaiting adjustment. 

D.-LAPSED AND CONFISCATED DEPOSITS. 

451. In the accounts for March each year, the following classes of 
items in the Public Works Deposit account should be credited to Govern
ment as lapsed deposits :-

(i) Original deposits not exceeding one rupee remaining out
standing for one whole account year, 

(ii) Balances not exceeding one rupee of items partly cleared' 
during the year then closing, 

(iii) Balances unclaimed for more than three complete accouut. 
years. · 

1. For the purpose of this rule the age cf a rllpayable item or of a balance of it, 
is to be reckoned as dating from the timl' when the item or the balance, as tht~ 
case may be, became first repayable. See also Note 3 to Article 206, Civil Account.
Code, Volume I. 

452. Deposits credited to Government under paragraph 451, or con
fiscated under the provisions of an agreement or bond, cannot be repaid 
without preaudit by the Accountant General who will authorise payment 
on ascertaining (1) that the 1tem was really received, (2) that it was 
credited to Government as lapsed or confiscated, and (3) that the 
claimant's identity nnd title to the money are certified by the Divisionar 
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. . 
Officer. The amount repaid should be treated as a refuna of receipts 
under the major head to which it was credited and the repayment should 
be noted in the Deposit Register against the entry for its credit to
Government, vide paragraph 263. 

E.-ACCOUNTS OF PUBLIC WORKS DEPOSITS. 

~~-Deposit Register. 

453. A record of thetransactions relating to Public Works Deposits: 
should be maintained in the. divisional office in a register in the same 
form as the Suspense Register, Form 67. This Deposit Register should' 
!lhow, month by month, the total receipts and adjustments and the 
closing balance of each separate deposit item ; but in respect of deposits 
for work to be done which are accounted for in detail in the Schedule 
of Deposit Works, Form 65, a single entry for all such deposits. will 
suffice. · 

II.-Schedule of Deposits. 

45'- From the Deposit Register a monthly extract, known as the 
Schedule of Deposits, Form 78, and showing for each item the opening 
balance, the receipts and adjustments of the month, and the closing 
oalance, should be prepared for submission to the Accountant General. 
The entry for . deposits for work to be done will be supported by the 
Schedule of Deposit Works. 

455. In the case of divisions where the total number of outstanding 
items under Public Works Deposits is usually very large but the number 
of iJ,{lms affected by the monthly transactions is small, the Accountant 
General may autliorise the preparation of the Schedule of Deposits in 
the alternative Form 79. This form is in two parts-Part I, Abstract. 
Account, giving the totals for each class· of deposits, and Part II,. 
Detailed extract from the Deposit Register. In Part II, only such 
items need be extracted from the. Deposit Register as are affected by 
the month's transactions, but in the schedules for the months of June,. 
September, December and March all current items should be shown, 
including those not affected by the month's transactions. 

F.-ACCOUNTS OF INTEREST-BEARING SECURI'l'IES. 

456; Transactions connected with interest-bearing securities do not 
pass through the cash book and consequently the regular accounts of 
the division, unless any cash actually passes through the hands of 
officers of the department, which should be avoided as far as possible. 
A register of the receipt and disposal of these securities should, however,. 
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be kept in Form 85, Register of Interest-bearing Securities and at the 
close of the year an account in Form 86, Account of Interest-bearing 
Securities, should be prepared from this register for submission to the 
Accountant General. This account should be supported by (1) the 
acknowledgments (in original) of the depositors for securities returned 
or r~-transferred to them during th& year and (2) the certificate of the 
Divisional Officer that all securities shown as outstanding in this 
account, or thtlir acknowledgments by the authorised custodians (vide 
paragraph 443) , are in his possession. 

1. If a security recovered in instalments is being deposited in the Post Office 
Savings Bank, no entries should be made in respect of it in the Register in Form 85, 
until the security has been fully paid np. The annual Account in Form 86 prepared 
from the Register in Form 85 should be ·completed in respect of the securities in 
course of recovery, by taking the recoveries of the period covered by the Account 
from the Deposit Regtster, verifymg them at the same time with the actual r~eriea 
aa shown in the Register of Recoveries (paragraph 553). 

2. If any Post Office Savm~s Bank deposits have been hypothecated to a Sub
divisional Officer under paragraph 444, the register for such securities should be kept 
by him and he should sign the annual certificate in respect of them. 

3. The account procedure to be observed when a subordinate, who haa furnished 
an interest-bearing security, is transferred to another division or department, depends 
on the terms of the agreement and on the procedure followed locally in re~rd to the 
disposal of the security. It should be prescribed by the Accountant General iD 
consultation with the local Government. 
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CHAPTER XV.-NON-GOVERNMET WORKS. 

A.-INTRODUCTORY. 

457. Non-Government Works are divided into three chsse~ :-(1} 
Deposit Works,(2) Local Loan Works, and (3) Takavi Works. 

458. The general rule for the exhibition in accounts, of transactions 
rel~ting to contributions from Central or Provincial Revenues to Local 
Fumls and public bodies, and vice versa, as contained in Chapter 6 of 
the Audit Code, is reproduced below:-'-

Contributions made by the Central or the provincial Governments to DiRtric~ 
Boards, Municipalities, etc., or vice versd, will be charged as expenditure or shown as 
receipts (as the case may be) under the head of account most closely connected with 
the object for which the contributions are marie. Thus a grant for the construction 
of a church· will be debited to "28.-Ecclesiastical"; a grant for the construction of a 
school to "31.-Education"; a grant for the construction of a drainage system to 
"33-Public health"; and a grant for the construction of roads to "41.-Civil Works"; 
while a grant given for general purposes, such as a grant to make good a. deficit or 
aa compensation for revenue resumed, will be classified under "47.-Miscellaneous" .. 

1. If the financial assistance given by the Central or a provincial Government to. 
a local body does not take the form of a grant of cash but of expenditure in the 
Public Works Department, equivalent to the whole or a part of the cost of a work 
constructed by that department on behalf of the local body concerned, . the contri
bution thus made should be charged as expenditure under the minor head "Grant-in
aid" of the Public Works Major Head concerned, ir;respective of the object· of the 
assistance. · 

2. A contribution paid by a locaJ body with the express object of meeting the 
whole or a part of the cost of construction, by the Public Works Department, of a 
specific work which is eventually to be the property of Government, should be credited 
in the Public Works accounts to the Debt head "Public Works Deposits". The contri
bution should, for accounb purposes, be divided into two parts, the one representing 
a share of works expenditure and the other the usual percentages on that share to 
cover charges for Public Works establishment and t.Qols and plant; and ~he expenditure 
as actually incurred together with the perclmtages should be charged against it. No 
charge for Audit and Accounts should be levied in 11uch cases. . . 

459. In the Public Works accounts, contribution made to loc!l.l 
bodies are char~ed to the minor head "Grants-in-aid" under the major 
head "41.-Civll Works" or ... 15-0ther Revenue Expenditure" as th~ 
case may be. See also Rule 1 to paragraph 383. . 

•460. When works already constructed, or land already purchased, 
are transferred, free of charge, to hlal bodi~s no re-adjustment of the 
accounts of cost is necessary. · . . · 

461. For every Non-Government Work there · must be a duly 
sanctioned .detailed estimate or requisition, as the case may be, in the 
same way as for a Government Work .. 

B.-DEPOSIT WORKS. 

I.-General. 
462. When a Deposit work is to be carried out, the local body or other 

party concer,ned should advance the gross estimated expenditure; which· 
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is payable 'by it, to the Divisional Officer in one lump sum, or in instal
ments, and by such dates as may be specially authorised by the local 

·Government, t·ide paragraph 110 of the Central Public Works Depart
.ment Code. The amount received should be credited in the accounts 
-to the head "Public Works Deposits", against which will be charged 
.all expenditure incurred up to the amount of the deposit. As regards 
.expenditure in excess of deposit see paragraph 410. 

1. If preferred, the local body concerned may be authorised to pay the deposit 
-<lirect into the treasury. In this case, the accompanying chalan should state clearly 
·that the amount is creditable to the Public Works Department, naming the division 
.and the work to which the deposit relates. 

463. A consolidated record of the transactions of a month relating to 
..all Deposit works of the division should be prepared in Form 65, Sche
-dule of Deposit Works. This schedule shows, in respect of each work, 
the amount of deposit received and the expenditure incurred, both 

.during the month and up to date. 

1. Refunds of unexpended balances of completed works should be taken in reduc
. tion of the deposits and, therefore, shown in the Schedule as min II.! realizations and 
111ot as expenditure. 

464. The amount of each deposit should be rateably divided into t~o 
_parts, one representing the share available for works expenditure and the 
.other the total amount chargeable as establishment, tools and plant and 
audit and accounts charges, if any, recoverable under the rules, fJide 
Appendix 7. In the schedule, the deposit received for each work should 
:be numbered as a single item, but the transactions relating to the two 
;parts of it should be shown separately, thus-

For Works expenditure ........................ .. 
For Percentage charges ......... ~ ............... . 

465. The percentages leviable should be adjusted month by month 
.as- the works expenditure is incurred, but the Accountant General may 
.authorise the adjustment to be made once a year in the accounts for 
March, provided that if the accounts of a work are closed in an earlier 
.month the adjustment must be made in that month. 

D.-District Fund Works. 

466. The account procedure prescribed in paragraphs 462 to 465 is 
·also applicable to Deposit works executed on behalf of District Boards, 
but the simpler procedure described in paragraphs 467 to 470 will be 
found more convenient and is. therefore, recommended for general 
adoption in respect of District Boards which have not been permitted 
by the local Government to withdraw their bala.nces from the Govern
ment treasury. 

467. All expenditure on works incurred on behalf of a District Board 
t;hould be recorded in the accounts of Public WorkR officers as chargeable 
-to the head "Deposits of Local Funds-District Funds'". 
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468. A Schedule of Works Expenditure in Form. 63 should be pre
pared, and the total expenditure of the ;month should be shown separate
ly for each Distfict Board in the Schedule of Debits to Miscellaneous 
beads of Account, Form 76. · 

469. No deposit account of such works should be kept in the division, 
nor should Distri.ct Boards be required to deposit the cost· of works 
:as the expenditure incurred monthly will be adjusted against the funds 
-of the District Board concerned by the Accountant General. 

470. The percentages leviable (vide· paragraph 464) ;iliould be 
-adjusted month by ~onth as the_ works expenditure is' brought ~o 
~ccount. 

m.-Municlpal, Cantonment· and Port Trust Fund Works. 

471. The Rpecial rules in paragraphs 467 to 470 may, if authorised 
'by th~ local Government, be extended to Deposit Works of Municipal, 
<:antonment and Port Trust Funcls, whose balances are lodged in the 
-Government treasury. -

C.-LOCAL LOAN WORKS. 

472. The rules under which payments on account of !;ocal Loan 
Works may be made in the Public Works Department are reproduced 
'below:-

I. Every Joan to a. Municipality, Port Trust, Indian State, or other Corporation 
will be recorded in the books of the Civil Accountant General concerned, 
and no part of it may he issued except under his orders. * * * * 
* * • • • • • • * • • * * * * 

II. No public department or public officer may incur any expenditure or liabilities 
against such loan funds. unless a statE>ment. in writing is first obtained 
from the Accountant General that the amount is available out of the loan 
funds and has been placed in a separate account by the Accountant General 
so as to be available for the pronosed expenditure * * * " * 
• • • • • * • * * * * * * * • 

III.* * * • * * * * • * * * * * • 
IV. Funds spent by any public department or officer under Rule II shall reckon 

· for interest as if they were drawn on the last day of the month in the 
accounts of which they are included by the spending department or officer. 

NoTE.-Rules II to IV may be modified at the discretion of the Government con
o(lerned. 

473. Expenditure on a. Local Loan Work, 'incurred in ac~ordance 
with the foregoing rules and under orders of competent authority, should 

. be accounted for as outlay against the sanctioned loan, under the head 
"Q.-Loans and Advances by the Central Government" or "R.-T.Joans 
and Advances by the Provincial Governments", as tl1e case may be, 
and shown in the· Schedule of Debits to Mi~cell:tneous l1eails of Accoui!.t, 
'Form 76, supporteCI by a Schedule ot Works Expenditure. 
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474. All charges debitable to a loan should be brought to account a& 
they occur, so that the mterest charges may be correctly calculated and 
adjusted in the Accountant General's office. 

1. This rule applies also to the percentages (vide paragraph 464) leviable under the 
rules which! should, therefore, be adjusted monthly by inclusion in the schedule of 
Works Expenditure. 

475. The limit of funds set aside for expenditure on a work during 
the year should be ascertained from the Accountant General by the officer 
authorising the expenditure, and commurucated to the Divisional Officer 
for guidance. This limit should be treated as the appropriation for the 
work and should not be exceeded without special orders. 

D.-TAKA VI WORKS. 

I.-Provision of Funds. 

476. It is not imperative, ·as in the case of a Deposit Work, that the 
estimated cost of a Takavi Work shall be deposited by the person cr 
persons int.erested in the work, befo!_e any expenditure is incurred •Jn h, 
as, if the amount due is not received in cash direct from them, it ~s re
coverable through the Civil Department in the same way as arrears of 
Land-Revenue. Endeavour should, however, be made to effect direct 
and prompt recoveries of the probable cost of Takavi \Vorks, as recover
ies through the Civil Department cause considerable trouble and delay in 
adjustment. 

II.-Accounts of Expenditure. 

477. The· transactions relating to Takavi \"Yorks should be recorded 
under the head Takavi Works Advances, the fuU name of which is "P . 
._Deposits nnd Advances not bearing interest-Adva.nceR Repayable
Civil Advances-Advances of the Public Works Department". They 
should be accounted for in the Schedule of Takavi Works, Form 6G, 
which shows the expenditure mcurred on· each ~ork, the amount realised 
on account of it, and the outstanding balance of the account. 

478. The rules in paragraphs 4G4 and 465 relating to Deposit Works 
apply, mutati.~ mutandis, to Taka vi Works. Rule 1 to paragraph 463 
also applies. · 

_ 479. The accounts of all works of construction or of special repairs 
should be closed as soon as the work is completed. Ordinary mainten
ance and repair works should, however, be considered as completed on 
the 31st October of each year (or any other date that may be prescribed 
by the local Government·ns the last date of the takavi year) and ex·pendi
!ure thereon incurred subsequently should be accounted for as perlain
mg to a new work ·of. the· f9llowing year, so that the transactions 'l.nd · 
balances relating to each takavi year may be kept distinct and separate. 
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• III.-Recovery through Civil Department. 

480. The follo-wing procedure ' is prescribed for effecting recoveries, 
through the Civil Department, on account of the cost of individua.l 
'Takavi Works, not covered by cash deposits received direct from the 
·cultivators concerned:-

(a) 

(b) 

A certificate sho-wing (1) the full name _of the work, (2) the 
name and address of the responsible cultivator or cultiva.
tors, (3) the authority fo'r undertaking the work, {4) the 
totaJ expenditure incurred, {5) the amount {with full 
particulars), if any, recovered' in cash, and {6) the net 
amount still recoverable, should be prepared, in duplicate, 
by the Divisional Officer, on the completion of the work 
(see paragraph 479), and submitted to the Collector or 
Deputy Commissioner of the district concerD;ed.' · 

On receipt back of the duplicate ·copy, duly accepted,' the 

"Q.-Loans and Advances 
'by the Central Government-
Advances to Cultivators," 

:in the case of 1\Jinor Ad· 
ministrations. . 

amounts accepted should be credited, on the 
authority of it, to the Takavi Works Ad
vances account by deoit to the head concerned 
(vid~J margin) in the Schedule of Debits to 
Miscellaneous heads of Account, Form 76, as 
the Civil Department will thereafter J>e res
vonsible for effecting the necessary recovery. 

"R.-wans and Advances 
by Provincial Governments-
Advances to Cultivators," in . 

"the case of Governors' pro· 
-vinces. 

IV.-Water-courses. 

481. The foregoing rules apply to such water-courses only as are 
classed as Takavi Works. The account rules relating to water-course;~ 
-of other classes are given in Appendix 6. . 
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CHAPTER XVI.-TRANSACTIONS WITH OTHER DIVI-
SIONS, DEPARTMENTS AND GOVERNMENTS. 

' 
A.-GENERAL RULES. 

482. The general rules under which one department of the public· 
service may charge another department under the same Government, 
or any department under another Government, for senrices rendered or
articles supplied to it, are given in Articles 33-A and 110 of the Civil' 
Account Code, Volume I. 

1. Save as provided in Rule 3 of Appendix 5 to the Civil Account Code, Volume I, 
all charges connected with the construction and maintenance of buildings, etc., will> 
be brought to account as expenditure of the Public Works Department (Civil Works
Section) or of the Civil Department concerned, according as the administration of the 
Work rests with the Public Works Department or is transferred by competent autho
rity from the Public Works Department to the Department using or requiring it.. 
The authority competent to order such transfer is, in the case of Provincial expendi
ture, the Governor acting under the powers conferred by item 6 (a) of Schedule II of· 
the Devolution Rules and, in the case of Central expenditure, including expenditure 
in minor administrations, the Government of India in the Department of Industries
and Labour. 

2. The value of Public Worka slorea isaned to other departments ia chargeable to
them under Rule VIII of Appendix 6 to the Civil Account Code, Volume I. 

483. The cost of land acquired by the Civil authorities on behalf oC 
the Public 'Yorks Department is chargeable in the accounts of the· 
latter as part of the cost of the works for which the land is taken up ; . 
but when it is taken UJ? for two or more non-commercial departments. 
conjointly, the charge 1s not divided, but is wholly debitable 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 Account Code, Volume I. 

484. The rent of buildings hired for use as residences of Government 
servants of any Civil non-commercial department is chargeable in the 
accounts of the Public Works Department. In spedal cases when the 
hired residences are, under the orders of the local Government, placed 
under the charge of any other department, the charges on account 
of rent in connection with such residence~ will be disbursed and borne
by that department. When any land or bnilding not belonging to the· 
Public Works Department is hired by another department to be occupied 
for any other public purpose, the rent is payable by the department 
concerned, and Divisional Officers do not disburse rent for such premi8es
unless ordered by the local Government to do so. 

485. '\\"ben prison labour is employed on Public Works, no ~arge· 
is made by the Jail Department if the convicts are emploved on Jail 
works, but in other cases the full market value of the work· performed, 
as certified to by the Divisional Cffi~e!', is charged to t!1e I'11blic Worb
Department. See Rule IV of Appendix 8 to t~a Civil Account Cotle. 
Volume I. 



147 

CHAP XVI.) TRANSACTIONS WITH OTHER DEPTS. AND GOVTS. [486-90 

486. When any land or building is transferred from one department 
to another under the same Government, the transfer shall be free of all . 
charge, except when the property is transferred to or from a commerciaJ 
department m which case the ·full market value of it will be charged. 

487. Services may be rendered, or articles may be supplied, free of 
cost, by one dhisicn to another under the same Government (vide 
Article 110, Civil Account Code·, Volume I) except in the following 
cases:-

(i) Store.,-i! they are issued from a Stock or Materials account 
(vide paragraphs 340 and 341) or if their transfer affects 
a work for which, a. separate capital or revenue !J.Ccount id
kept. 

(ii) Other Services-if they affect the accounts of (a) any work 
for which a separate capital or revenue account is kept, (b} 
of a work in progress, or (c) Suspense or Deposits. 

488. Cash recoveries made from employes, contractors, etc.,., as alsoo 
revenue realised, by a division on behalf of other divisions, departments 
or Governments, should be passed on to them, the payment being made 
by book transfer unless payment in cash is prescribed by rule as some
times happens, in the case of other departments. Cash obtained from 
trea1mries on cheques and cash receipts (including surplus cash) remitte<l 
to treasuries, are accounted for as remittance transactions. 

B.-ACCOUNTS PROCEDU:B,E. 

489. When a transaction has to be cleared by a book transfer undar 
the foregoing rules, the transfer should be effected by debiting or credit
ing it to the remittance head concerned in the Cash or Stock Accounts · 
if it appears therein, or by an entry in the Transfer Entry Book. See 
also paragraph 564 in respect of cash obtained from treasuries on 
cheques. 

1. Such percentage charges on account of suparvision and establishment and tools 
and plant as may be leviable under the rules, should also be included, by a transfer 
entry, in the amount transferred. See also paragraph 437. 

2. The cost of 'workshop jobs need not be adjusted monthly, vide paragraph 436. 

490. In cases, however, in which the transaetion originates in 
another division or department, the responding tral}sfer should, as a 
rule, not be made until receipt of intimation of the original debit or 
credit, either through the Accountant General or direct from the division 
or department concerned on an Advice of Transfer Debit or Credit 
(paragraph 495 et seq). Exceptions to this rule may, however, be 
authorised bv the Accountant General in respect of tra.nsactions of any 
class. · 

1. Debits on account of rent realised, on behalf of the Public Works Department, 
by disbursing or Audit Officers of other circles of audit. may be raised in anticipation 
of the corresponding c,.,dits, provided that they are supported by certificates in 
Form 48, Statement of Rents rt>coveraJ.Ip in !''Ish or by deduction from Pay Bill@, 
argued by those officers. See paragraph £58. 
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491. The responding division should examine every transfer advised 
to it for adjustment, but it may not reject a transfer because the voucher 
is not in order, or is missing. Nor may a transfer advised be partly 
accepted and partly rejected ; it may be rejected altogether if it does 
not pertain to the division ; otherwise it should be provisionally accepted 
in full and the diapute, whether as to the amount chargeable or a.s to 
'Other particulars of the transaction, should be settled separately in com
munication with the officer who advised the transfer. See also para
graphs 496 and 497. 

1. Railway debits 'or amounts due on warrants and credit notes should be accepted 
in full in the accounts of the month 1n which they are raised in the Railway exchange 
Account without reference to the Issuing officers whose signatures on such warrants 
or notes should be taken as fina.J, subject only to readjustment, later on, of under 
or overcharges. The responding officer is not responsible for the correctness of the 
charges with reference to the railway tariffs but only for proper scrutiny with refer
ence to the propriety of the charges as against the head of the service concerned; the 
calculations made by the Railway Acr.ount!t Department, which are test checked by 
the Railway Audit Department should be accepted as correct. 

492. 'When a charge is transferred to another division, department 
'Or Government for adjustment, th~ transfer is required to be supported. 
either by the necessary vouchers, complete in all respects, or by a 

. certificate signed _by the Audit Officer of the department originating 
the transfer to the effect that the payment vouchers have been duly 

' a.udited and passed in accordance with the rules. Divisional Officers 
are therefore responsible for obtaining proper vouchers in support of 
all charges to remittance heads in their accounts. 

493. 'When a transaction 'originates in a Public 'Works divisiOn, ~he 
necessary transfer should ordinarily appear in the accounts of the divi
sion for the month in which the transaction occurred, but in the case 

. ~f work done in workshops the cost is adjustable in accordance '\'\<-ith the 
rules in paragraphs 435 to 437. 

494. In respec-t of work done in a division for other divisiOutl, 
iiepartments, or Governments, the intimation of the transfer will be 
given after audit. by the Accountant General to the Audit Officer con
cerned, or to the divi~ion or department for which the work is done, 
if in the same province. The division undertak-ing the work is respon
sible that the tranl'acuuns are brought to account under the remittance 
bead concerned, and that works accounts are maintained and vouchers 
submitted to the Accountant General in the same way as for works 
'Of the division itself. It will further be responsible that the estimate 
and appropriation for the work, as communicated or accepted by the 
party for which the work is done, are not exceeded without further 
authority from it. 
.. 1. For the purpose of this paragraph work done includes jol1s executed in workshops. 

2. In the case of works wluca are assessable to percentage recoveries on account of 
establishment, tools and plaut, etc., the amount of the estimate and appropriation, for 
the work should be rateably broken up into twu paris to represent, respectively, the 
works expenditure and the percentage charges. 

495, For other transfer transactions between Public Works divisions 
of the same or diffprent provinces, th(;l originating division should send 
a.n Ad·dce of Transfer Debit (or Credit), Form 55, accompanied by 
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necessary vouchers in the case of debits, to the division concerned a<> 
soon as the transaction occurs. The responding division should, if i1. 
accepts the transfer, acknowledge it on Form 56, Acceptance of Trans
fer. The debiting division will be responsible that entry in its accounts 
is supported by the Acceptance of Debit, or Advice of Credit, as the 
case may be. . 

1. In cases of transfer debit transactions~ all relevant vouchers~ including such as 
do not ordinarily pass beyond the divisional offio::e, should accompany the Advice. If 
this requ1rement cannot be complied with, in any case, in- respect of a cash voucher 
which cannot be replaced by a certificate under Rule 1 to paragraph 151, the Advice 
should be attached to the Monthly Account for transmission by the Accountant General, 
after the audit of accounts, to the division concerned.. , 

496. In cases in which Advices and Acceptances of Transfer are ex
changed direct by Divisional Office):s of two provinces, those officer::; 
will be jointly responsible for clearing remittance transactions expedi
tiou.;ly in direct communication with each other. If an item cannot h~ 
accepted, and the intimation of its rejection issues too late to reach 
the originating officer within the month in which he has brought· it to 
account, the officer who is called upon to respond to it,- should also 
inform his own Audit Officer, giving brief particulars of the debit or 
credit, and of the grounds of objection, with the number and date of the 
originating officer's Advice of Transfer and of his own intimation of 
objection. 

497. In cases in which no Advices and Acceptances of Transfer are 
exchanged, the :pivisional Officer is required to examine, as expediti
ously as possible, the transfers which his Accountant General intimates 
to him to be responded to, and to report all his objections to the Account
ant General, whether the transfer is-brought to account provisionally or 
rejected. -

498. The :procedure prescribed in paragraphs 496 and 497 applies 
mutatis m-utandis t.o transfer transactions, not relating to the execution 
of works, with (1) Railways, (2) Military Engineer Services, and (3_t 
the Indian Posts and Telegraphs Department (Telegraph Section). 

499. Except in respect of transactions of the following classes, the 
Divisional Officer may authorise the Divisional Accountant to sign 
Advices and Acceptances of Transfer for him :-

(i) when the transfer advised is a credit or a minus debit, 
(ii) when the transfer accepted is a -debit. 

500. The Divisional Accountant will be responsible that there is clear 
authority of the responsible disbursing officers of his division 
,for transfers advised to other divisions or departments, and that . 
no charge advised by another division or department is consideretl 
as finally adjusted until all the necessary vouchers have been 
received and have further been completed by obtaining thereon, from 
the responsible disbursing .officers of the di'\''lsion, the classification of 
the charge as attested by their dated initials. He should further tlce 
that, when a transfer adVIsed to the division for adjustment is responde,') 
to provisionally, the objection raised thereon is pursued with a vie\V 
to ensure speedy settlement. 
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CHAPTER XVII.-PAY AND ALLOWANCES. 

A.-INTRODUCTORY. 

501. Pay and allowances of Government servants of the department, 
1f not charged directly to works, as well as all personal advances sane-

. tioned by competent authonty, are drawn from treasuries on bills in 
forms, and in accordance with the rules, prescribed in Chapters 1, !l, 
4, 5, 9 and 15 of the Civil Account Code, which are applicable to the 
Public Works Department subject to the special rules laid down in this 
chapter. 

1; The sanction of competent authority to persilnal advances ma;r, if preferred, be 
obtained in the form of countersignature on the bill itself before it 1s presented at the 
treasury. 

2. Payments to members of the department on account of rewards for passing 
examinations in languages should not be made without obtaining the previous aut.horit:J 
of the Accountant General (See Article 55 of the Ciru Accouat Code. Volume I). 
Such paymen~ are classified under "Allowanlles and Honoraria. etc. .. 

B.-PREPARATION OF BILLS. 

I.-General. 

502. Gazetted Government servants draw their own bills, but the 
claims of non-gazetted Government servants should be preferred sepa
rately by heads of offices under whom they are employed. and the latter 
should make proper arrangements for disbursing the amounts so drawn. 

1. For the purposes of thia rule, the Divisional Officer is treated as the "head of 
<'ffice" of the entire establishment employed in the division, but should this lead to 
abnormal delay in payments in any subdivision, the local Government may. in con
sultation with the Accountant General, authorise the pay and travelling allowance bills 
of the establishment of that subdivision to be drawn by the Subdivisional Officer on 
his own responsibility. Rule 2 to Article 77 of the Civil Account Code. Volume I. 
does not, however. apply to travelling allowance bills which Subdivisional Officers 
may draw. 

503. Separate establishmen~ bills should be prepared by the drawiltg 
officer for each of the establishments specified below. the entries relat
ing to each section of establishment. e.g.. the upper subordinates, 
Divisional Accountants. draftsmen. clerks. etc.. being grouped sepa
rately in each bill :-

(1) One for all p~rmanent members of the subordinate 
engineering service. Divisional Accountants and other 
establishments on a provincial scale. 

(2) One for all other permanent establishments. 
( 3) One· for all temporary establishments on a provincial scale, 

and 
( 4) One for all other temporary establishments. 
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For claims of travelling allowance a single bill will suffice, but entries 
must be grouped according to sections as in the case of establishment 
~- ' . 

II.-Classification. 
504. Bills paid at treasuries are incorporated in the general accounts 

·of the province by the Audit Office. Drawing officers are, however, 
responsible that (1) the name of the circle of superintendence and (2) 
the major head and other particulars necessary for determining the 
accounts dassificiLtion (vide paragraph 2 of Statement D of Appendix 
4, and paragraphs 2 and 3 of Appendix 7), are recorded on each bill. 

1. The cost of any special establishment for acquisition of land, entertained nnder 
·orders of Government by a Civil officer acting as a Public Works Disburser is charge
able as the cost of the works concemed and not as general establishment charges, t1ide 
paragraph 275 of this Code and Article 118 o~ the Ci\'il Account Code, Volume I., 

505. If as permitted by Article 38(b) of the Civil Account Code, 
Volume I, emoluments up to the date of transfer are not drawn before 
a Government servant proceeds on transfer, emoluments for the whole 
·month may be drawn in the new appointment, the allocation of the 
charge to the old and new appointments being clearly specified on .the 
bill. 

1. In the case of non-gazetted Government servants, the lastpay certificate should 
.give all the necessary information, so that the allocation may be correctly noted by 
the drawing officer in the bill of the new office. In the case of gazetted Government 
tlel"Vants, whose Jastpay certificates are prepared by Treasury Officers, the responsibility 
for showing the correct allocation in bills rests with the officers themselyes. 

C.-ENCASHMENT OF BILLS. 

506. Non-gazetted Government servants' bills should be presented 
at the nearest district treasury for payment. They should be accom- · 
panied by a memorandum signed by the drawing officer and specifying 
separately the amounts of {a) cash required for disbursement and remit
tances to be made in cash, (b) cash orders required on each of the sub
treasuries subordinate to the district treasury, for payments to be made 
to establishments stationed near the sub-treasuries and (c) remittance 
transfer receipts on other district treasuries for amounts which may 
have to fie disbursed outside the district but within the jurisdiction of 
the drawing officer. See also Article 170 (1) of the Civil Account Code, 
Volume I. 

507. Gazetted Government servants, who are stationed at places 
where there are no treasuries or sub-treasuries, may utilise the services 
of barlmndaz guards, if any, attached to their offices, for the encash
ment of bills relating to their personal claims and Government will 
accept liability for any loss caused by the act of the guard if the Gazetted 
-Government servant is not at the station where the money is drawn . 
. . ~oTE.-This is an excepti~n to the_ge_nera! rule that Govl'rnment accepts no respons
>tbihty for any fraud or misappropriatiOn m respect of money on cheques or bills 
made over to a messenger, vide Note printed at the top of Form 1, Civii Account Code, 
Volume I. 
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D.-DISTRIBUTION OF PAY AND ALIJOWANCES. 

I.-General. 

508. Special a,ttention is invited to Articles 70, i5 and 78 of the Civil~ 
A.ccount Code, Volume I, prescribing the procedure for distribution of 
pay and allowances to establishments. Acknowledgments should, as far 
as possible, be taken on office copies of bills, but where this may no; 
be convenient or advisable as in the case of scattered establishments,. 
consolidated receipts on Acquittance Roll, .Forin C. A. C.-10-B., may 
be obtained, separately for each set of paymentd made at one place or at· 
one time. 

NOTE.-In the province oi Assam a local form of acquittance roll is used anu• 
not Form C. A. C.-10-B. . 

1. Acquittance rolls and receipted office copies of bills are not required to be snb
mitted to the Audit Office, but, as they are IIDportant records, t-hey should be stamped 
"paid" anc1 preserved carefully for ·the periods specified. in Appendix 8-D to the· 
Civil Account Code, Volume I. 

509. Cash drawn on pay and travelling allowance billd of establish
ments should not be mixed with the regular cash balances of the depaft.
m~nt, vide pamc:raph 182. So long as the drawing offi(~er finds himself. 
in a pos1t10n to keep a proper watch over undisbursed amounts, by a. 
periodical examination of acquittance rolls and office copies of bills, it 
is not necessary for him to keep a detailed account showing the amounts. 
drawn from the treasury from time to time and their subsequent ~ 
posal. There is no objection, however, to such an account being main
tained in a subsidiary register, if found convenient. 

1. This rule applies also to cash received by a subordinate officer for payment of· 
pay and allowances, of Government servants serving under him. 

II.-Miscellaneous Recoveries from Establishinent. 
510. Ordinarily, recoveries on account of security deposits of em. 

ployes should be made in cash when their pay is disbursed and should· 
be credited in the cash book of the disbursing officer. 

1. The l?cal Governm':nta in c!>nsultation with the Accountant General, may, how 
ever, prescr1be that secunty depos1ts should be deducted from pay bills. 

2. The rule in this paragraph rpplies mutatia mutandil to all recoveriea froiD eJD
ployes which are creditable, under .the rules, to some head in the compiled accounts. 
of the eli \'ision. 

E.-SPECIAL ARRANGEMENTS TO PREVENT DELAYS 
IN PAYMENTS. 

511. (a) •ro prevent abnormal delays in payments to establishments,. 
in exceptional cases one or more of the following devices may be adopted· 
under the orders of the local Government :-

(1) Draw~ng o:ffic~rs may be permitted to present the bills of 
theu estabhshments direct at the nearest sub-treasury 
but no officer should be allowed to draw on more than on~· 
treasury or sub-treasury. 
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(2) Remittance transfer receipts obtained by drawing officers in 
part payment of bills under paragraph 506, may, at the-
time of issue, be made payable at sub-treasuries of oth"'!r 

. districts within the provin?e. 

(3) The pay and allowances of subordinates employed in out or 
the way places may be remitted to them b) postal money 
order at Government cost. 

(b) Drawing officers may also make disbursements out of the· 
revenue collections or other cash in their hands if so permitted, vide 
Article 1 of the Civil ArP-mmt Code,. VolumP. I, 

The detailed procedure to be observed will be settled by thf' local! 
Government in consultation with the Accountant General. 

512. If the encashment of a bill for an advance on transfer is likely· 
to delay a transfer which is urgently necessary in the public interest,.. 
the advance may be made from the permanent advance (if any), works
imprest or other available cash in the hands of. the disbursing officer· 
concerned, pending recoupment when the bill is subsequently encashed. 
In the accounts of such cash the amount advanced should not be charg
ed off as a final transaction, but recorded as a temporary advance, so
that the amount may continue to form part of the cash balance for
which the disbursing officer is responsible. 

l!'.-COM:M:UNICATION OF SANCTIONS TO AUDIT. 

513. The pay and allowances of gazetted Goverr.meni servants only 
are subjected td a system of personal audit. Orders affecting the per-
sonal emoluments, postings, leave, etc., of ·gazetted Government 
servants only should, therefore~ be communicated to the Audit office· . 

. by the sanctioning authoritiRs. Changes in the personnel of subordi
nate establishments and in their emoluments should be indicated in 
pay bills ·and absentee statements by the authorities preparing those
documents, who are responsible that orders of competent a'!lthority are· 
obtained- in each case as required by the rules. 

1. If an order affecting a gazetted Government servant is notified in the Gazette,. 
separate intimation to audit, by letter, IS not necessary except in cases of urgency. 

2. Orders of a special nature authorising the grant to a non-gazetted Government. 
serv.&nt (or ordering the discontinuance) of any increase in the emoluments admissible 
to him against the sanctioned pay of the appointment which he holds, should however~ 
be communicated to the Audit offiee by letter or, if preferred, in monthly statements 
which should reach the Audit office by the 5th of each month. 

514. All orders revising sanctioned scales or sanctioning the creation 
or abolition of permanent or temporary appointments should at once
be communicated by letter to the Audit office. 
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515. In the case of all transfers of divisional, snbdivisional or other 
-executive charges, a. report of transfer of charge should be prepared 
in the manner prescribed in Article 52 of the Civil Account Code, 
Volume I, and sent ~o the Audit office through the Superintending 
E:ngineer. Whenever the transfer of charge is prolonged so that two 
Governm.ent servants may be entitled to draw pay and allowances 
simultaneously for the same appointment (see Audit Instruction under 
Fundamental Rule 107), the Superintending Engineer should intimate 
to· the Audit office if the time taken is reasonable and the relieving 
officer may be considered as on duty for the period. If, however, the 
Superintending Engineer considers the time taken in making over and · 
-receiving charge to be excessive, the relieving officer must be treated 
as if hs wer~ on leave or on joining time, etc., as the case may be, for 
.as much of the time as may be regarded as . excessive. 
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CHAPTER XVIII.-CONTINGENr CHARGES. 

A.-MODE& OF OBTAINING CASH. 

516. Cash required to disburse contingent charges is obtained from 
~!easuries in one of two ways :- · . . -

I. By cheques, i.e., in the same way as cash required for works 
payments, and ' 

II. Directly by bills, i,e., in the same way as cash required for 
. payment of pay and allowances. 

'The second of these methods can be adopted only if the local Govern-
ment has authorised it. · 

1. Under the first method, contingent charges ·are incorporated in the Monthly 
A;~~nt of the division, whereas !lnder t~e second .method they do not enter ~. 

·diVISIOnal accounts at all, though ultimately m the Aud1t office they are charged againat 
>the appropriations to which they relate, 

B.-GEN,;ERAL RULES. 

517. The rules in Chapter 6 and Appendix 5 of the Civil Account 
•Code, Volume I, apply generally to the Public Works Department to 
the extent that they may not be inconsistent either with the authorised 
method. of obtaining cash for contingent charges (vide paragraph 516) 

-or with any of the special rules in this Code. 
518. The expression Contingent charges as used in Public Works 

.accour.ts does not include charges which under the rules in Appendix 4 
are classified under some other head of expenditure, e.g., Works, 
Repairs and Tools and Plant. Supplies and Services, though classed 

.as a di~;~tinct head of account, are governed by the rules applicable to 
-contingent charges. See also paragraph 521. 

1. The following rules have been laid down for differentiating between the heads 
"contingencies" and "Supplies and Services" :-

Contingencies comprise those charges which are incidental to the management of an 
·office as an office. Such expenditure is much of the same kind in all departments. 

Supplies and Services comprise charges which are incurred for the technical working 
·of a department, i.e., charges which are not merely incidental, but represent the main 
and proper activities of 8 depa~ent. Such charges are for the most part peculiar 
to the department in which they are 'incurred e.g., the charges for chemicals for ferro 
prints and medicines and hospital necessaries in the Public Works Department are 

·treate4 as Supplies and Servic~;s. 

519. If the conting~nt charges of a division excluding Special Con
tingencies (vide Article 82 of the Civil Account Code, Volume I), during 
a. month, exceed the monthly limit for such charges fixed by the local 

·Government, the bill for the month should be submitted to the Super
intendir~g Engineer for sanction, which will be signified by that officer 
·flountersigning the bill. 
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520. Deleted. 
521. Contingent Charges,. Supplies and Services and Grants-in-aid 

may be included in the same bill, but the abstract of the bill slloul<l 
show the total charges for each class separately. 

C.-SPECIAI.J RULES. 

-I.-When cheques are drawn on Treasuries. 

522. When cash required for meeting contingent charges is drawn. 
from treasuries by cheques, the account procedure will be as follows:-

(a) Payments made should be brought to account, in the first 
instance, in r:ash books or imprest cash accounts, like· 
works payments. 

(b) At the end of tbe month all contingent charges (including 
Stock and adjustment transactions) should be consolidated 

· in R. hill in Civil Account Code Form 15-A (headed ]; nt 
Payable at the Treasury) for submission to audit with the 
Monthly Account. Particulars of the charges need not be· 
entered in this biJ 1 except in the case of miscellaneous 
items which do not fall under one of the classified sub
heads , for specific charges. 

(c) For abstracting the contingent charges of the month the· 
adoption of the form of the Contingent Register (1Jide 
Article 94 of the Civil Account Code, Volume 1) is recom
mended. See also Article 96 of the Civil Account Code, 
Volume I. 

52-3. Payments should be made out of the regular cash or iroprest 
balances of the division and not out of undisbursed balances of cash 
drawn from treasuries for payment of establishment charges. 

1. Payments to Treasury Officera for value of service stamps obtained by indenl 
should invariably be made by cheque, the indents being prepared in Form f!'l. The· 
Treasury Officer will retain the indent and gr"nt a receipt in a form written up by 
the clerks of the Treasury and signed by hims .. lf whatever tre amount may be. See 
also Articles 5 and 98 of the Civil Account Coqe, Volume I. 

II.-When Bills are drawn on Treasuries. 

524. The followin~ rules nr~ applicable only when contingent hillP· 
a.re drawn dn treasuries :-

(a) The procedure prescrib~J in the · Civil Account ~de for 
drawing bills direct on the treasury, for keepmg ~he· 
accounts of cnsh obtained on the bills and for mah·mg. 
d~!'lbnr!'lements applies in toto. 
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(b) Contingent bills may be drawn only by the Divisional Officer, 
or such other officer as may have been· specially authorised 
by the local Government, the procedure for tb.e encash
ment of the bills being the same as prescribed for esta
blishment bills in paragraph 506. 

(c) Payments made out of the cash thus drawn are subject tC\ 
the rules of this Code, both in regard to the manner of 
authorising and making payments and to the forms' of 
vouchers to be obtained in support thereof. 

(d) Debits from other departments or provinces for supplies 
chargeable to contingencies, intimations of which may bP 
received from the Accountant General, should be dealt 
with in the inanner indicated in Article 111 of the Civil 
Account Code. Volume I, without being formally respond
ed to in the accounts of the division. Other debits, of 
which intimations may be received direct through Advices · 
of Transfer Debit, and Stock and adjustment transactions 
arising, within the division, should be cleared, by an entry 
m the regular accounts, by debit to ·'the Accountant 
General's office on account of the Contingencies of the 
division," the transaction being incorporated in due course 
in the Contingent Bill as laid down in the rule already 
quoted . 

. · 1. In accepting invoices of store and work bills, etc., received from other divisions 
and departments, charges pertaining to contingencies should be clearly specified, and, 
if necessary, distingnished from other charges, so that, in cases where the necessary 
adjl]j!tment can be effected in the .Audit office, this may be done without further 
reference to the divisional office. . . 

525. The cash obtained for contingent charges should not be mixed 
up with balances of cash obtained for other purposes, and care should 
be takf:.n that cash charges relating to other heads are not brought to 
aC'Count, even temporarily, as contingent charges or vice versa. 
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CHAPTER XIX.-DTRECTION AND OTHER SPECIAL 
OFFICES. 

A.-INTRODUCTORY. 

526. The rules in this chapter apply only to the offices of Chief and 
Superintending Engineers, Superintendents of Works, and other special 
officers not being Divisional Officers or their subordinate officers. These 
offices are described as special offices in this chapter. 

527. The head of a ~pecial office is not concerned with the actual 
execution of works, with the disbursement of money, or with the pro
vision or custody of any materials, otherwise than possibly as an officer 

'of control. If, however, he is required at any time to assume an execu
tive charge, the monetary and stores transactions of such char~e should 
be kept distinct from the transactions of his special office~ and acconnt~ 
for under the rules applicable to Divisional Officers. 

B.-RECEIPTS. 

523. Nor do heads of speci!tl offices realise any departmental receipts. 
Any petty amounts received occasionally should be remitted at once 
to the treasury in accordance with the procedure prescribed in Article 
5 of the Civil Account Code, Volume I. See also Article 3 of that Code. 

1. For recoveries from the stalf see paragraph 533. 

C.-PAYMENTS. 

I.-Introductory. 

529. Thus, the monetary transactions of heads of special offices are
practically confined to payments of office exp~nses and pay and aJlow
anres: 'of themselves and the members of thetr offices. These may be
divided. into two distinct groups:-

I. Pay and allowances. 
II. Contingent charges. 

530. Cash required to meet these payments is obtained by bill5-
drawn on treasuries under the rules in the f?llowing paragraphs. 

1. It is also permissible to obtain ('ash f<'r <'onting:ent .charll(t>S fl""m Divisional Offictr
instead of from Trtasury Officers. Wht>re this mt>thod 1:1 p'l"l'ft>ned. the dt>ta1led proc..
dure will be prescribed by tile Accountant Gt>neTal. 
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II.-Pay and Allowances. 

531. The rules in chapter XVII for dh-isional offices apply mutati$" 
mutandis to special offices. The following rules are peculiar to them. 

532. The number of separate establishment bills prescribed in para-
graph 503 may, however, be reduced in consultation with the Accoun
tant General, who will specify the sections into which the bills should· 
be divided. 

533. Recoveries from the establishments of special offices 'are not 
suhje<.'t to the rules in paragraph 510. They should, as far as possible, 
be made by deduction from their bills. When, however,• the amounts• 
recovered have to be paid into a court ·of law, or into the Post Office 
Savings Bank as security deposits, recoveries should be made in cash 
at the time of disbursement of pay and the amounts recovered should' 
be forthwith remitted. 

m.-Contingencies and Supplies and Services. -

534. The general rules relating to Contingencies and Supplies and' 
Services are given in Chapter 6 and Appendix 5 of the Civil Account
Code, Volume I. 

535. Charges for new supplies of, and repairs- to, articles of the· 
classes which, in the case of executive offices are classified under the· 
head .. Tools and Plant," are _treated as contingent charges, etc., in
the case of Rpecial offices. 

ELU~PL~~~s.-Bcientific instruments and drawing materials, office furniture, camp-
equipage, motor cars, etc. ' 

536. The account procedure prescribed in chapter VII for Tools• 
and Plant of divisional offices need not be observed in special offices 
in respect of the articles referred to in paragraph 535, ·though these· 
will otherwise be treated as Tools and P1ant for the purposes of the
Public Works Department Code. Suitable registers showing the· 
receipt, disposal and balances of the articles should, however, be main
tained. 

1. If any articles o~ this class are transferred ~ a divisional office, the fa~ of the
transfer should forthwtth be reported to the Aud1t office, even though no adJuStment~ 
of cost is required to be made under rule. 
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·CHAPTER XX.~ACCOUNTS RETURNS OF ~UBDIVI
SION AL OFJ!'ICERS. · 

537. A Subdivisional Officer maintains the initial account records of 
cash and stores as described in Chapters VI and VII as well as a Works 
Abstract, with certain a<!compa.niments, for ea<!h work in progress. All 

·these records are, as a rule, written up as the transactions take pla<!e. 
Subdivisional Officer is not, however, required to consolidate the transac
tions into a compiled account, this w-ork being done in the divisional 

-.office for the entire divison. 
538. The initial accounts of cash ·and stores for a month should Dd 

-closed on the 2;'5th, or such\earlier date between the 19th and the 25th, 
as may b~ fixed by the Accountant General for the purpose. The 

·subsequent transactions of the calendar month should be treated as those 
pertaining to the accounts of the following month. In the month of 
Mar.r:h, however, the initial aecounts of the subdivision sh0uld be kept 
open until the 31st. · 

1. The object of this rule is that. the accounts oetwms of subdivisions should r..ach 
tile divisional office in sufficient time for the compilation of the Monthly Account of 
the division and its submission to the Audit office by the prescribed date. 

2. In cases where sectional officers are authorised to maintain separate initial 
llol'COunt.& of stock in their charge, which have to he incorporated in those of the Sub

-divisional Officer, the former may be permitted, except in March, to close their 
monthly accounts three days bt>fore the date of closing fixed for the subdivision. 
Thts limit of three days may be relaxed by the Accountant General in exceptional 

-cases. 

539. Immediately after the Cash Book of a month has been closed 
under paragraph 53S, the Cash Balance Report, Form 5, prepared under 
para~aph 161, should be transmitted to the divisional office. 

540. Copies of the Cash Book (supported by vouchers} should be 
sent to the divisional office twice a month or oftener as may be directel. 

"by the Divisional Officer. The copy for the last period of each month 
should ac~ompany the Cash Balance Report. 

l. As the accounts of the division in re~pect of the cash transactiGns of subdivisions 
are based on the copies of subdivisional cash books prepared under this rule, Sub
divisional Officers should satisfy themselves, before signing them, that they are true 

-copies and correct in all respects .. As a further precaution. the totals of the "cash" 
·columns on both sides should ,be expressed in words in their own hand. 

2. The Accountant General to eliminate the work of preparing copies, may 
permit subdivisions at the headquarters of a divisional office to mamtain two :Jtema

·tive cash books-one being submitted in original to the divisional office at the end of 
· the month and the other being used in the month following. 

f41. \Vithin three davs of the date on which the accounts of a month 
are closed, the returns enumerated below should be forwarded to the 

·divif;:c•nal office with a covering- list in P. W. A. Form 93 :-
(a) Abstracts of Etock Receipts and Issues, Forms 9 and 10. 

supported by receipted invoices or other vouchers, and 
extra<!ts from Rt-gister of Stock Receipts and l~1me>l. 
(Copies). 
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(b) Accounts of Receipts and Issues of Tools and Plant, Formc:J-
13 and 14,- supported by necessary vouchers and acknow-
ledgments. (In original). · 

(c) A Works Abstract (accompanied where necessary by Form 35 
or 36 and by Form 53-Transfer Entry Order, in the cases 
referred to in paragraph 247) for each work in progress 
(vide paragraph 79) in connection witq which there was 
any transaction during the month with a detailed list jn 
P. W. A. Form 94. • 

(d) A _"Petty Works Requisition and Account", Form 32, for 
each :petty work in progress in connection with which there 
was any transaction during the month (in original) with 
a. detailed list in P. W. A. Form 94. 

(e) Transfer Entry Orders, Form 53, relating to the accounts of 
'the month, excluding those proposed from time to time, 
vide paragraph 244. -

542. Other accounts' returns which Subdivisional Officers shouH 
subinit to _the divisional office are the following :-

(a) Monthly-

G) "Statement of Receipts, ·Issues and Balances of Road 
Metal", Form 16, vide paragraphs 235 and 236. 

(ii) S'uch statements or reports (vide paragraph 269) in connec
tion with recoveries of rents of buildings and lands, as
the Divisional Officer may require the Subdivisional Officer 

_ to prepare. · · 
(iii) Estimate of probable requirements of cash, if prescribed by , 

the Divisional Officer under Rule 1 to paragraph 136. 
(b) Half-Yearly-Balance Return of Stock, Form 11, on or before 

the 20th April and lOth October. , 
(c) Yearly-Register of Tools and Plant, Form 15, on or before 

tile 15th October. 
(d) Occasional-RepOrts of verification of stores (including 

materials at site of works), immediately after each :veri
fication.-
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CHAPTER XXL-ACCOUNTS OF DIVISIONAL 
OFFICERS. 

A..-INTRODUCTOHY-

543. The cash and stock accounts of the divisional office for a month 
are closed on the last working day of the calendar month. 

544. -The Transfer Entry Book for a month should be closed as sooa 
as possible after the expiry of the month, but before this is done, all 
necessary transfers, e.g., those relating to the levy of the prescribed_ 
percentages for establishment, tools and plant, supervision charges, 
etc., should be made. 

1. 'l'he transfer entry relating to the levy of percentages for establishment, t.oola 
and plant, and accounts and audit charges, is effected on a single order of the Divisional 
Officer r"c1.1rded in .l!'orm 62, tbe special form prescrihed for the purpose, vide 

. paragraph 562. 

545. Tht! cash and stock accounts of the · entire division, as also 
all transfer transactions, should be scrutinised by the Divisiona.l 
Accountant before they are incorporated in the Monthly Account and 
.connected registers and schedules. 

1. 'l'he l>ivisional Accountant's responsibility as a primary audit.oi' extends abo to 
-the examination of all claims included in billa presented direct at treesuriee by the 
lJivisiona.l Officer, and on behalf of the latter he should also examine the accounta 

-()f the disposal of money obtained on those bills. 
2. In all matters connected with the personal claims of Government servants, the 

1.iivisional Accountant is expected to give expert advice and help. He should see in 
pa.rt1cuJnr that service books and leave accounts of subordinates are maintained in 
:1\CCordance with ru.le, that the annual establishment return (Civil Account. Code Form 
:3) is accurately prepared, and that the admissibility of leave applied for by subordi
nates is verified before their leave applications are disposed of by the Divisional Officer 
-or forwarded to higher authol"ity. !n all cases of doubt, however, he should adviae 
;1 he Vi visional Ut!icer to consult the Accountant. General. 

B.-SCRUTINY OF ACCOUNTS. 

546. The Divisional i\reounta.nt should examine the al'counts re-
1t1rn8 of Subdivisional Officers on receipt to see-

(i) that they have been received in a complete state, 
(ii) t-hat all sums receivable are duly realised, and on realisation 

credited to the proper head of .account as we1I as to the 
personal account, if any, of the contractor, employee or 
other individual, 

(iii) that the charges are covered by ·sanctions and appropriations 
and are supported by complete vouchers setting forth the 
~laims and the acknowledgments of the payees legally 
entitled to receh·e the sums paid, • . 
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. (iv) that all vouchers and accounts are arithmetically correct, 
(v) that they are in all respects properly prepared in accordance 

with rule, and 
(vi) that all charges are correctly classified, those which are 

. debitable to the personal account of. a contractor' employe 
or other individual, or are recoverable from him under any 
rule or order, being recorded as such iri o. prescribed 
account. 

It should be seen in particular that, on the basis of rates sanctioned by 
·.competent authorities, and of facts (as to quantities of work done, 
supplies made, etc., or services rendered) certified by responsible officers, 
1ihe clJtims admitted for payment are valid and in order. 

·. 1. It is not necessary that the Divisional Accountant should check personally the 
.arithmetical accuracy of all vouchers and accounts, but he is responsible that a cent. 
per cent. check is exercised efficiently under his supervision. 

547. The Divisional Accountant should exercise a similar check, 
from day to day, in regard to (i) the transactions recorded direc~ in the 
-cash and stock accounts of the divisional office, and (ii) bills and vouchers 
-of subdiVIsions, which are submitted to the_ Divisional Officer for 
apprcval before payment is made by the Subdivisional Officer. In 
respect of charges, this examination should be conducted before thd 
_payment is made. 

548. Every payment should be so recorded, and a ·receipt for the 
··same so obtained, e.g., see paragraphs 295 and 296 that a second claim 
-against Government on the same a-cCount is impossible, and if it re
presents a refund of a sum previously received by Government, i( 
,should also be seen that the amount paid is correctly refundable to the 
~~. . 

549. If the Divisional Officer has set a limitation on the. drawings 
o0f any Subdivisional Officer, on a treasury for any month, he should 
intimate the same to the Treasury Officer, and specify the date of 
commencement and termination of the account month of the Subdivi
sional Officer. The Divisional Accountant, while examining the. Casli 
Book of the Subdiyisional Officer, should see that the total amount of 
cheques drawn by him during that month does not exceed the pres
cribed limit; see paragraph 141. · · 

550. The Divisional Accountant is responsible that every order or 
sanction affecting expenditure to be accounted for in the Monthly ' 
Account, is noted at once in a suitable register (or other account), pre
ferahly onP. wherein the expenditure incurred against it can be watched 
.read1ly General sanctions to estimates and appropriations ?or works 
should be :uoted in the Register of Works. S'anctions to fb:ed charges 

.Df 3 recurring character, e.g., those relating to the entertainment of 
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.work-charged establishments should be entered in the Register of Sanc
tions to Fixed Charges, Form 58. For sanctions to special payment& 
chargeable to the accounts of works, and other miscellaneous sanctiona, 
Form 59, Register of Miscellaneous Sanctions, will be found suitable. 

1. Forms 58 and 59 may also be used in respect of sanctions to contingent exptndi. 
ture when this is not brought to account in the Monthly Account, but seuarate pagee 
of these registers should be set aside for this purpose. • 
· 2. Sanctions to estimates for works should be entered in the Register of Works, evem 
though a collective register of all sanctioned estimates be maint&ined by the Divisional 
Officer for his own information, 

. 551. If against a single sanction two or more disbursing officers 
have to operate simultaneously, the orders of the Divisional Officer 
should be oHained imposing a definite limitation on the money tra.nsa::
tions of each officer. Similarly, if disbursing officers of two or mors 
divisions. are concerned, the orders of the Superintending Engineer :lr 
higher authority should be taken. In such cases it may be advisable ta 
have a separate working estimate, or other sanction, to cover the trans· 
actions of each diobursing officer, and for the purpose of bringing th$ 
expP.nditm·e to account, these should be treated, as far as possible, ItS 

independent transactions pertaining to the same group of works or the
same project. If this is not possible, special arrangements must be
made for the check of the total expenditure against the sanction. 

552. It is one of the functions of the Divisional Accountant to sea
that expenditure which is within the competence of the Division::1.l 
Officer to sanc~ion or regularise, is not incurred, as a matter of course, 
under the (lrders of subordinate disbursing officers without his knowledge 
All such items of expenditure should at once be brought to the notit:'P." 
of the Divisional Officer and his orders obtained and placed on recor1. 
See also paragraph 101. · 

553. When a recovery bas been ordered to be made from a contrac
tor or other person, which cannot be watched through a bUspense or 
other account specially prescribed for the purpose, the order should ba
noted at once in a register of recoveries in Form 95, opened specially 
for the purpose, so that the amounts recovered from time to time (witli 
particulars of the accounts concerned) may be recorded against it, and 
prompt compliance with the order watched. 

554. It is permissible to take in reduction of the expenditure on 
works in progress, certain recoveries of expenditure (f!ide para~aph 250): 

• e.g., sale-proceeds of surplus materials and plant acquired specially 
for any work, or of materials received from dismantled structure~, 
irrespective of wheth'er the estimates for the works make allowance for 
such.recoveries or not. Tlie amounts of sucli receipts are, h'owever, no~ 
available for expenditure in excess of tliat authorised in tlie es'tima.ta 
for the work and the Divisional Accountant should see ~hat, witliout 
the crders of competent :n1thority, tlie g-ross e~penditure ::tuthorised ~& 
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not exceeded, or surplus receipts realised are not utilised towards addi
tional expenditure. He should, at the same time, -watch the receipts, 
with a view to bring to the Divisional Officer's notice, and obtain that 
officer's orders on, all marked deviations from the provision fer such 
credit~:~ in the estimates of :works. 

1. In the case of works the accounts of which ~~~ kept by sub-heads, all such receipta 
should be credited to a special sub-head in these accounts, vide paragraph 338. In 
the case of other works, the progress of the realisation of receipts should be watched 
t.hrough the .Register of SpeCial- Recoveries (vide paragraph 553), which should be 
posted from sanctioned est~tes _in respect· of credits anticipated therein, and from 
the accounts in respect of receipts realised from time to time. 

2. The Divisional Accountant should see also that savings d.!le to abandonment of 
parts of a work, as evidenced by the quantities of the work executed or otherwise, are 
~~~ utilised towards unauthorised expenditure.1 

555. After check every voucher should be enfaced with the word 
"checked" over the dated initials of the Divisional Accountant, as well 
as of any clerk_ who may have applied a preliminary check. Vouchers 
not submitted to audit (vide paragraph 576) should be "cancelled" 6y 
means of o. perforating or endorsing stamp and kept carefully, to bs 
made available for test audit whenever demanded by the. Accountant 
General. 

1. Vouchers relating to ·contingencies, which do not amount to more than rupees 
twenty-five each, should be dealt with in the mauner indicated in the certificnte of 
the disbursing officer printed on Civil Account Code Form 15-A. 

2. Stamps affixed to vouchers should be so cancelled that they cannot be used 
again, and if with this object they are punched through, care should be taken that 
the acknowledgment of the payee is not destroyed thereby. 

3. Vouchers relating to new supplies of tools and plant should be completed by 
r:oting on them the name of the month in the accounts of which the articles acquired 
were brought on to Form 13, Account of Receipts of Tools and Plant. 

556. The results of the examination of accounts and vouchers received 
from Subdiv1sional Officers should be intimated to them in all cases 
in which it is neoossary to obtain further information, accounts, 
vouchers, certificates, etc., or to direct them to correct the relevanl 
records of their offices or avoid the recurrence of any irregularity. The 
procedure to be ·observed may be prescribed by the Divisional Office~. 
The records connec~ed with the results of the examination should be 
TJ"etained so as to be .wailable for the Accountant General's inspection. 

C.-SETTLEMENT OF ACCOUNTS WITH TREASURIES. 

557. As soon after the expiry of the month as possible, a. monthly· 
·settlement should be eft'eeted with all treasuries in respect of the tran
sactions of the entire division with them. 

558. For payments into treasuries, consolidated receipts sliould }jlj 
prepared in Form 50 for the whole of the remittances made to eacli 
treasury, a-nd sent to the Treasury Officers for signature. 
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559. For cheques drawn, the pass books, duly ®mpleted for the 
month, should be obtained from the Treasury Officers witn the certi:. 

· ticates.of issues from treasuries (which are prepared in · .. he form re
produced below), and their agreement with the cash books of the divisio~ 
should be effected in Part II of Form 51.-Schedule of Monthly 
Settlement with Treasuries, which also gives details of the differences. 

I hereby certify that the total issues made from this treal!lll"Y on cheques drawn 
against the account of Mr. , Officer-in-charge, Division, 
during , - 19 , amounted to Rs. (in words). 

The ,certificate of agreement_ should be recorded in the pass book 
over the signature of the Divisional Officer without recording any deta.ils 
of the uncashed cheques or other differences. 

1. The pasa Look or list of cheques cashed is written up in Civil Account Code Form 
66. lt should il"emain in the divisional office as an account record of the office and 
ahould be sent to the treasury periodically on fixed dates (at weekly intervals in the 
. ease of the treasury at the divisional headquarters) to be written up. The identity 
, and the amounts of the cheques entered as cashed should be examined at the ear lies' 
opportunity, the pass book being initialled (and dated) by the Divisional Accountant. 
in token of the check. , 

2. Form 51 is required for submission to audit in original, 'flide paragraph 574. Tlte 
office copy of the details recorded in it should be maintained in "the cash book of the 
dlviaional office, the entries being made, over the signature of the Divisional Officer1 
just after· the closing entries of the month referred to in paragraph 158. 
· 3. If the Divisional Officer is placed in account with any treasuries which are in 
account with an Accountant General other than his own Audit Officer, or with a mili
tary treasure chest, a separate Schedule of Monthly Settlement with Treasuries, Form 
51, should be prepared in respect of the treasuries of each Audit circle. 

560. As subdivisional cash books are closed on various ~ates before 
the last date of the calendar month, and the accounts of subtreasuries 
are also not closed on that date, transactions recorded in the cash books 
of the Public Works Department for a. month may sometimes be res
ponded to by 'the treasury in an earlier or a. subsequent month. This 
disturbing factor should be borne in mind. Differences which ara 
neither due to this cause, nor represent amounts of uncashed chequtl'!, 
should be settled expeditiously in consultation with the Treasury Officer· 
concerned. 

D.-COMPILATION OF ACCOUNTS 

2.-Montbly Accounts. 

(a} ScHEDULE DocKETs. 

. ·. 561. ·As cash vouchers and transfer entry orders, relating to (i1 
charges on works other than percentages charged for establishment, toofs 
and plant, etc., and (ii) other items of expenditure or disbursement 
for which a contingent hill is not req\lired, .:-orne to nand and au 
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scrutinised, they should be posted into Schedule Dockets in Form 61, 
a separate form being used for- ' 

(a) uch work to be accounted for in a Schedule of Works Ex-· 
penditure Form ~3; or in the Schedules of Deposit Works' 
and Takavi Works, Forms 65 and 66, · 

(b) each manufacture or other item of expenditure debitable t() 
Stock and to be accounted for in the Schedule of Debits 
to Stock, Form 72 (vide paragraph 567), 

(c) each separate class of charges (including refunds of revenue} 
for which a schedule in any other form has to be prepjtrei 
under the rules in this chapter. 

Cash r0ceipts which have ·to be taken in reduction of expenditure (vidtt 
paragraph 250) should be posted as refunds, with brief particulars o! 
the transactions.· At the end of the month,. the schedule dockets
should be completed in respect . of the S'tock transactions by posting 
therein all. the Stock debits and credits of the month as recorded in th~ 
lower part of Forms 10 and \?, Abstracts of Stock Issues and S.tock 
Receipts, respectively,' omitting those brought to account through 'the 
Cash Book and the Transfer Entry Book, vide Rule 2 to paragraph 186. 
The total of the month's stock transactions relating to each schedule 
docket should be entered therein as a single figure, plus or minus 
according as it is a debit or a credit, and if there are both debits and 
credits to be entered, the net result only should be posted. The schedul~ 
'dockets shoulil then be totalled and reconciled with ~he works .abstracts 
in the case of works, and with the schedules concerned in tlie case of 
'dockets of class (c) above. All the vonchers (including acknowledg
ments for stock supplied to contractors), transfer entry orders, survey 
reports, and sale accounts which are required to be submitted to audit 
(vide paragraph 576) snould then be tacked to· the respective schedule 
dockets which should be numbered in a separate series for each month. 

"1. Accountants General may, however, at their discretion permit Divisional Officers 
to post the Schedule Dockets at the end of the month from the Vv'c.rks AbstractR as 
•oon as the latter are completed ·and checked. Accountants General may also at their 
discretion dispense with tho prt>paration and submission of a Schedule Docket for a 
work when the outlay on that work consist~ entirely 'Of payments on muster rolls or 
otheT vouchers· not required to be submitted to audit. In that case, the Divisional 
Accountant must record a certificate in the last column of the Schedule of works ex· 
penditure against the Televant item that the vouchers composing the item are such as 
are not required to be submitted to the audit office under the rules. 

2. 'l'he audit of schedule dockets is conducted in the Accountant General's office 
on the assumption that petty vouchers and initial stock accounts in support of the 
eRrtified amounts of unvouched and stock charges have been duly audited by th& 
Vivisional Accountant in detail and are available for test-audit. The Divisional 
.Accountant is, therefore, personally responsible for the accuracy -of thes!l. a!!tounts as 
etated in schedulg dockets.. ,' ' , 

3. Some of the .schedules referred to in .clause (c) above include charges for worktt 
suppol"ted by a Schedule of Works Expenditure. Such charges and other transactions 
~Inting to the v.orks expenditure should be posted. in, the schedule . dockets for the-
works concemed. · · ··' : ·· · ··, ·' '., 
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562. For percentage recoveries made on account of establishment~ 
tools and plant, and accounts and audit charges (tJide Appendix 7). 
a single schedule docket should be prepared in Form 62 embracing aU 
Government, as well as non-Government, works on which these per.· 
centages may be leviable under rule. 

. 1. This form' serves as the transfer entry order relating to these recoveries ('llidt 
J•luagraph 544) and should, therefore, be signed by the Divisional Officer. 

(b) REGISTERS AND SCHEDULES. 

(o) Expenditure on 
Works. 

(b) Expenditure on 
Stock. 

(c) Transactions re
ferred tojn paragraph 
li71. 

563. (a) All cash and transfer entry transac
tions of the month, other than those noted in the 
margin, should be posted, from time to time, into 
one of the schedules or registers named below, to 
which ·the transaction relates :-

(i) Registers of Revenue Realised, 
(ii) Registers of Refunds of Revenue, 
(iii) Registers of Receipts and Re-

coveries on Capital Account, 

fAll in Form 46 (para
graphs 264 to 266) , 
a !!epa ate register 
being maintained 

1 for each major head 
-{ and in the case o 

works for which a 
separate revenue 
account is kept, one 
for each separate 

l system or project. 
{iv) Registers of Rents of Buildirgs and Lands, Form 49 (para. 

graph 268), a separate. register being maintained for each 
major head, etc., as in re1:1pect of Nos. (i) to (iii), 

(v) Schedule of Debits to Remittances, 1 
and both in Form 7 7. 

(vi) 6'chedule of Credits to Remittance~?, . 
(vii) Schedule of Debits to Miscellane- J 

ous Heads of Account, and 
( ... ) S h d 1 f ·c dit t M' 1 both in Form 76. Vlll ceueo .res o Isce-

laneous Heads of Account, 
{ix) Suspense Register, Form 67, in respect of transactions 

falling under the heads "Purchases" and "Miscellaneous 
P. W. Advances", "ide paragraphs 402 and 416, 

(:x) Deposit Register, Form 67 (11ide paragraph 453), 
(xi) Schedule of London Stores, Form-71 (vide paragraph 442), 
(:xii) Schedule of Deposit Works, Form 65 (tJide paragraph 463)', 
(xiii) Schedule of Takavi Works, Form 66 (tJide paragraph 4775. 
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(b) Of these schedules, Nos. (i) to (iv) and (ix) to (xiii) have already 
been described in the paragraphs quoted against each. 

1. Rent ancL other revenue receipts pertaining to (a) . Military Engineer Services, ( bj 
Railway Works, (c) Indian Posts and Telegraphs D~partment Works and (d) .Archreo
logical Works of the Central Government referred to_ m pa:ragraph 565, shonld be J:!Osted 
in separate registers, Forms 49 and 46, for each (as requued), and, m Governors pro
vinces, additional registers shonld be maintained for receipts from other '!V'Orks of the 
·()antral Government. , 

2. When under a major head of revenue, there are more than one system of works, 
for which separate revenue accounts are kept, a summary of the receipts of all systems 
-working up to the totals of the major head, should also be prepared. 

(c) Schedules Nos. (v) and _ (vi) are the schedules in which ~oil 
remittance account transactions are collected,· the entries being grouped 
.under the headings given in the sample entries of Form 77. 

. (d) Schedules Nos. (vii) and (viii) are intended to collect all dis-
hursements and receipts which do not pertain to any of the othe~ 
-llchedules mentioned in this paragraph or to any of the works or stoc1i 
..expenditure schedules referred to in paragraphs 565 to 567. These 
transactions are adjusted finally in the books of the Accountant General, 
and ordinarily affect one of the non-Public Works major heads of 
1'evenue .or expenditure (e.g., "II-Taxes on Income", "XVIII -Jails 
·and Convict Settlements", "23-Audit" and "47-Miscellaneous") or u 
Debt head of account (e.g., '·'O.-Unfunded Deb~Savings Bank 
:Deposits---Bank Accounts-Cemetery Endowment Fund.") 

1. Income tax, deductions from work-charged establishments, percentages chargeable 
oCln European Stores, and receipts on account of cemetery endowments invariably appear 
-in the Schedule of Credits to Miscellaneous Heads of Account. Similarly percentage 
recoveries for accounts and audit appear as credits or minus debits in the Schedules 

-1:.£ Credits or Debits to Miscellaneous Heads of Account respectively, according as 
t·he amounts are creditable to "XXXV-Miscellaneous--Fees for Government Audit" 
·~ "23-Audit". See also paragraphs 467, 471 and 473 for expenditure on works relating 

to certain Local Funds. As regards other transactions, they should not be classified 
.onder the final or debt head concerned and shown in the Schedules of Credits or 
Debits to Miscellaneous Heads of Account, unless the Accountant General has authorised 
-this; ordinarily they should be classified by Divisional Officers under the remittance 
'bead "Public Works Remittances--III Other Remittances" and included in the Debit 
.or Credit .l!'orm 77, as the case may be. See also paragraphs 12 and 13 of Appendix 5. 

564. At the end of the month, the stock transactions of the month, 
as recorded in the Abstracts of Etock Receipts and Stock Issues, Forms 
1) anJ 10, excluding transactions brought to account .(vide Rule 2 to 
-paragmph 186) 'through the Cash Book. and the Transfer Entry Book, 
·should be incorporated in the schedules referred to in paragraph 563, 
and the schedules should be completed in all other respects, e.g., (1) in 
the Debit Schedules 77 and 76 and in the Deposit Register should bd 
~osted, from the detailed schedules concerned (vide paragraphs 565 and 
566), the total amount of works expenditure chargeable to each head of 
-account, (ljvision or office {see also paragraph 453) and (2) the total 
:amount of the cheques drawn during the month should be entered in 
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the Credit s·chedule, Form 77, as a single entry for treasuries of each 
Audit circle, under, the head "Public Works Remittance<J.-II Publb 
Works Cheques", or .the exchange account head concerned, as the cas& 
may be (see also Rule 3 ta paragraph 559). 

I 

1. Expenditure on famine relief works should be rntered in Del,jt SchFClule 76 • 

. 2. In the Schedule of Debita to Remittances the expenditure on the works rderred 
to in clauses (a) (ii) to (a) (11) of paragraph 565 should be shown separately from that
on other wol'ka • 
• < 

565. (a) After a reconciliation has been effected between the total!t
of works abstracts and relevant schedule dockets, a. Schedule of Works 
expenditure should be prepared in Form 63, separately for expenditure 
relating to each of the following classes :-

(i) Each major head (or a div,ision thereof shown separately in 
column 1 of the classification table of Appendix 4) under~ 
which expenditure is recorded, a. separate schedule being 
prepared for "Central", "Provincial-Reserved" and 
"Provincial-Transferred", in the case of "41-CiVIl 
Works" in Governors' provinces. 

1. This form is not used for Manufacture transaction~, vide praagraph 567. 

(ii) Military Engineer Services, 
(iii) Railway Works, 
(iv) Indian Posts and Telegraphs 

Department Works, and 
(v) Archreological Works of the Central entrusted to the divi-

Government connected with the r 
conservation of ancien6 monu- sion as a standing 
ments as defined in section 2 (1) arrangement. 
of the · Ancient Monuments 
Preservation Act, 1904, and de-
clared to be protected under 
Section 3 (1) of that Act, J 

(vi) All other Government works including occasional works of 
classes (ii) to (v). 

(vii) All non-Gov~rnment works other than Deposit Works and 
Takavi Works, for which separate schedules are prepare:l 
in Forms 65 and 66 respectively, f'ide paragraphs 463 and 
477-

(b) Only those works on which expenditure has been incurred durin~; 
the month should be included in the schedule, the entries being detailed 
in the order of the prescribed heads of the accounts classification in the 
case of works of, classes (i) to (v), and ~ouped separately for each Gov
ernment, department, division, local body or other party. concerned', in 
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the case of works of classes (vi) and (vii). All works forming part ot 
a single project or system should; in all cases, be gro~ped together. 

1. In the Schedules for works of classes (i) to_ (v), money column 5 for "Total
charges of the month" should be totalled so as to brin~ out separately the totals for
(1) each minor head, (2) each primary unit of .approprmtion (if any) subordinate _to
a minor head, and (3) each group of works for which a separate lump sum approprm.
tion has been placed at. the disposal of the Divisional Officer or a controlling authority. 
Against. each total of the last category should be given (a) "in column 6, the total charges 
of the year which will be arrived at by adding the total of the month to the totat 
of the year as given in column 6 of the previous month's schedule, and (b) in column 7, 
thP. lump sum appropriation, if placed at the Divisional Officer's disposal. 

2. In the schedules pertaining to works of classes (vi) and (vii), the entries relating 
to each work should be made separately for "works expenditure" and "percentage 
charges" (for establishment, tools and plant, accounts and audit charges, etc.), one
hue being used for each of these two charges and a third for the total charges on 
the work., · · 

3. Save as provided for in Rule 1, it is optional with the Divisional Officer r.o make
entries. in columns 6, 7 and !! in ~espect. of individual works. These columns ;ne not 
provided for in the fair copy, Form 64, of the schedule required for submission to the 
.Accountant General (paragraph 574). Figures entered in Column 6 of the office copy . 
under the provisions of Rule 1 should be noted in the Remarks column of the fair copy • 

• 
566. Similarly, the Schedule of Deposit Works and the Schedule of 

Takavi Works should be completed in· respect of expenditure transac
tions, which should be taken from the relevant schedule dockets. 

567. All debits to Stock should be collected in Form 72, Schedule o! 
Debits to Stock. 'l'he entries in this schedule should be arranged ia
three gror.ps-(1) "Manufacture", (2) "Land, Kilns, etc." and (3)= 
"Other snb-heads". Under (1), Ehould be detailed all manufacture 
operations in progress and under (2), all works in progress in connection. 
:With the acquisition, construction and repairs of land, kilns, Etc.· Under 
(3), should be shown (a) individually, all items of expenditure on the
carriage, handling, etc., of stock materials when the cost of such pr·l~ 
cesses is chargeable to Stock -(vide paragraph 379), (b) individually', 
all items of acquisition of stock materials for which an estimate ts 
required under rule, and (c) collectively, all other items <>f aequisition· 
of stock materials. . - · 

1. If the Divisional Officer is specially authorised by the local Government to
unction the carriag':,. ~andling, etc., charges up to a specified money limit, ·it will 
devolve upon the DIVISional Accountant to conduct the audit of individual items of 
expenditure against the Divisional Officer's sanctions but all items of this class should 
be detailed in the schedule.· · ' i 
· 2. In respect of each manufacture operation, the outturn of the month (vide par&'
gnph 385) should also be shown in the schedule, the operation and outturn being. 
entered in two separate lines. 

l 

568. An account of the suspense head "Stock" should next be pra
pared in. Form 73, Stock Acco'unt. Part- I of this form: is tlie ma;n 
account showing the receipts, issues and balances, classified by sub
heads, separate figures being given in respect of the subheads "Manuf!k;~ 
ture", and "Land, Kilns, etc." and all the other subheads (vidfll 
paragraph 406) being lumped up. Part II, the Detailed Account .:if" 
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Issues, is written up first, and from tbis part and the Schedule of :Oebits -
:to Stock, l!'orm 72, is prepared Part I. 

I 

(c) CLASSIFIED ABSTRACT OF EXPENDITURE. 

569. A consolidated account of all expenditure (vide paragraph 92! 
-charged against the grants of the _division should be prepared in Form 

· 74, Classified Abstract of Expenditure. The figures relating to the 
11everal major heads (or divisions thereof shown separately in column 1 
.of the Classification table of Appendix 4) should be entered in separate 
-Bections, arranged in the order indLated in Appendix 4, and in the 
-case of the major head "41-Civil Works" in Governors' provinces the 
~·central", "Provincial-Reserved", and "Provincial-Transferred" 
transactions should be shown in three different sections in the order 
.Jihown here. 

1 When works for any of the departments nanied in the margin are undertakeR 
¥is a standing arrangement, vide paragraph 565 (a), 

"Military Engineer Services. and funds for the purpose are allotted to the division, 
J:Jl::ys.Poata anct Telegra ha the expenditure tran~tions connected t~ere"!ith 

Department. · P should also he abstracted 1n Form 74, the classification 
.Arehmologlcal Department. of expenditure being that prescribed i!t_respect of the 

works concerned, vide Rule 3 to paragraph 87 • 
. 2. Refunds of Revenue, though covered by the term Expenditure (vide paragraph 

112), are excluded from this .Abstract, as they are treated as minu1 Revenue, wide para
-graph 262 and .Appendix 4. On the other hand. "Receipts and Recoveries on Capital 
Arcount,'' are included in this .Abstract as minU& expenditure, as they are taken in 
r~duction of the charges under the major head concerned vide Statement E of Appen· 
-diX 4. 

(d) PREPARATION OP MONTHLY ACCOUNT. 

570. Finally, should be prepared, for presentation (with all supporl· 
ing registers, schedules, vouchers, etc.) to the Divisional Officer and 
-submissio:u to audit, the Monthly Account in Form 80. This accoun• 
is an abstract of the entire receipts and disbursements of the month, 
as detailed in the various schedules and registers, and shows also the 

.opening and closing 'cash balances, and on the back of the form are 
printed (1) a memorandum of miscellaneous cash receipts paid into> 
treasuries and (2) a certificate in respect of the closing cash balances of 
subordinat3 disbursing officers. _ The entries in the Account are divided 
into three groups ::-(1) Revenue entrieu, wbich are total receipts 
·under the several major heads; as taken from the R~gisters of Revenue 
Realised, Form 46, (2) Expenditure entries, which are the totals for 
the several divisions of major beads and are posted from the Classified 
:Abstract of Expenditure, Form 74, and (3) Other Heads, entries in 
wbicb representing both roceipts and disbursernents, are posted from 
the S"chedules of Deposits, Takavi \Vorks, Remittances and Miscel· 
laneons Heads of Account, Forms 78 or 79, 66, 77 and 76. 

1. 'l'he totals of the columns for receipts and disbursements must agree, and if 
·there ia any difference due to cash being in transit between two disbursing officers, 
its nmount, etc., should be included in the closing balance and the certificate of rash 
t>alance should be anJplified so as to state the amount and the stepa taken to adjn.t. 

-th11 differenre. 
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li11. (al There are certain transactions recorded in the initial cash 
and stock accounts, which involve no operation on a revenue, expendi
ture, or any other prescribed head of the accounts classification, as every 
such entry is counterbalanced either at once or after an interval, by a
similar entry of the reverse character- It is not necessary to include
such transactions, for audit purpose, in any of the schedules and registers
leading to the Monthly Account, but the Divisional Accountant should
see that all transactions are cancelled by each other in due course. 

(b) These transactions fall under two classes :__:_ 

(i) Cash from Treasury.-A cheque drawn to replenish the casii 
chest is charged to this bead in the Cash Book,· and per 
contra the amount of the cheque is entered at once, as· 
cash received, under the same head, a cheque drawn in 
favour of self being cash (vide paragraph 126) even though 
not cashed at once. 

(ii) Transfers within Division.-Remittances of cash and stock. 
by one accounting officer of the division to another, are· 
charged or credited to this head when the remittance is
actually made or received. 

572. When the Monthly Account does not balance and the discre
pancy cannot be detected readily, it may be advisable to write up Form 
81, Abstract Book, from the original Cash Books, Abstracts of Receipts 
and Issues of Stock, and the Transfer Entry Book, and thus to locate· 
the error or omission. 

1. Instrurtions for• posting this book and utilising it in locating errors in the
eompilation of the Monthly Account and connected schedules and registers are pr:nted· 
on the standard form, which is to be taken as a model ouly. If the Divisional 
Accountant considers it desirable, he may maintain this book regularly to facilitate 
the check of the compiled accounts~ . 

573. It will be seen that all the transactions of the division, as re
corded in the initial accounts of cash and stock and iii. the transfer 
entry booli, excluding items referred to in paragraph 571, enter one or· 
otheL" of the prescribed schedules, the details being in some cases re
corded in· supporting schedule dockets- Transactions recorded in tho 
cash b"ook and the transfer entry book are posted direct from those sourceg. 
no items being omitted; but, those recorded in the initial accounts of 
stock, Forms 8, 9 and 10, are dealt with as under :-:-

·(a) tliose oroughi to account througli tlie Casli Book or tlie-
Transfer Entry Book (v"ide paragrapli 186), e.g., stocli 
purchased in casli, stock sold for casli, and stock received' 
from works, are left out, and 

:b) tlie rest are posted direct from tlie Abstracts of S{ock If.eceipf~ 
and StocK Issues, Forms 9 an·d 10. 
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~ro ensure the accurate compilation of accounts, it is essential that 
the transactions referred to in (a) above are not brought to account 
twice., and the Divisional Accountant should see that all items of thia 

.,,lass are correctly separated off in the lower part of the Abstracts of 
S"tock Receipts and Stock Issues, Forms 9 and 10, as prescribed in 
·Rule 2 to paragraph 186. 

(e) SUBMISSION TO AUDIT. 

574. The Monthly Account is due to reach the Accountant General's 
..Office by such date between the 7th and lOth of the month following 
-that to which it relates, as· may be fixed by the Accountant Geners.l 
in coiJsultation with the Divisional Offir..er. It should. be suppoJ:f;ed by 
-the following documents :-

(1) Extracts from Registers of J · 
Revenue Realised, Form 46, and in the same form as 

(2) Extracts from Registers of Refunds the registers. 
of Revenue·, Form 46, 

(3) Classified Abstracts of Expenditure, Form 74. 
(4) Schedules of Works Expenditure, Form 64. 
(5) Consolidated Contingent Bill (with necessary vouchers), 

C. A. Code, Form 15-A. 
(6) 'c\:hedule Docket of Percentage Recoveries, Form 62-
{7) Stock Account, Form 73 (with Sale Accounts, Form 19, ~n 

support" of the Cash Credits to Stock). 
~8) Schedule of Debits to Stock, Form 72. 

{9) Sch.edule of Purchases, Form 68 } extracted from the 
or 69, and relevant sections of 

HO) Schedule of Miscellaneous P. W. the Suspense 
Advances, Form 70, Register, Form 67. 

(11) Schedule of London Stores, l!'orm 71. 
(12) Schedule of Workshop Suspense (local form}. 
(13) Extracts from Registers of Receipts and Recoveries on 

Capital Account, Fonn 46 in the same form as the regis
ters. 

(14) Schedule Dockets, Form 61 (with necessary vouchers, 
trans~er entry orders, survey reports and sale accounts 
tacked to each). (See also rule 1 under paragraph 561). 

(15) Schedules of Credits and Debits to Miscellaneous Heads of 
Account, Form 76. 

(16) Schedules of Cr~dits and Debits to Remittances, Form 77. 
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(17) 

(18) 

(19) 

(20) 

(21) 

(22) 

(23) 
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Schedule of Monthly Settlement with- Treasuries, .Form 51 
(with supporting Consolidated Treasury Receipts and 
Certificates of Issues, signed by Treasury Officers). 

Schedule of Deposits, Form 78 or 79, extracted from the 
Deposit Register, Form G7. 

Schedule of Deposit Works,· Form 65 (with Reports of 
Progress of Expenditure). 

Schedule of Takavi Works, Form 66, with accepted Certi
ficates of Collector referred to in paragraph 480. 

Extract from Account_ of Receipts of "') 
Tools and Plant, Form 13; and I 

Extract from Account of Issues of Tools . 
and l'lant, Form 14 (with supporting J m the same 
Survey Reports of Stores, Form 18,. Sale (" form as the 
Accounts, Form 19, and acknowledg- 1' Accounts. 
ments of officers concerned in the case of 

1 stores transferred to other officers not , 
being Divisiona~ Officers of the province). j 

List of Accounts submitted to Audit, Form 83. 

1. 'l'he Consoiidated Contingent Bill is not required ·to accompany the Monthly 
Account if contingent charges are drawn by bills presented direct at treasuries. 

2. 1f the Divisional UHicer is required by any rule to make a formal report,. 
\'eriodically, of the progress of expenditure on a Depqsit Work, to the administrator 
or depositor conceril.ed, the report, setting forth the amount of the estimate,- the 
total deposits received, and the progressive expenditure, should accompany ·the 
schedule of Deposit Works, so that the Accountant General may, after auditing the 
schedule, ver1fy the report and forward it to the local body or persons concerned . 

.:i. 1f the Divisional Officer is authorised to refund, without reference to higher 
authority, fines which. have been remitted by a court of law, the original orders of the 
court should accompany the Schedple of Refunds of Revenue, as the audit of the 
refunds made in such cases is' conducted by the Accountant General on the authority 
of the ordel"s of the court. · 

575. The schedules relating to 'the suspense and Cleposit accounts, 
Forms 68, 70, 71, 73 and 78, and the Workshop Suspense Schedule, 
must be submitted to audit, month after month, so long as there are 
balances outstanding under the account concerned, whether there have 
been transactions during the month or not; but, in respect of Purchases 
and Deposits, the Accountant General may authorise the use of the 
alternative forms of Schedule Nos. 69 and 79 in the case of divisions 
where the number of outstanding items is very large but the number 
nsuaUy affected by the monthly transactions is small. In respect of 
the Schedule of Deposit Works, Form 65, the Accountant General may 
tlispense with the submission, every month, of Part IT of the Fchedule, 
provided (f) that this Part is invariably submitted with the accounts 
for March and (2) that, if Part II for any month contains works,, any 
expenditure whereon has been charged to Miscellaneous P. W. Ad
vane~~· an extract from Part II relating to such works only is sub
mitted to audit. . Subject to these exceptions, the remaining schedules 
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are necessary only if there have been any transactions during th6 
month. 

576. (a} With the exceptions noted below [as to which, howeverr 
see clause (b) below], all vouchers and transfer entry orders in support 
of cash payments and other charges in the · accounts must accompany . 
~lie Monthly Account :-

(i) Muster rolls or other vouchers in support of payments tQ 
labourers, irrespective of amount. 

(ii) Vouchers in support of payments of wages to members of 
the work-charged establishment, the posts held by whom 
the Divisional Officer is authorised to sanction. 

(iii) Other cash vouchers, whet.ber relating to works or contin
gencies, the amounts of which do not exceed Rs. 25. 

(iv) Invoices or other vouchers in acknowledgment of issue& 
o1 stock materials, including issues of outtum from Manu
facture to Stock. 

(v) Vouchers in support of payments made for the conversion 
of cash deposits into intere!'t-bearing securities, in cases in 
which no voucher other than the security itself or a. safe 
custody certific!l'te of the security exists. 

1. When a voucher of this class is not submitted to audit, the reasons should be 
aoted against the entry of its amount in the schedule docket, or in the Schedule of 
WOt"ks expenditure; spe Rule 1 under paragraph 561. 

(vi) Transfer entry orders of the classes enumerated below :
Those involving debits to Remittance heads otherwise than 

in respect of expenditure on works. 
Those relating to charges which are supported by vouchers 

received in transfer. 
Those involving a debit or credit to London Stores, or a 

credit to a Revenue bead (Gross Receipts}, or to any 
Miscellaneous Head of Account otherwise than in 
respect of expenditure on works. 

(b) All vouchers (other than Muster Rolls) in support of debits to 
contractors should be submitted to audit, even though falling under any 
of the exceptions to cla~se (a) .. 

1. The provisions in clauses (a) and (b) of this paragraph apply also to vour.hers 
received from other divisions or departments in support of transfer debits raisad by 
them. 

2. 'l'he term "voucher" used in clause (a) includes .Advices of Trnnsfer Credi* 
and .Acceptances of Transfer Debit received from other divisions, departments, etc., 
in the case of the docket for Schedule of Debita to Remittances. 

(c) All vouchers in support of payments for land acquired should be 
l!lubmitted to audit. _ 
. (d) All Survey Reports of Stores (Form 18) and Sale Accounh 
(Fom:i 19). must also accompany the Monthly Account. Sale n.ccounts 
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;in support of cash credits to Stock should be attached to the Stock 
Account, Forru 73; survey reports and sale .accounts in support -~f. other 
-credits to Stock should be tacked to the schedule dockets pertammg to 
the works or accounts "debited; those in support of the Extr:~ct from 
Account of Issues of Tools and Plant, Form 14, should accompany that 
-document; and the remaining survey reports and sale accounts should 
be attached to the schedule dockets relating to the works or accounts 

~•credited. 

·: 577. The documents enumerated_below should also be prepared :tnd 
· submitted to audit with the Monthly Accoul).t, unless the local Govern
ment has prescribed in consultation with the Accountant General that 
the transactions covered thereby shall be auditea by the latter locally at 
.the periodical inspectiom1 of divisional and other offices :- -

Extract from Contractors' l.Jedger, Form 43, prepared in Form 82 . 

.Schedule of Rents of Buildings and Lands, Form 75 (with support
ing Statements of Rents Recoverable in caHh or by deduction 
from Pay Bills, Form 48). ,; 

578. The Divisional Accountant is required to sign not only the 
:Monthly Account, but also all the schedules, etc., accompanying it. It 

i& not necessary that the Divisional Officer should sign all these docu
ments; he must, however, sign the Monthly Account and the List of 

·.Accounts, Form 83, unless he .is absent from headquarters, in which. 
·case he should send to the Accountant General, as soon as he can 

. ·examine his books and papers on r~turn, a report in Form 84 (with a 
·duplicate copy of the Monthly Account signed by himself) , without 
which the Accountant General will not finally pass the Monthly Account. 
The .Contingent Bill must invariably be signed by the Divisional Officer. 

~-lt is _d~sirable that the Divisional Oflicer should make arrangements_ for the 
rev1ew by himself of all vouchers before they are submitted to audit, and that, unless 

the circumstances are exceptional, he should sign the accounts himself. . 

579. In connection with the accounts for March, the following points 
.should receive special attention :·-

(a) The entcy of the. closing cash balance should be supported 
by (1) the original Cash Balance Reports (Form 5) of 
all -disbursing officers including the Divisional Officer, and 
(2) a certificate of the Divisional Officer to the effect that 
he has obtained, on :or· after 31st March, and retained in 
his office, an acknowledgment from the officer or subor
dinate concerned, in respect of each item of imprest or 
temporary advance shown in the· Cash Balance Reports 
of the Division for 31st March. 

· •• ~· '!'he original y'!'s~ Balance Reports of subordinate disbursing officers should be 
1Ditialled by the DIVISional Officer before transmission to audit. 
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(b) To Part II of the Schedule of Monthly Settlement with. 
Treasuries, Form 51, should be subjoined a statement,in 
the form given below, in respect of the cheque& drawn to-
meet payments of works. , 

Particulars. 
No. of 

cheques Amount. 
issued • 

. 1. For the whole month • 

!. During the last five working days of the month 

(c) The Schedule of Deposits, ]'orm 78 or 79, should be accom. 
panied by the Account of Interest-Bearing Securities,. 
Form 86, referred to in paragraph 456. 

!I.-Review of Unsettled Accounts. 

580. The several registers ana schedules relating to the suspense and 
Contractors' Ledger. deposit heads of account, and the accounts referred• 
WorkB Abstracts and to in the margin~ should be reviewed monthly so-

Register of Works. that the steps necessary to effect the expeditiou3 
Rent Registers and the clearance of outstanding balances, whether by 

other records of aaaesa- t I b d' t · h ment and .reliliaation of ac ua recovery or y a JUstmen m t e accounts,. 
revenue, referred to in may be taken regularly throughout the year. In: 
paragraph 251. . February, or early in March, special steps should' 
be taken with a view to bring about all possiole reduction in the number 
and amounts of outstanding items at the close of the year ; and Within 
six weeks of the S\lbmission of the Monthly Account for March, a. 
consolidated certificate in respect of balances, other than cash, should' 
be forwarded to the Accountant General in Form 91, Annual Certificates 
of Balan~es. 

I 
1. If th11 closing balanre under any head is nil, it does not neceSSArily follow that 

a certificate is not. required in respect of it. In all cases in which there was a 
balance at the commencement of the year, or there were any transactions during the 
year, a certificate should bs recorded, the wording of it being suitably amended (if 
necessary) in case the closing balance is nil. 

581. Similarly, the prompt settlement of all remittance transactions •. 
original or responding, should receive the personal attention of the Divi
sional Accountant (vide paragraph 125), who should take special steps 
early in March to bring to account all liabilitieil ana assets awaiting 
settlement, and to effect clearance, in the accounts of March, of as 
many outstanding items as possible. Liabilities, as well as outstan'd
ing debits and credits remaining unadjustea at end of March should b~t 
watched individually with a. view to their .clearance b'efore the accounts 
of the year are finally closed. It is not sufficient that the divisional' 
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office has brou~ht to account all the transactions the responsibility for 
which devolves on itself. It is equally important that necessary action 
be taken t-o move the other parties concerned to bring to account or 
1ettle the outstanding item!), the intervention of the Accountant General 
being sought where necessary. 

1. In settling transactions with Railways, it should be borne in mind that RailwaJ 
.Accounts offices close thei:.- books for the year on the lOth May. -

m.-Closing the Accounts of the Year~ 
582. The financial year terminates on 31st March, and actual tran

sactions taking place after that date can on no account be treated as 
pertaining to the year. It is necessary, however, that all many of the 
unadjusted remittance transdctions of the year as possible, !lhould oe 
cleared within the accounts of the year, and very often errors in account 
comes to notice after 31st March which should also be set right, if 
possible, without affecting the accounts and estimates of the following 
year. Whilst, therefore, it is necessary that the cash accounts should be 
positively closed on the 31st March, and also the stock accounts in 
respect of actual transactions, the· Transfer Entry Book and the stock 
accounts should be kept open for transfer entries relating to rectifica-
tion of errors ana settlement of remittance accounts. . . ' 

.l. lf any adjustments in accounts have been purposely deferred till the close of 
tte accounts of the year, it is permissible to effect them after 31st March in the same
way as adjustments in rectification of errors noticed after that date. 

583. The transfer entry transactions referred to in paragraph 582' 
should be consolidated into a special Monthly Account, which, with all 
the necessary accompaniments, showd be su6mitted to audit on the 
1st .July following, or ap.y other nate that may. be prescribed by the 
Accountant General. This. account is known as the Supplementary 
Account of the year. · · 

1. This account should be of the simplest character and should set forth only the
transactions to be brought to account. It. is not- necessary, for instance, to repeat in 
any of the Suspense or Deposit Schedules, the items not affect<>d, so long as, in addi
tion to the necessary details of the items affected, !he totals for the account concerned 
are also given. Similarly, in the Schedule of Rents of Buildings and Lands, Form 
75, only the items affected and the totals need be given and in the Extract from the 
Contractors' Ledger, Form 82, only the accounts of th~se contractors whose accounts 
are affected in any way~ 

IV.-Miscellaneous Returns. ' 

584. Other account returns which the- Divisional Officer should sub>-
mit .to the Accountant General are the. following :- · 

(a) Half-Yearly::-
(i) Half-yearly statement of the assessment and realisations 

of Irrigation revenue collected in the Civil Depart
ment, vide paragraph 252 (c), on the dates prescribed' 
locally. 

(ii) Half-Yearly Register of Stock, Form 12, on or before 
1st June and 1st December. 
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(b) · Annually :-

Register of 'l'ools and Plant, Form 15, on or before 15th 
December. 

The Half- Yea.rly Register of Stock and the Register of Tools and Plant will be 
audited locally, or in the .A:ccountant General's office, as the local Government may 
prescribe in consultation with the Accountant General. In cases in which andit is 
conducted centrally, the documents should be submitted in original after transferring 
the closing balances to the corresponding register or return fo1· the subsequent period. 
Where local audit is in. force, only Part III (Review) of the Register of Stock for 
th!! half-year ended 31st March should be submitted to the Accountant General's 
office, but all the documents should Le completed by the dates fixed. 

V .-Corrections in Accounts •. 

585. (a) If an item in the account~ which properly belonga to a 
revenue or expenditure head is wrongly classified under another revenue 
or expenditure head, the error may be corrected at any time before the 
accounts of the year are closed, but, after the accounts are closed, 
no correction is admissible except as permitted in clause (a) of Article 
215 of the Account Code and in cases affecting the accounts of works, 
including those falling under paragraph 365 of this Code. 

1. .Errors in suspense accounts are governed by the rule in clause (b). 
2. If an error be detected after submission to audit of the Divisional Officer's 

l:>upp1ementary Account of the year, it snould nevertheleu be reported to the Accoun
tant General for instructions unless the amount be not more than ten rupees. 

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

(c) When a correction is permissible,' it should be made by a formal 
transfer entry; but when it is not permissible, it is sufficient to make a 
suitable note of it in the account concerned. 

586. All corrections in accounts which may be advised by the Ac
countant General on auditing the documents, should, after verification. 
be carried out in all relevant records, the entries being made in red mk 
(quoting the audit note or other advice) and attested by the dated ~i
tials of the Divisional Accountant. 

1. The Divisional Accountant is responsible that all corrections advised by the 
.\ccountant Uenera1 are speciaHy brought to the notice of the Divisional Officer. 

VI.-Pro formd Accounts. 

587. When the details of any class of transactions, as recorded in the 
prescribed accounts, are not sufficiently indicative of the financial results 
of the operations of a given period, and it is necessary to ascertain 1he 
results, it is usual to prepare periodically suitable pro forma accounts in 
addition. 

1. 1f the maintenance of such supplementary accounts is necessary for audit pur
poses, and no form has been prescribed by the Auditor General, the Accountant 
General will determine the required forms in consultation with the local Govemment, 
but if the accour.ts are required for administrative purposes, the Accountant General 
will ~erely give such advice or assistance in prescribing the forms as may be required 
of h1m. 
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2. If a Pro jonnd account relates to transactions of two or more divisions, th~r 
compilation of it will ordinarily devolve upon the Accountant General, but Divisional. 
Officers may be required to furnish the necessary data. A Pro forma account relating 
to a single division is pi'eparild by the Divisional Officer and if it is an account 
fJrescribed by an administratn,-e authority, it will be checked, i£ desired, by theo 
Accountant Ueneral-. -

583. If for .the purposes of any Pro forma acoount which the Account
ant General is required to prepare or check, it is necessary to deter
mine the chaJ"ges incurred on a particular work or_ service, or a group of 
works or services, the expencliture thereon should be booked separately 

, in the general accounts, even though, under rule, it may not be custom
ary to estimate or account for such expenditure separately. See also 
paragraph 93 (d) . . 

589. The Pro jormti accounts showing the results of the working of· 
irrigation, navigation, embankment, and drainage projects, productive 
as well as unproductive, for which capital or revenue accounts are kept, 
are prepared annually by the Accountant General in accordance with 
the rules prescribed in the Account Code. These accounts are lmown 
as the Administrative Accounts of Irrigation, Navigation, Embanktnen~. 
and Drainage ·Wokrs. · 

1. For rules '!'elating to Pro jormd accounts of irrigation water courses, s~e paragraph 
5 of Appendix Q. 

590. For workshops; manufactories and similar quasi-commercial 
undertaking-s, it is nswtl to prepare pro forma accounts periodically, 
vide paragraph~ 389(d) and 439. 

591. In re~pect of buildings in charge of the Public Works Depart
ment, which are available for occupation as residences, capital and 
revenue accounts are ·prepared periodically by the Accountant G:eneral, 
for each circle of superintendence, in accordance with the rules pres-. 
cribed in the Account Code and any further orders that the local Gov
ernment may have issued. For this purpose, Divisional Officers should 
furnish the Accountant General annually with the necessary data, in 
respect of such buildings of their divisions ~s may have to be included 
in the circle accounts, in forms which will be preseribed by the Account
ant General. 

1. On c1osing the account of a work involving expenditure on the const.ruction, 
acquisition, or equipment of a building intended to be used as a residence, or expendi
turr on additions or alterations to an existing residential building, the Divisional 
Accountant should see--

(i) that if it is a new building, it is entered in the Register of Rents of Buildings 
and Lands, 

(ii) that steps are taken to obtain the orders of competent authority to assess, 
or revise, the rental, as the case may be, 
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(iii) that the correct capital cost of the building is noted for entry in t.he nex\ 
- set of ca.pita.l. a.nd revenue accounts, the note being made in the register 

of buildings referred to in paragraph 120 of the Central Public Workl 
Department Code. 

'2. Rule 1 applies also to expenditure on the provision of special services in con
nection with residential buildings, such as furniture, etc., for which rent is charged 
eepa.ra.tely. • 

3. If a. building is actually occupied prior to closing the accounts of expenditure 
on its construction, acquisition or equipment,' rent is nevertheless chargeable. from theo 
date of occupancy, and should, thereiore, be fixed provisionally with the sancti011 
of oompetent authority. . 

4. If under the Supplementary Rules issued under Fundamental Rules 45-A and 
H, or under other financial rules th& standard rents as well as the a.llowances fixed 
for Maintenance and repairs are subject to a. periodical review [e.g., sea GoTerument 
of India. Supplementary Rules 324(2) and 322(3)], the Divisional Accountant should 
lee that they are punctually reviewed and necessary revisions carried out in accordance 
with the prescribed rules and procedure. 

592. The divisional Annual Account of Cemetery Endowments, 
·Form 90, prescribed in paragraph 15 of Appendix 5, should be sub
mitted to the Accountant General within a week of the despatch of the 

_ Supplementary Account to enable that officer to .prepare the consolidated 
- account for the whole province. 

E.-CHEQUE BOOKS AND RECEIPT BOOKS. 

593. (a) A Register of Cheque (and Receipt.) Books should be 
maintained in Form 52, separate pages being reserved for chef}ue books 
and receipt books. ' 

(b) Whenever on examining a Cash Book it is noticed that a cheque 
book or receipt book has been brought into use for the first time, the 
Divisional Accountant should enter it at once in the register as a new 
item. At the same tirne the date on which the corresponding book 
previously in usa was completely written up should be ascertained from 
the cash book and noted in colurnn 4 of the register :1gainst the origin!!.l 
entq relating to that book. 

(c) The submission of the ~ounterfoils of used cheque and receipt 
books for record in the divisional office (vide paragraph 170) should be 
watched through this register, and as soon as the counterfoils are 
received they should be examined, and it should be seen iu particub.r 
(i) that all items for which receipts were issued were duly brought to 
account in the cash book, and (ii) that the ·writing~:~ do not indicate any 
irregularity or disregard of rules requiring action on the part of the 
Divisional Officer. 
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594. Treasury Officers have instructions to furnish the Division:JJ 
Officer quarterly with a statement of cheque books and receipt books 
supplied by them to all disbursing officers of ~he chvision on their 
«"equisitions. This statement should on receipt be compared with the 
Register of Cheque (and Receipt) Books. to see that books are not 
·obtained by disbursing officers unnecessarily in advance, or in excess, 
-of requirements, and the numbers of the books supplied but not brought 
into use should be entered in the 'register, the dates of supply being 
•noted in red ink below the entries in column 1. 

595. The Register of, Cheque (and Receipt) Books should be revie"Wo 
-ed periodically and enquiries should be made of the disbursing officer 
·concerned if there is any unusual delay on his part in bringing a book 
.into use. Even if the cause of the delay be known, it will be fow1d 
;advisable to obtain an assurance from the disbursing officer that the 
'book is in his personal custody and contains the full number of fo;rm~ 
intact. 

F.~MISCELLANEOUS. 

I.-TRANSFERS Ql CHARGE. 

(Q,) Di'DisionaZ and SubdivisionaZ Officers. 

595-A. The Relieving officer will take up the expenditure of cash and 
-stores from and for the first day of the month during which the relief 
took place, and submit the next monthly accounts in the same manner 
as if he has been in charge during the whole month. But the. relieved 
-officer remains responsible that proper explanation is forthcoming for 
transactions during his incumbency. 

595.-B. In the case of transfers of divisional and ~ubdi~sional 
-charges, the cash book or imprest account should lie closed on the date 
of transfer, and a note recorded in -it, over the signature of both the 
1:elieved and relieving officers, showing the cash and imprest balance.i 
:and the number of unused cheques, made over and received in transfer 
by them respectively. A copy of this note, together with a receipt in 
the relevant form below for the stores unde:t the immediate charge of 
the relieved officer, should be forwarded on the same day to the Super
intending Engineer in the case of divisional, or to the Divisional Officer 
in the case of subdivisional charges. 

The receipts of cash and stores balances should be prepared by the 
relieved officer, but the relieving officer should note any, inaccuracies 
therein so that the Superintending Engineer or the Divisional Officer, 
.as the case may be, may pass such orders in respect of any deficient 
articles as may be necessary. A copy of the receipts-may be given ta 
the relieved officer, if desired by him. 
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FORM A. 

(For divisional charges.) 

Received in transfer from A. B. late Divisional Officer ............ Divi-
sion, the stores in his personal charge as detailed in the annexed list. 

The balance returns of btock and tools and plant in charge of all Sub-
divisional Officers for the half-year and year ending ............ respectively 
are on record, and the divisional stock returns have been prepared tcr 
end of ... , ....... ~ ............ . 

(Station and date.) 
C.D., 

Divisional Officer, ............... Division. 

FORM B. 

(For subdivisional charg~s.) 

Received in tran~fer from A. B., late officer in charge, ............ sub--
division, the stock and tools and plant. which have l>een in his personal 
custody, as detailed in the last balance return and accounts of receipts 
and issues to date. The returns for the year ended ............ , tne .half-
year ended ............... and for the month of ............... for the whole sub-
division have been submitted to the Divisional Officer, and the account; 
of daily receipts and issues for the current I!nmnth has been written up
to aate. 

(Statiorl and date.) 

C.D., 

Relieving Subdivisional Officer .. 

(b) Divisional Arcountants. 

596. When a Divisional Accountant is about to bt' relieved of his
duties in a divisional office, either permanently or temporarily, he should' 
t>repare a memorandum reviewing the accounts of the Division. Th~ 
sbte of the stock and other suF.pem;e accounts and of outstandings in 
the :~,ccounts of works, should be reviewed in pnrticnlnr. All importt1nt 
liabilities, as also recoveries to be made from the staff or from contract
ors and others which should receive special attention F.hould be men
tioned. Any arrears or defects in the working of the divisional office-
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or subordinate offices rendering accounts to it should be specified, with 
a statement of the remedies applied or contemplated. Other points 
requiring the special attention of the relieving accountant, whether in 
regard to the initial or compiled accounts or to Objection Statements 
and Audit Notes received from the Audit Office, should also be set 
forth in detail. · 

The memorandum should be in a tabular form with columns for (1) 
remarks by the relieving accountant, (2) remarks by the DivisionaJ 
Officer, and (3) orders of the Accountant General. The relieving ac
countant should examine it when taking over charge and promptly 
forward it, with his remarks, to the Accountant General through ~he 
Divisional Officer; who will record such observations as he may consider 
necessary ... _.. 

596-A. The Divisional Officer is advised to review from time to time 
the several registers, books and accounts as are maintained in the divi
sional and subdivisional offices even though under the rules in this 
code he may have scrutinised and initialled the individual entries or 
sets o_f entries therein. To this end he may require these records to be 
laid before him through the Divisional Accountant, monthly or at such 
other intervals as may be fixed by him. The fact of such review should 
be placed on record in all cases preferably in Form 96 (Memo of review) 
posted in a suitable position on the account, etc., concerned. 

' 
H.-RECONSTITUTION OF EXECUTIVE CHARGES. 

597. When,. in consequence of the re~onstitutimi of executive 
charges or of any other arrangements, the accounts of two or more 
divisional offices are to be amalgamated, or those of any office are either 
to be broken up into parts or closed, the Divisional Officers concernecl 
should apply in time to the Accountant General for the instructions b 

(i) Works in progreRS be observed, in regard to accounts, in giving effect 
and suspense acc~unts of to the arrangements. On· all such occasions, the 
works. necessary transfer b~tween offices, of unsettled 

(ii) Appropriation and 
RBnctions not yet com- accounts (for example, see margin), of liabilities 
Jlletely operated upon. not yet brought to account, of quantity accounts 

(iii) Stock and other of tools and plant and road metal, and of rele-
suspen~e accounts.· vant account and establishm. ent records (includ-(iv) Remittance ac-
counts. ing unused forms of cheque books and receipt 

(v) D~posit and ca.qh books), hhould receive ·the special attention of all 
balance~. 

(vi) UnrealiRSd rent concerned. 
and othor revenue, and 

(vii) Interest-bearing 
securities. 
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III.-DESTRUCTION OF RECORDS. 

598. · The destru~tion of account records in Public 'Works offices is 
:governed by such rules as may be prescribed by the Provincial Govern
ment with the concurrence of the Accountant General, provided that, 
in cases not covered by such local rules, the specific concurrence of the 
Accountant General is necessary before any records are ordered to be 
destroyed, and that in each Divisional office full details are maintained 
permanently in F~rm No. 97 of all records destroyed from time to time. 

. .NoTB.-'.rhe rules governing the destruction of accounts records which are eontsined 
.in Appendix 8-D to the Civil Account Code, Volume I, are applicable to the Public 
Works offices under the Central Government, I . 
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Al'PENDIX 1. 

See Chap. 1, pat:agraph 3.] 

ExTRACT FROM THE AuDITOB GENERAL's RULES, [DATED' 13TH APRIL 1927] 
MADE BY THE SECRETARY OF STATE FOR INDIA. IN COUNCIL, . UNDER SECTION 
96D {1) oF THE GoVERNMENT OF INDIA AcT. 

1. {1) These Rules may be called the Auditor General's Rules. 
(2) They shall he deemed to haYe come into force on J a.nuary 4, 1&21. 

2. In these rules-
(a) "Accounts" includes accounts of stores and stock, as well ·as 

accounts of money transactions; . 
(b) "Audit Officer" means a.n:v officer of the Indian Audit Depart

ment who exercises audit functions; 

• • • •· • • *· 

(e) "Principal Auditor" means 'the. head. of an office of accounts or 
of audit or of both who is . immediately subordinate to the 
Auditor qeneral ~ 

... * • * * 
DUTIES AND POWERS. 

General.· 

.•. . .. 
* 

9. Subject to any general or special orders of the Secretary of State in 
Council, tho Auditor General shall be-

(t) the final audit authority in India.; and 
{ii) responsible for the efficiency of the audit of expenditure in India 

from the revenues of India. · . 

• • * * • * * * 
10. The Auditor Gener~l shall have a.uthority-

{i) to inspect, either personally or through any audit officer, any 
Government office of accounts in India.; 

(ii) to arrange for test audit in any· Government office of accounts; 
(iii) subject to any orders of the Secretary of State in Council pres
. cribin~ thP nature and extent of the audit to be applied to 

. specified classes of expenditure, to frame rules in all' matters . 
pertaining to auditJ particularly in respect of the method and 
extent of audit ana the raising ana pursuance of objections. 

Dutie1 and Power• as regards Audit. 

· U. (a) The Auditor General, without prejudice to his other audit func
tions, is responsible that audit is conducted with reference to the following 
canons, namely:-

(1) Every public officer should exercise the same vigilance in respect 
of 'expenditure incurred from Government revenues as a person 
of on1 lllii.I'Y prudence would exercise ip respect of tl'e expendi
ture of his own money. 
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(2) Money borrowed on the sec•nity of allocated revenues should be 
expended on those objects only for which, as provided by rules 
made under the Act, money may be so borr<lwed. If the money 
is utilised on W<lrks which are not productive, anangements 
should be made for the am01·tisation of the debt. 

(3) No authority should exercise its powers of sanctioning expenditure 
to pass an order which will be directly or indirectly to its own 
advantage. 

(4) Government revenues should not be utilised for the henefit of a. 
particular person or section of the community unless--

* 

(i) the amount of expenditure involved is insignificant, o1· 
(ii) a claim for the amount could be enforced in a. court of law, or 
(iii) the expenditure is in pursuance of a recognised p{llicy or 

custom.· 

... * • * * * • 
(6) The amount of allowances, such as travelling allowances, granted to 

meet expenditure of a particular type, should be so regulated 
· that the allowances are ·not on the whole source~ of profit to the

recipients. 

(b) The Auditor GenerJiol, or any principal auditor should bring to tile 
notice of the Governor General in Council or the Local Government, as the 
case may be, any breach of ono uf these l:&nons. 

12. The Auditor General shall, if so required by the Governor General 
in Council- / . 

(i) 

(ii) 

arrange for the audit of the accounts of the receipts of revenue o£ 
any Government department, the accounts oi any public ur 
quasi-public bodv, or an:v other accounts, although they may 
not relate directly to the receipt and expenditure of GoYern
ment moneys j and 

arrange for the audit of stores or stock in the posse~sion of an 
officer or a department of Government, and fur- the a1J"ait ot 
grants of land and alienations of land revenue. 

13. If the Auditor General considers it desirable that Lhe whflle or any 
part of the audit applied to Government accounts or to any other acconnt~ 
which he is required to audit under Rule 12 shall be conducted in the offl,Cf'& 
i u which these accounts originate, he may require that these accounts, 
top.ether with all books, papers and writings having relation thE:reto, shall 
at all convf'ment tim£"s be madt· available in tho~e oftit-eb for inspection b~ 
his audit officers. 

15. (1) The Auditor General shall, on such dates as he may preseribe;. 
obtain from each principal auditor and from any officer of the Inui~~on Audit 
Department to whom be may entrust this duty, appropriation accounts, in 
such form as he may t>rescribe, of the expenditure which came under the· 
audit of such principal auditor or officer of the Indian Audit Department 
during the past official year, togt>ther with a report upon the a~counts audi 
upon the results of the audit applied to them. Any officer of Government. 
may be ct-llerl upon to provide any ir.:formiLtitm ut-cessury for the prepara
tion of such accounts or reports. On receipt of the accounts and reports, 
the Auditor General shall transmit them to the Governor General in Council 
or to tht> Finance Dt>partment of the Local Government concerne1l with 
such comments as he may think fit. 
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(2) The Auditor General shall forward to the Secrpt.ary of State tln:.ough 
the Governor General in Council the several reports dealing with the total 
-expenditure in India in each year with his detailed comments on each 
report. and may also offer such further comments of a get1eral na.ture as 
he may think fit. · · 

17. The Auditor General shall have po.wer ·to require tnat any books, 
papers or writings relating to the accounts audited by the Audit D(·part- · 
ment shall be sent for 'inspection by him or by aay -otne·,· o.fiicer of the 
Indian Audit Department: provided that-

* * * * .. * * * 
(ii) if the documents are confidential, the officer, to whom they are 

made over sha,.ll be responsible for preventin~~ disclosure of their . 
C'.ontents. 

Duties and Powers as regards Accounts. 

18. The Auditor General shall compile the Finance and Reve:nue · Ac
oCounts of India in such form as may from time to time be prescribed by 
the Secretary of State in Council and shall send them to the Governor 
General in Council for. transmission to the Secretary of State in Council. 
tie may call upo:p. any Government officer to furnish any information in 
such form as may be required fcir the completion of. these accounts. 

22. The Auditor General shall have power to determine the- form in 
whiC'h officers rend~ring accounts to the ·Indian Aurlil; Dnpartment shall 
render such accounts and in which tha initial accounts;. from .which the 
acc~)Un~s so rendered are compiled or on which they are based, shall be 
mamtamed. 
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APPENJ;>IX 2. 

[See Chap. IV, paragraph 98.] 

Rules regulating Personal Matters affecting Divisional Accountants. 

Accounta11tf! attached to divisional offices are members of the estab
lishment of Divisional Accountants for the province. This establishment 
is under the control of the Accountant General and the sanctioned cadre 
provides usually for a trained accountant for each division or other inde
pendent execut1ve charge, for certain appointments in the Audit office, 
and for the usual reserves for leave and training purposes. See also 
paragraph 98 of the Code. 

2. The establishment of Divisional Accountants is recruited by the 
. :~~ountant General by selection from the following sources:-

. ·:··(1) Clerks emnloyed in divisional and subdivisional offices of thtt 
Publia Works Department, who are recommended by the autho
rities of that department as suitable c:andirlatt>s. 

(2) Clerks employed in the Audit office. 

(3) Graduates of Indian Universities and other persons who, on 
account of superior and s~ecial qualifications, may be considered 
suitable for direct ap11omtment. 

The examinations if any which these various classes have to paBB are 
prescribed in Appendix 3. Clerks in classes (1) and (2) have to pass thtt 
prescribed exs.mination prior to selection. After selection they are per
mitted to retain lien on their substantive appointments until they artt 

'confirmed on the permanent establishment of Divisional Accountants. Se& 
also paragraph lL 

3. Recruitment from sources (1) and (2) is subject to the condition 
tha.t the age of the clerk selected rloPs not '3Xl'ced 30 ye:~.rs at tht'l t.rme o.f 
his first appointment otherwise than in a leave vacancy, but the Accountant 
General may relax this rule in exceptional cases. 

L Thla age restriction io inapplicable to appointment. wh&ch may be made before 1R AprD 
lll'r!4. 

4. Direct appointments from source (3) shall, as a general rule, be 
limited to one-third of the vacancies in the permanent establishment of 
Divisional Accountants; the distribution of the remaining vacancies bet
ween the other two sources being made at the discretion of the Accountant 
General. 

5. All appointments are made on the txpress condition that Divisional 
Accountants are liable for service anywhere within the jurisdiction of the 
Accountant General, including the Audit office. _ 

6. Every person appointed tl) the establishment of Dirisional Accouutants 
will be on t>robation. In the case of a person directly appointed from 
source (3) h1s position on appointment will be at the bottom of the list 
,f permanent Divisional Accountants, and in the case of a ferson recruited 
from either of the other two sources, his positi'ln will, i there are any 
·~emporary posts in the sanctioned cadre, be that of the most junior man 
in the temporary establishment. 
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7. A Divisional 'Accountant on ·probation may be confirmed in the 
permanent or the temporary establishment, as the case may be, when all . 
• he conditions specified below are fulfilled:-

(a) That he has at his credit-
, (i) 18 months' experience in the accounts work of divisional or· 

sub divisional offices; 
(U) 6 m.9nths' e:Xperience in the. Works Audit Department of the

Audit office; 
(iii) 12 months' continuous service on probation as Division&t. · 

Accountant. 
NOTB.·-'fhe Accountant General may, for special reasons, relax any of these conditions, 

(b) That he h~s passed the Divisional Test prescribed in rule-
9. 

(c) That the Accountant General is satisfied that the probationer is. 
competellt to hold independent charge of the accounts of a.. 
division, and considers him (from reports received from the
Executive officers) fit to hold the position of the senior member 
of the office establishment of a divisional office. .·· _ ' · 

The period of probation should ordinarily not extend beyond two years. 
· in the case of recruits from sources . (1) and (2) and beyond three years.. 
in the case of those from source (3). Failure to fulfil conditions (b) o.ndi 
(c) within this period, will entail removal from the establishment of Divi-
sional Accountants; but the Accountant General may, at his discretion,. 
extend the period oy not more than · one year. 

NOTII L-If under Note 1 to Rule 9 below the Accountant General should, In any year, decide
So hold one Divisional Test Ex,.mination only instead of two, the period of probation may bit 
correspondingly extended •o ao to ensure that the persons aftected shall have the same numbe,. 
or chances to appear at the examination as they would otherwise "ave had. . 

8. Every Divisional Accountant on probation· should, in spite of his. 
Jlrevious experience (if any) as an acconut.IL' clerk, be · gin•n a regular
course of practical training, for such period as may be considered necessary
in each case. During this period he should be attached as an additional' 
accountant to one or more divisional offices and to the Works Audi11• 
Department of the Audit office and, except with the sanction of the
Accountant General, his whole time should be occupied in learning the
processes (\f compilation ami an•lit. of divisional and subdivisional accounts
and the rules and orders bearing on the subject. Whilst under training 
he should be required to keep a diary of the work done and of the progress. 
made by him and to submit it monthly for the information of the Deputy 
Accountant General who will be generally resp{lnf'ible for the pl'OpPr train
ing of probationers . 

• L The conditions of this rule may also be relaxed In the following cases :-
(a) if the sanctioned cadre of Divisional Accountants includes no provision for a training

reserve, or 
(IJ) !r, at any time, the number of probationary accountants stlll under training exceeds th&

provisitin in that cadre for the training reserve. 

9. A departmental examination in divisional accounts should be held' 
tw~ce a year by the Accountant General. This examination should be in 
two parts: written and 1•ivd. voce. The former should be a severe practical" 
test of the candidate's knowledge of the rules and processes connected 
with (1) the preparatinn n.nd exa.'llination of initial accounts, stock and" 
tools and plant returns, contractors' bill11 and other bills and vouchers, 
and (2) the classification and compilation of divisional accounts. The 
tJivd voce part of the examination is intenrlerl to show whet.her the pNha· 
tioner can promptly give appropriate advice to· the executive officers of 
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- .. 
the ''Pu~lic Works Department •when co!lsulted by the latter in matters 
concermng the accounts and the financial arrangements of divisional 
and subdivisiona.l offices. 'fhe examinariun should be conducted under the 
supervi~ion of a. Divisional Officer or of a gazetted officer of the Audit 
offic~. The cai_~did:-tte should not b~ allowed access to any books; and to 
pass ihe exammahon h~ must. obtam not less than 66 per cent. marks in 
either part. 

No~ 1.-An Accountant Genera~ shall have diocretion to bold only one examination in Pach 
year mstead of two whPn he considers, that the second e"amination will merely have the effect 
of awelhng to an undue utent the number of accounts clerks qualified for poat~ aa Divisional 
Accountant& under Rule 7 above, but not promoted 010ing to lack of vacancies. 

NOTB Z-In order to ftx a common standard the candidate's anow"ra to the .,;,a "oce paper 
ahould he taken down by the offic"r conducting thP. ""amination and .the answer papers of all 
candidates of both the parta of the ""amination ohould he marked l!Y one and the oame officer 
of the Audit DepartmP.nt. 

10. Besides Divisional Accountants on probation, men of the Iullowing 
classes ~ho have passe.d the P.ublic admission examination prescribed in 
Appendix 3 may also be permitted by the Accountant General to sit for 
the departmental examination referred to in paragraph 9 :-

( i) officiating Divisional Accountants;. 
(ii) clerks, serviug either in the Aurlit office or in divi:~ional or sub

divisional offices, who have bP.en employed for at least two 
years on accounts duties in divisional and subdivisional offices; 

(iii) other clerks of the Audit office who have bP.en employed for at 
least two years on audit. and accounts dutieF in thl' Wc•rks 
Audit Department and whose qualifications are so superior 
that the required experienr.e of .{ivi'!ional and subdivisional 
accounts may, in the opinion of the Accountant General, be 
dispensed with. This permi&sion sh.1uld, however, be granted 
sparingly and with discretion. 

NOTB 1.-Individuale will not ordinarily be permitted to appear mo.., than three times for the 
Diviaional 'l'est Examination under this rule, but the Accountant Geonera1 may, in special eircum
etancea, allow two addition:ll chancPs to individuals whom be con!lliden deserving of the con .. 
eeeaion. l'he lo .. of a chan~e under this rule owing to failure to paso the examination will entail 
a corresponding reduction in the number of chances allowed under Rule 7 if and when the 
Individual concerned should eventually be selected for the poot of probationary Divisional Account
ant under Rule 2. 

NOTII 2.-An officiating Divisional Acc·ountant or a clerk ahoul<l not be pprmitted to appear at the 
Divisional Test Examination under tbia rule unless be ia certift~d by his superior officer, being either a 
Publio Works OtHcer not lower in rank than an Executive Engineer or a Gazetted Audit Officer, 
to be regular In hie attendance, energetic, of good moral cbaractpr end busin""" babita to give 
Indication of pooaeooing aptitude for the work of a Divisional Accountant and to have a reasonable 

• proapeot of paosing the examination. 

11. The passing of the Divisional Test does not entitle the candidate 
·.to claim an appointment to the cadre of Divisional Accountants. In ~he 

case of clerkR of divisional and subdivisional offices, however, the passmg 
of the Divisional Test will be considered a. special qualification. All- _ 
appointments to the cadre of Divisional Accountants are made by selectiOn.· 
(t•1de rule 2), but the relativP. ~eT_~iority for appointment to this cadrt;. 
()f clerks of divisional and subdivisiOnal offices who have passe? the exami
nation, should ordinarily bu determined by the date of passmg. 

12. Except in Burma, Divisi0na.l Accountants are bor~e on a 'timescale 
· flf pay Rs. 10(}-1(}-27(}-30/l>--300, an?, when place~ m charge of the 
accounts of a. divisional office, are entitle? to a special pay of Rs. 20 a 
month, which is reducud to Rs. 10 on attamment of U.e Rs. 140 stage and 
epases altogether at the Rs. 150 stage. 

13. The grant of annual increments on the times~ale of pay r~sts with 
the Accountant General. It ~a.y b~ assume~ that. ne~ has sanchone~ an 
increwl'nt unless an order w1thholdmg the lDCl'crucnt has bPPn r~~eeived. 
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14. Members of the Divisional Accountants' establishment ar£> eligible· 
for promotion to the Subordinate Accounts Service of the Audit office 
under the rules gi\·en in the Audit Code. To assist them in qualifying 
themselves for the examination for promotion prescribed therein, a. limited' 
number of them will, fr·Jm time to time, be attached to the Audit office. 

·# 

15. To enable the Accountant Gene1·al to maintain the Confidential 
Regsiter of Divisional Accountants iii his office, each Divisional Officer
will forward to him a confidential report in Form 98 on the wr.rk and 
condu1..1 of his Divisional Account.ant- · 

(1) on the 1st ot April each year, and 

(2) :when himself vacating the charge of the Division. 

A separate report shonld be \Vritten on each Divisional Accountant wh() 
has served under the Divisional Officer since the submission of the last. 
Leport. The report should be written in the Divistonar Officer's own 
nandwriting and should be forwarded by him confidentially to the Account
•nt General by name, no copy being kept in the divisional office. Any 
f)oint in which the Accountant• i!l specially good should be mentioned 
opec.i.B.cally, as also any defects of character or other sqortcomings. 
It should be mentioned specially if the Accountant is rehable in all' 
Lespects, can manage the staff well and exercises healthy infl]l.E>nce over· 
nis subordinates. · · · • • 

.L. It Ia not necessary that when the Divisional Officer makes adverse comments 'On the w >rk oP 
odOnduct of a Divisional ~ocountat>t, he should tell him ao; but iG Is neussary, ·thaG, ordinarily, at. 
orome time or other anring the period under report, the Divisional Accountant should have been- .. 
.,ade aoqualnted .,.;th the ooinion of the Divisional Officer and told that he must endeavour to effect 
"n Improvement. Only those defects need be pointed out which can be remedied and great attt ntio~ 
4lould be paid to the manner and method of communication In order to insure that. having r.,gard' 
.., the temperament of the Accountant, the advtce given ana the warmng admini$lred shall b9' 
.-toot Deneflcial to him. It ia important that the effect of the admonition ahould be mNltioned' 
Ill the Oonfldential report. 

16. Transfert:t of Divisional Accountants from one office to anothei are
t~rdered by the Accountant General. 

L The Accountant General will, as far as poaslhle, endeavour to meet the wishes of Superln· 
lending Engmeera in regard to the removal of Divisional Accountants from divisions in their 
<~irclea, but lie is not required to obtain their conc:urrenoe to anch transfers. 

17. The rules regarding examinations in the Vernacular, which are
tt.pplicable to Subordinates in the Public Works Department, will apply 
to J)ivisional Accountants also. 

18. Th11 following rules ~.>f the Audit Code, are reproducE'd for the general 
information of J)ivisional Accountants:- . · . 

68. The grant of leave to all persons on the establishment lies with 
the Accountant General. In cases of illness, medical certificateet 
should ordinarily be accepted only from recognised medical 
attendants according to the leave procedure rules applicable 
to establishments under tht' control of the Government of India. • 

• 
74. 

* * * * ·• * * 
Government servants of and below the rank of Senior Accountant_ 

and Divisional Accountants, are not. at libr.1·ty to take up th& 
audit of acocunts or other similar private work otherwise 
than under the rules framed by the Gov~;~rnment of lndi" 
under Rule 47 of the Fundamental Rules. 
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Accountant!! General should act in ·accordance with the following 
principles in exe,rcising thP powers conferred by those rules--

(1) The rP.munerati<'n ~ranted' for such work in the case o! g,ny 
· official year to any particular Government servant should not 

· exceed one-third of his pa.y for that ye11.r; 
(2) The previous sa.nC'tion of the Auflitor Gfmf'r!tl tlhould '>e obtained 

before any such Government sPrvant is a.llowed tiJ underta.k£> 
for remuneration the work of maintaining or eupervising 

the accounts of an institution. 
"75. "The Government Servants' Conduct Rules" * * * are 

applicable to all members of th£' establisnm.ent. Co lies of the 
ru lea should be kept available for ge11erll.l releunce in each 
office. 

93. Every • • • Acoountant should he 11Upplied with a copy 
of this Codet and of general books of reference, e.g., the Civil 
Service Regulations the Fundamental Rules, the Account Code, 
the Civil Account· Code, the Public Works Department Codf' 

and the Public Works Account Code (with the Book of Forms) 

• • • • • • • • 
Books so supplied will be treated a!1 personal conies and maJ 

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 officera concf.'!rned will be personally 
responsible for the proper mamten~ce of the books. . . . . . ~ • 

t I.e., the Audit Code. 
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APPENDIX 3. 
(Reft>rred to Jn appPndix 2.) 

:Roles for the Public Examination qualifying for admission to the Establishment 
of Divisional Accountants. 

1. No one will be .. Hgible for admission to the establishment of Divi
Rional Accountants until he passes an examination in the following subjects, 
held under the orders of the Auditor General:-

Subjects. Full marks. Mlnlmnm pass• 
ing marks. 

------
Writing (neatness, clearness and rapidity) 100 50 

Dictation (spelling, punctuation,.etc). 100 50 

•Bssay Writing 100 50 

Arithmetic (the whole) 240 160 

.:1ementary Geometry 50 25 

:Mensuration (the whole) 60 so 
'Book-keeping (mercantile) . 100 .50 

A candidate must also obtain 500 marks in the aggregate, i.e., two-thirda 
·of the total marks, in order to pass the examination. 

NoTII.-Thia examination IS conducted by a single examming body, viz., the Bengal ·Engineer• 
•ng College, Sibpur. 

2 .. The following are exceptions to this ·rule :-
(aj Clerks who have passed the Subordinate Accounts Service exa.mi- : 

nation under the (new) rules laid down in .Section IV ·of 
Appendix 4 to the Audit Code. , 

·(b) Persons who have passed the Senior Examination in Book
Keeping o.f the LOndon Chamber of CommercP. or the Govern
ment Diploma Examination in Accountancy, with or without 
qualifying themselves to hold the Diploma itself, and hold a. 
certificate of having paHsed the Matriculation Examination of;. 
"n lr,d\an University 01· any other examination of a; similar 

standard or general education, are eligible for appointment 
as Divisional Accountants without further P.Xamination. 

•'(c) Persons who have passed in both the e.xaminations named in th& 
~1) The Commercial Diploma Examination ot the 

Allahabad University or any similar• examina· 
. tton held by any other Indian Uni verstty which 

ts declared by the University authorities con· 
cerned to be of the same standard. 

· (2) The MatricUlation or the School Leaving Certl· 
flcate Examination of the Allahabad Univer· 
sity, or any other Universit-y Examination 
which Is declared by the University authorities 
concerned to be of the same standard as the 
Matriculation Exnmloation of the Allahabad 
University. · 

ma;r~~;in, and Joave obtained a. 
minimum of 50 per cent. of 
fnll mar'kt! in each of thP 

· tnree subjects named helow 
and t.wo-thirds of the aggre
gate ma1·ks for the three 
subjr.cts, are eligible for ap
pointment t.o th<l Divisional 
Accountants' Serviee without 
further examination:-

*The followln& e1rammat1ons have b,pn d.,lar•d to be of the same stt..c;dard as the Com
"'llercial Diplo!L .. Examination of the Allabobad Univ•rsity :-

Commercoal uoplomB Examination of the P•miab Tin\versity 
Second yeat rost lhtrir.ulation clerical E:.amination of the Education Departmeni, Punjab, 

. .,ith Account .. ucy as the sp•rial oubjet·• 
B. Com. Ex~&unnation af the D~~cn Trnivel'!!it.v. ' 
Tbe BachPlor nf C1nmm•rce Examination of the Calruf.t" University. 
Seocnd year Commqrcial and Advanced r.oer1cal E•amination of the Edta:~ation Department. 

":lelhl, witb ~cr.ountancv ,.. the p•cial onbj .. rt 
The Bachelor of Commprr.e E:oramonation of the Bombay University. 
B. Com Examination of tbe t>oonjab UniversU.~. . 

, 'The Bachelor of Commerce Examination of ;be Agn l'!'lv~rsity, 
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---------------
1. Book-keeping and Accountancy of the Commercial Diplom~ 

Examination, or examination in Book-keeping of a.ny othei""· 
Indian ·University which the University a)lthorities concerned' 
declare to be of thE' same standard aR that of the Allahabad·· 
Universtty. 

2. English- J nf the Matriculation or other equivalent. 
3. Mathematics- exannnation. 

(d) A graduate of an Indiar TJniverRity may be exempted by th ... 
Accountant General of the l'rovince from the examina,tion except 
m Book-ket~ping if the latter is satisfied that the candidate is
an accurate and quick arithmetician. 

· 3. This examin:ttion is hPld rluring the second who!~ wePk of January, 
at the Bengal College of Engineering. 'F!ihpur, and at the offices of the
Accountants General, Madras, Bombay, :Bihar and Orissa (Ranchi), United 
Provinces· (Allahabad), Punjab (Lahore), Burma (RaJJgoon), and Central 
Provmces (Nagpur). the Comptrollers, Assam (Shillong) and North West
Frontier Province (PeRhawar Cantonment), and the Accountant General, 
Central Revenues, Delhi 

, 4. Other centres of exn.mination m11.y be fi:~ed by Accountants General •. 
provided that the number of candidates is sufficiently large and suitable 
arrangements can be made for the c.. .. duct of the examination under the
supervision of a gazetted officer. 

5. Only candidates whose age does not exceed 24 yel!ors on the first 
Ja.nua1·y of the year in which the exl\mination is held a.re eli~~;ible, but. 
persons holding permanent pensionable appointments in Government service· 
may be permitted to undergo the examination up to the age of 29 yeau. 

NO'I'II 1.--Csndidate. holding pel'Dlarent pensionable poot. under the Kashmir, Bilraner anct · 
Bahawalpur Stateo and whooe age exceeds 24 yean 1tl11 be admittt'd to ~he Pxamination on thtt 
oondition that they will not be eligible for appointment aa Divisional Accountant. under Govern·. 
ment. 

Nllft 2.-An application for exemption from the prpocribed age llmit ahnuld be submitted b), 
Ule candidate to the Auditor General through the Accountant General of hia province. . 

6. A candi!late, if r~sirling in a Governor's province, will apply to the· 
Accountant General of his province and, if residing elsewhere, to the 
Accounta.nt General, Central Revenues, stating the centre Itt which he wishes 
to be exa.miDP.d and ~nclosing a. fee of R<~. 12 a.nd the follo\'lom~ cert:ftcates 
&nd a registra.tiou form:-

(i) Certific>1tte nf ~rnod rhs.racter sie:ned by thP C!l.nrlHate's imml'diate 
official superior, hv t.h• instructor unnl't' whom he has been 
educated, or by some other superior unt-ler whom he m11.y have

been Lrou11:ht up or employed <'r to whom he may be well known. 
This certificate must have special reference to the two years. 

tmmediatl'ly preceding the rlate or the a.ppliclttion and this 
should be specifical~y mentioned in the certificate. 

(ii) A fluly verified statl'ment c.f ag11, t.g., n. Bapt.i~mal Cl'rt-ificatf'. 
a. Birth C'Prtiticate. an Affidavit signed by the guardian or a. 
relative oF the candidate before a Magistrate, or an a.tte<>ted 
flxtract from thto service book if the candidate is already in. 

Govetnment employ. 
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application which should be writ.tr.n by the candidate in his 
QWU handwrit-ing, and the certificateR in original (whi<'h will not 

be rP.turned) should be submitted so as to reach t~.e office of the 
Accountant General concerned not later than the 15th J.~ ovem
ber prec~rting the date fixed for the examination. A certificate 
to the effect that the application is in the handwritinR; of 

the candidate should he endorsed on the application by the 
· person in whose pi·esence the candidate's thumb imnression is 

taken in- connection with item (9) "f the registration form 
referred to in Rule 7. 

A graduate candidate for examiua.tion in Book-Keeping only under 
Rule 2 (d) above will also be requued to pay the full fee of 
Rs. 12. 

N01'1 !.-Candidates re•lding in the Kashmir and Bikaner Stat.-.a should apply to the Aocoun .. 
••nt General of their respective States, who will forward direr.t. to the Principal, Bengal Engineer . 
omg College, llibpur, tbe statemPnt mentioned in Rule 9 below. 

NOTII Z.-The Accountant General, Posta and Telegraphe, exercises the same powers as Civil 
Accountants ueneral do, in respect of candidates ar•pearing from the Posta and Telegraph• De
•llartment. !'heaA •hould oubmit their applications through the Accountan' General, Posta and 
"'l'etegraphs. 

7. The Registration Form should· set forth the following particulars:

(1) Name of candida-.:;e (lb full) including Christian or personal 
names (to be writte.a in capitalfl) ....................... : ................ .. 

(2) FathPr's name (in full) ............. ." .................... .. 

·(3) Nationality or clasd ... ; ...... .. 

(European, Anglo-Indian or lndin.n): 

•{4) (For Indian candidates only) Caste ,or tt:ibe ........................... :. 

(5) Date of birth .......................... : ............. :. 

·(6) Examinations passed, with dates .... , ........................................ .. 

{7) Signature of candidate ........................................ .. 

(8) Present address to which all c<•nllllunications will be forwarded 

{9) Thumb mark of candidate's left hand, to be made m the presene4' 
of a well known responsible person who knows the co.adi-

date ...................... .. 

NoTII.~ .• t candidate alrP.ad:v in Government service, should. in like mann~r. av.bmlt hia applicatio 
•.m-ough h is immediate offi<dal •uperior. with a certificate tha• he is holding a permanent pension• 
able post, if his age exceeda 24 years 

8. Applicat'10ns which do not satisfy thll requirements of the foregoin11 
ruies sh<:>uld be rejected without enLermg into further corrt>spondence with 

<the candidates. Other applications will be considered on their merits by 
the Accountant General whose decision as to whether or not thE> candidate 

..bould be allowed to appear for the examinatwn will he llnal. 
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9 . .ay the 1st DecPmber preceding 1;he date fixP'J for the examinatiau. 
tba Accountant General should forward to the Principal of the Bengal• 
Enginooring College, Sibpur, for registration a statement showing iDo 
respect (If acC'!pted cand1dates only, their names, dates of birth, addresses 
and the centres wtere they are t.o be examined. This statement should be 

· supported by the eccepted candid~ttes' registration forms duly signed b;v. 
the Accountant General in token of acceptance, which should be carefully 
preserved by the PrincipaL 

10. Simultaneously each candidate should be informed whether or not 
his application has been accepted. -

11. Th~ fees of rejected candidates should be returned by postal money 
order at their cost, and those of accepted candidates should be remitted 
in consolidated sums to the Accountant General, Bengal, by means of' 
Remittance Transfer Receipts together with a covering letter containing: 
the names of the candidates. 

L If there fa only one accepted candidate and the amount to he remitted Ia thua le1111 thq 
,the minimum amount for whieh a Remi.U.noe Tranafer Receipt can he laaued, the amount may bf 
remitted . to the Accountant General, Bengal, by money order at Government expenae. 

12. As each examination is complete in itself, a candidate who has 
failed in an examination and presents himself for an examination o:>n & 
sub!lequent occasion, must undergo the full examinati.-.n aml furnish-

, a fresh fee with fresh certificates and registration form. If from any 
cause tne candidate fails to appear for the examination the fee paid will' 
not be refunded, Il(lr will it be placed to his credit for any subsequent 
examinat1on. 

13. Examination papers for ;egistered candidates only will be sent 
by the Principal to the officers conducting the examination in time for the
fixed dates. 

14. The examination will be held at all the centres simultaneously under 
the supervision of gazetted officers on the dates and at the hours fixed by 
the Principal, which shc.uld he communicated by the Principal duect to
the registered address of each accepted candidate by registered post. 

15. The results of the examination will be declared by the Principal 
within three months_ after the examination and communicated direct to. 
each exarr.inre, showing only 'iihe ma.r);:s gained by hitn io each :~nbject and· 
the order of Rtanding in the case of successful candidates. A few printed< 
copies of the complete results of successful candidates only, showing (1)· 
uder of merit, (2) name (in full), (3) father's name, (4) date of birth, 

(5} examination passECJ, (6) marks gained in each subjrct and in the aggre
gate, and (7) adJress, should be fon arded to each Civil Accountant Geu
eral to enable him to maintain lists of passed candidates. 

· 16. It must bA distinctly understood that the passin;,t ,,f this examina
tion does not g~.ve any cla1m to appointment as a Divisional Accountant, 
and that applications for appointment should not be addressed to the

·Principal. The passing of this examination is a necessary qualification, 
but' the establishment of Divisional Accountants is mainly recruited by 
selection from amongst qualified clerks actually employed on accounts duties. 
in the divisional and subdivisiunal offici's of thf'! :Public Works Depart
ment or in Civil Audit offices. A small number of graduates of Indian 
Universities and other persons of superior and special qualifications who
may have pa!~sed this public t-xamination, may, however, bf' appointed 
dire::t by the f\ccountant General, t1id1 paragraph 4 of App!'ndix 2. 

1,. These rules may at any time be amended or revised by the Auditor
Gener.'ll who reserves to himself the power to grant ex!'mptions from th&
pubh \ examination in very special cases. No genaral 1·e\'ision of th&-
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rules affecting the subjects of the. examination or the necessary qualifica
tions of candidates will be enforced until three years have elapsed since
the date- of such revision. 

}TO'I'II 1.-Applfeo.tlon for thHe rnlea should be 111o.de to the Aoeountent Gertero.l of the Presideney· 
er · ftOnllae m Wlltch the candidate liv& . 

I ' . 

KO'I'I 1.-Tbe qu...tlon papers of p..,.vfoua years may be 'obtained from tb~ Officer In cbo.l'gl! o i 
the Book De~t, Wrlterr' BuUdinp, Calcutta, on pre-payment of the cost. Fo~ price the o.pplta... 
tion ebould be made to hiv.. . 

NOTII 11.-AII eommunlrationa to the Bengal Engineering Ocllege ahoald be &ddre1aed to the· 
Principal, Bengal Eneineering Ocllege, Botanio Gardea P. 0., Bowrab. 

Non 4.-Ad applications In oonneotlon with exemption abould be 'addre~aed to the Accountant. 
General oonoeme4 and not to the Principal, Jlengal Engineering Ocll~e. 

ND'ft 11.-Tbe Principal, Bengal Engineering College, oannot oorreapond with eandidatea wb,. 
are d•asatlafte4 with the marks awarded to them. Letters received by him on tbla aubject will not. 
.,_ replte4 ta. 
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· APPENDIX 4. 

.List of Major ana 

(, ee Chap. m, paragraph 87.) 

Minor Heads of Account of Public 
Disbursements. 

W Of"ks Rueipu and • 

I 

Non.-The numbe~s within brackets indicate references to the Explanatory Notes 

MAJOR HEADS. MINOR HEADS. 

REVENUE. 

C.-Irrigation, Navigation, Embankment and Drainage Works. (1). 

XIII.-IRBIGATION' NAVIGATION' 
EMBANKMENT AND 
DRAINAGE WORKS FOB 
WHICH CAPITAL AC• 
COUNTS ARE XFPT-

A. Irrigation Works :
(1) Productive Works:

Gross Receipts • Direct Receipts :-Water rates. (2) 
()~ers'rates. (3) 
Water-supply of To~. ( 4) 
Sales of water. (5) 
Plantations. (6) 
()ther Canal produce. (7) 
Water-power. (8) 
Navigation. (9) 
Rents. (10) 
Fines. (11) 
Recoveries of Expendi

ture. (19) 
Miscellaneous. (12) 
Deduct-Refunds. 

Portion of Land Revenue due to Works. (13) 

Deduce-Working 
penses. 

Ex- Extensions and Improvements. (14) 
Maintenance and Repairs. (14) 
Establishment. (15) 

Net Receipts 

(2) Unproductive Works:-

Tools and Plant. (16) 
Sllspense. (18) 
Deduct-English Cost of Stores. (20) 
Loss or Gain by Exchange. (21) 

Gross Receipts • } 
Deduct-Working Ex: Same as for A(1).-Productive works. 

penses. 

Net Receipts or Payments. 
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MAJOR HEADS. I. MINOR HEADS. 

C.-Irrigation, Navigation, Embankment and Drainage Works-eonld • 

.:XIII.-!RRIGATION, NAVIGATION, 
EMBANKMENT AND 
DRAINAGE WORKS FOR 
WHICH CAPITAL AO· 
COUNTS ARE XEPT
contd • 

..B. Navigation, Embankment 
and Drainage ·works. 
(23). 

-{1) Productive:
Gross Receipts • 

Deduct--Working Ex-· 
penses. 

Net Receipts 

Direct Receipts :-Navigation. (9) 
Sales of Water. (5) 

.Plantations. (6) 
Rents. (10) 
Recoveries of Expendi· . 

ture. (19) · 
Miscellaneous. (12) 
Deduct--Refunds. 

Portion of Land Revenue due to Works .. ( 13). 
Same as for A(l) above. 

{2) Unproductive:
Gross Receipts. 
Deduct--Working 

penses . 
Ex- }same as. for B(l) above. 

. Net Receipts or Pay-
ments . 

.:::XIV.-lRRIGATION, NAVIGATION, 
EMBANKMENT AND 
DRAINAGE WORKS FOR 
WHICH NO CAPITAL AC· 
COUNTS ARE KEPT, 

. A. Irrigation Works:-
(1) Works for which only 

Revenue Accounts lare 
kept. 

(2) Works for which neither 
capital nor revenue ac
counts are kept. 

Direct Receipts :-Water rates. (2) 
Owners' rates. (3) 
Water-supply of Towns. 

(4) 
Sales of Water. (5) 
Plantations. (6) 
Other canal produce. (7) 
Water-power. (8) ' 
Navigation. (9) 
Rents. (10) 
Fines. (11) 
Recoveries of expendi

ture. (19) 
Miscellaneous. (12) 
Deduct--Refunds. 

Portion of land revenue due to works. (13) 
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1\U.JOB HEADS. MINoR HEADS. 

C.-Irrigation, .Navigation, Embankment and Drainage Works-concld. 

XIV.-:-IBBIGATION, NAVIGATION, 
EMBANKMENT AND 
DRAINAGE WORKS FOB 
WHICH NO CAPITAL AC• 
COUNTS ABE KEPT
concld. 

B. Navigation, Embankment 
and Drainage Works. 
(23). 

(1) Works for which 'only 
Revenue Account(! are 
kept. 

(2) Works for which neither 
Capital nor Revenue 
accounts are kept. 

Direct Receipts :-Navigation. (9) 
Sales of Water. (5) 
Plantations. (6) 
Rents. (10) 
Recoveries of expendi-

ture. (19) 
lr~cella.neous. (12) 

Deduce-Refunds. 
Portion of land revenue due to works. (13t• 

H.-CivU Works. 

XXX.-CIVIL WoRKS 

XXXII.-TRANSFERS 
FAMINE 
FUND. (24). 

Rents. (10) 
Interest on Cemetery Endowments1 
Ferry Receipts. 
Tolls on roads. 
Recoveries of expenditure. (19) 
lr~cellaneous. (22) 
Transfer from Central Road Development-. 

I 
Account. (22A). 

Deduce-Refunds. 

J.-Miscellaneous. 

RELIEF FROM I 

EXPENDITURE CHARGED TO REVENUE. 

C.-Revenue. Account o! Irrigation, Navigation, Embankment and Drainage· 
Works. (1). 

14.-INTEREST ON IRRIGATION I Irrigation "·orks. 
WORKS FOB WHICH CAPITAL Navigation, Embankment 
ACCOUNTS ARE KEPT. \Vorks •. 
(25). i . 

and Drainage 
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MAJoR HEADs. MINoR HEADs. 

C.-Revenue Account. of Irrigation, Navigation, Embankment and Drainagtb 
Works-concld. 

15.-0TBER REVENUE EXPEN• 
DITUBE FINANCED FROM 
ORDINARY REVENUES-

A. Irrigation Works :- ·. 
(I) Works for whjch only 

revenue accounts are 
kept. 

(2) Works for•which neither 
capital nor revenue ac-. 

. counts are kept. 
(3) Miscellaneous Expendi

ture. 

B. Navigation, Embankment 
and Drainage :Works. 
(23). 

(I) Works for which only 
revenue, accounts are 
kept. 

(2) Works for whichneither 
Capital nor Revenue ac
counts are kept; 

(3) Miscellaneous Expendi
diture. 

Dedurt-Amount financed 
from Famine -Relief 
Fund (24). 

Net Amount charged to 
Ordinary Revenues. 

Ul(l}. OTHER REVENUE. ExPEN· 
DITUBE FINANCED FROM 
FAMINE RELIEF FUND. 
(24). 

Works. (14), . . . 
Extensions and Improvements. (14)• 
Maintenance and Repairs .. (14). 
Establishment. (15). 
Tools and Plant. (16). 
Suspense. (18). 
Deduct-English cost of Stores. (20)~ 
Loss or Gain by Exchange, (21). 

Same as for A(1) above. 

Establishment. (15). 
Tools and Plant. (16). 
Other charges. 
Grants-in-aid. (17-A). . 
Suspense. (18). . 
Deduct-English cost of Stores and Establish-

ment. (20-A). · 
Loss or Gain by Exchange. (21). 

As for A(1) above. 

As for A(1) above. 

As for A(3) above: 

Irrigation Works. 
Navigation, Embankment and Drainage,. 

Works. 
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MAJOR HEADS. MmoRliEADS. 

·cc.:.._capital Account ·O! Irrigation, Navi~ation, Embankment and Drainagr 
Works charged to Revenue. (1). 

1.6.--CONSTBUOTION 011' lBRIGA• 
TION, NAVIGATION, EM· 
BANICMB:NT AND DRAINAGE 
WORKS. (24). 

. A. Financed from Famine Relief 
Fund. 

·B. Financed from ordina.ry re· 
venues. 

Deduct-Repayments of Capi· 
tal Expenditure charged to 
Ordina.ry Revenues. 

Net Amount charged to Ordi

Irrigation Works.· 
Navigation, Embankment 

Works. 
Same as for A above. 

Same as for A above. 

Same as for A above. 

fand Drainage 

na.ry Revenues. 
H.-CivU Works. 

41.--ctvn. WORKS Original Works (26)-Buildings (27) :
Customs. 
Taxes. 
Salt. 
Opium. 
Land Revenue. 
Excise. 
Stamps. 
Forest. 
Registration, 
General Administration. (28). 
Audit. ' 
Administration of Justice. (29). 
Jails and Convict Settlements. (30). 
Police. 
Ports and Pilotage. (30-A). 
Ecclesiastical. (31). 
Political. 
Scientific Departments. (32). 
Education other than European and Anglo· 

Indian Education. (33). 
European and Anglo-Indian Education. 

(33) 
Medical. (34). 
Public Health. 
Agriculture. (35). 
Industries. 
Currency. 
Mint. (36-A). 
Civil Works. (37). 
Stationery and Printing. 
1\Iiscella.neous Departments. (38). 

Original Works (26)-Communications. (39).; 
Original Works-Miscellaneous (39-A). 
Repairs. (26) (27) (40). 
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. MAJOR HEADS. MINOR HEADs • 

H .• -Civil Works-conclll-. 
41.--cnn. WoRxs--concld. Establishment. (15) 

ToolsandPiant. (16) 
Grants-in-aid. (17) 
Suspense. (18) 
Deduct-English cost of Stores and Establish

ment (20-A). 
Loss or gain by exchange. (21) , 
Appropriation to the Road Develo:Fment Fund-.. 

(22-A). 
Deduct-Amount met from subventions from-

Road Development Fund. (22-A). 
J'.-Miscellaneous. 

43.-FAMINE. (40-A) J' Salaries and Establishments. (42) 
A. Famine Relief. (41). Relief Works. (43) (44). 

CAPITAL EXPENDITURE . NOT CHARGED TO REVENUE. 
CO.-Capital Account of Irrigation, Navigation, Embankment and Drainage:, 

Works not charg£d to Revenue. (1). 
55.-CONSTRUCTION OF llllliGA

TION, NAVIGATION; EM
BANKMENT AND DRAINAGE 
WORKS, 

A.-Irrigation Works:
(1) Productive.· • 

(2) Unproductive • • 
B. Navigation, Embankment 

and Drainage Works. 
(23) 
( 1) Productive • 
(2) Unproductiv!') 

Deduct-(24) 
Amount financed from 

Famine Relief Fund. • 
Amount financed from 

Ordinary Revenues. 
Add-Repayments of Capital 

Expenditure charged to 
Ordinary Revenues. (24) 

Net Amount not charged to 
Revenue. 

Works. (14) 
Establishment. (15) 
Tools and Plant. (16) 
Suspense. (18) ~ 
Deduct-Receipts. and Recoveries on 

account. (19) 
Deduct-English cost of Stores. (20)' 
Loss or Gain by Exchange. (21) 
Same as for A (1) above.j 

Same as for A (1) above. 
Same as for A (1) above. 

C!!-pitan' 

BH.-Civil Works and Miscellaneous Public!lmprovements 
Revenue. 

not charged to-

60--Civil Works-Not charged to I 
Revenue. (59). 
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CENTB..U. LEDGE& HEADs. 

DEBT HEADS. 
0.--trn~ded Debt 

::SAVINGS BANK DEPOSITS-BANK j Cemetery Endowment Funds. 
AccoUNTS. . Other Miscellaneous Provident Funds. (45). 

P.--Deposits and Advances. 

"D~POSITS OF LoCAL FuNDs. ( 46} 

•CIVIL DEPOSITS 

District Funds. 
Municipal Funds. 
Cantonment Funds. 
Other Funds.-Port and Marine Funds. 

Public Works Deposits • 

. ADVANCES REPAYABLE Civil Advances--
Advances of the Public Works Departmen~ 

I Takavi Works Advances. (47} • 

. AccoUNTS WITH FoREIGN STATES Account Current with Indian States. (48). 

"DEPARTMENTAL AccoUNTs • I Public Works Cash Balances. (49). 

Q.--Loans and Advances b:v the Central Government. 
:"LOANS AND ADVANCES ~BY THE ; Advances to Cultivators. (50) 

CENTRAL GOVERNMENT. I 
I 

R.--Loans and Advances b:v Provincial Governments. (51). 
'LOANS AND ADVANCES BY. PRo- J Advances to Cultivators. (50). 

VINCIAL GoVERNMENTS. 
T.--Remittances. 

"CASK REMITTANCES AND ADJUST· 
MENTS BETWEEN OFFICERS 
RENDERING ACCOUNTS TO THE 

' SAME AccoUNTANT GENERAL. 

.ACCOUN I CWEEN CxvlL AND 
. CiviL. (55). 
l:. 

Public Works Remittances. (52) 
I.-Remittances into Treasuries. (53) 

II.-Public Works Cheques. (q3) 
III.-Other ~emittances. (54) 

In each province there is one head for Central 
Revenues, one for Audit Officer, Indian 
Stores Department, and one for each of the 
ten Provincial Accountants General (Mad-
ras, Bombay, Bengal, United Provinces, 
Punjab, Burma, Bihar and Orissa, Central 
Provinces, North ·west Frontier Province 
and Assam). 

"TRANSFERS BETWEEN PuBLIC :rran.<~fers between Public Works Officers. 
Wo:ax:s OFFICERs. (56) 

:Exc:a:ANGII ACCOUNTS BETWEEN 
CxvtL AND PosTs AND TELB• 
GBAPBS. 
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CENTRAL LEDGER HEADS. LocAL LEDQER HEADs. 

T.-Remittances-concld. 

'!!EXCHANGE ACCOUNTS BETWEEN 
CrvlL AND MlLITARY (IN· 
CL17DINGNAVY), 

ExcHANGE AccoUNTS BETWEEN 
CIVIL AlfD RAILWAYS. 

In each province there is one head for each 
Military Account Officer in India (57). 

(58) 

xl'LANATORY NoTES. 

(1} For the classification of expenditure and revenue pertaining to Irri
gatiOn, Navigation, Embankment and Drainage Works, under major heads 
s.ntf AA~t.inn.c t.hP.l'Aof.. Ree Statement A aonended. 

{9.) Sale nroceeds of water for irrigation purposes only. 
(3} Rates imposed on owners of land in respect of the benefit which they 

<derive from irrigation. . 
(4} Sale proceeds of water supplied to towns for "domestic purposes only. 
(5) Sale proceeds of water supplied for purposes other than irrigation 

o0r town consumption. 
(6) Sale proceeds of _produce from regular canal plantations. 
· (7) Sale proceeds of produce (e.g., wood, grass, etc.) from canals or tanks 

other than from regular. plantations. . 
(8) Mill rent~ and all charges made for water applied to turn -machinery. 
(9) Transit dues, transport profits, tolls and hire of ferry boats, etc. 

· (10) Includes rents of buildip.gs, furni~ure and o~her special amenities 
but excludes rents of land. Suitable detailed heads should be opened for 
the record of several kinds of these rents according to local requirements. 

(11} Fines for wac;tagl( of water and infringement of canal rules. 
(12) Includes receipts by sale of drift wood, rents of land, supervision 

{)barges on sales of stcck, value of stores found surplus, profits on stock due 
to revaluation, lapsed deposits, and :fines (other than those for wastage of 
water and infringement of canal rules, vide 11 above) and confiscated deposits 
which do not reprseent compensation for damage to works in progress. 

NoTE.-"Wben a fine is imposed or deposit confiscated with the object of 
-defraying expenditure caused by the action of an inndividual or :firm, as 
when a contractor is penalised for abandonment of his contract owing to 

·the fact that such abandonment has increased the cost of the work. the 
amount of the penalty may be taken in reduction of the expenditure. 

A separate minor hel).d should be· provided for receipts from quc•,<i
·commetcial workshop.;, which are not to be taken in reduction of expenditure 
under Rule 1 to paragraph 437. This hhead should be subdivided according 

·to the requirements ot the Pro forma accounts of the workshops. 
Should the local Government deem any source of revenue. not sveci:fical.ly 

· mentioned in the minor heads provided, to be of sufficient importance to 
necessitate a separate account being kept of it, this can be done by opening 

:a. detailed head for the purpose under the minor head "Miscellaneous". 
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. (13) Indirect receiJ.oh due to the works, such as enhancement of la.~d 
revenue, interest on the proceeds of the sales of waste land, after deduction 
where necessary, of the c."lst of Civil Administration. ' 

(14) The detailed dassification of works expenditure is given in State-_ 
~ents B and C appended. 

(15) The dPtailed classification of the minor head "Establishment'' is giveh.. 
in statement D appended. 

(16) The divisions are (1) New Supplies, (2) Repairs and Carriage, (3> 
Deduct-Recoveries and (4) Lump sum charges creditable to other Gov-. 
ernments, Departments, etc. The first of these is :l:urther divided into Scien.. 
tific iiJ!Itruments and drawing materials, Plant and machinery. Tools, Naviga.
t!on pla;nt, Camp equipage, Live stock, and Office furniture. The thira · 
of these is intended for the record of recoverieA on account of tools anO· 
plant charges, when these are taken in reduction of expenditure, vide 
Statement E, clause 5 (ii). 

Exception.-With effect from 1st April 1931, the cost of new supplies_ 
ana repairs to Offtce Furniture, Camp Equipage, Drawing Materials and: 
Instruments, and Scientific Instruments used in the Divisional and , 
subordinate offices as distinct from those used on works in the Bombay Pl·esi.
dency is classiJiPd 11.s 'Contingencies' or 'Supplies and Services,' as the
case may be. 

(17) Cash contributions to local bodies for the construction and main
tenance of works of the classes the e:&penditure on which, in the case of 
Government wot·ke, wou1d be cla~sed either under "Original Works (or· 
Repairs)-Building&--Civil Works" Ol' under "Original Works (or Re
pairs)-Communications". See also paragraph 458 and Ruie : under 
paragraph 383. 

(17-A) Contributions to local bodies for the construction of works which· 
in the cas,• of Jrri{!r.tion, Navigation, Embankment and Drainage Works 
of Government would be classed nnder either "Works" or "Extensions. 
and. Improvements" Ol' for the maintenance of such works. See para.
graph 458. 

(18) The sub-heads are (1) Purchases, (2) Stock, (3) Miscellaneoua . 
P. W. Advances. (4) London Stores and (5) Workshop Suspense. See· 
also Chapter XII and paragraph 433. 

(19) See Statement E appended. 
(20) Snbdh·idPd into !-Par Value, and II-Loss or Gain by Ex· 

change; see also p~ragraph 419. 

(20-A) Subdiv;ded into !-Stores and It-Establishment each of 
wb1ch he11.d~ is further divided into (a) rar value and (h) Gain or loss 
fly exchange. The establishment char~es iMn1'9 "d in England do not 
appear in the accounts of the Divisional Officers but are· incorporated· 
in the accounts of the province by the Accountant Gt>nPral. The 
Establishment charges in England pertaining to Irrigation Works. 
etc., are debited to the minor head 'Establishment' subordinate to 
the major head "15-A (3)" or "15-B (3)", a.<~ the case tnRy be, at th,. 
average rate of Exchange for the month in which payment is 
made by per contra credit to the minc>r bead "Dedut"t-Enp;li!:>h co~:~t or 
StorE's and F.~tahli~>hmrnt'' subordinate to the major head concerned. 
Similar adju!ltments are made under the major head "41-Civil Works~ 
in respect of EstaoliRhment charges in England pertaining to the Build
ings and Roads Branch. 

(21) Subdivided into I-Stores, and II-Establishment, see also para
graphs 417 d aeq. and 120. 
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(22) Im·lude~ rents of land; bales of produce· including wood,- grass, 
fruits, Vf'gf'tahle~. etc., from compound1:1 of building;; when such produce 
is Government property; supervision charges on sales of stock· value of 
stores found surplus;· profits on stock due to revaluation; lapsed deposits; 
.and fines and conliscateJ deposits which do not represent compensation 
for damage to works in progress [vide Note under (12)]. 

A separat6 minor head should be provided for receipts from quasi
·commercial workshops, which are not to be taken in reduction of expendi
ture under Rule 1 to paragraph 437. This head should be subdivided 
according to the requirements of the Pro forma accounts of the workshops. 

A separ<J.te detailed head should be provided. for- any important class 
·of miacelhJ.noons receipt, e.g., collections under the Highway Act (in 
Bombay): rents from Strand bank, maidan, etc., (in Bengal); arbori
-ilulture (in the linitrd ·Provinces). 

(22A) As n result of the recommendations of the Indian Road Develop
ment Cm.Jmittee, both the excise and import duties on motor spirit were 
raised from four to six annas with effect from the 28th February 1929, · 
the additional revenue being earmarked for credit to the "Road Develop
meat Fun·l'' from which grants are made to Provincial Governments and 
otherR for expenditure on Special Schemes of Road Development approvP.d 
by the Government of India.. The entire proceeds of the additional reve
nue are credited to the head "!-Customs", but at the· end of each ye!ll 
an equivalent amount, after retaining a certain portion as the share of 
the Civil AviatiCin Department, in respect of petrol consumed for avia
tion purposes, is transferred as a block grant to the Road Development 
Fund by debit to the head "41-Civil Works-Appropriation to Road 
Development l'uml''. Grants made out of this Fund to · Provincial 
Governmf:nts !ar.d ethers are charged to the Fund. The charges of the 
Road Engineer with the Government of ludia and his staff, which are 
met out of the 10 per cent. reserve retained by the Govornment of India 
in tl1e Road Development Account, are brought to account, in the first 
instance under 1141-Civil Works-Central'', the debit under that head 
being set oil by an equivalent amount transferred from the deposit head 
"Road Development Fund" so that the nflt charge under "41-Civil 
Works" will be nil. The credit under "41-Civil Works" is shown under 
a distinct sub-head ''Deduct-Amount met from the Road Development 
J<'und". 

The subvf'ntions madE' from the Central Road Development Fund to 
Provincial Governments and centrally administered areas for expendi
ture on Road Development are credited to the head "Subventions from 
Centra] !toad l'evelopment Fund" in the accounts of the Province or of 
the Central are:~. concerned. This head is debited with the expenditure 
~n approved schemes of Road Development. 'fbe actual expenditure . in
eurred from time to time is charged in the Provincial account to the head 
''41-CIVil Works" or other appropriate hea.d of ~.~.~~count concerned under 
a separate sub-division of the minor head "Communications:• or "Gran~
in-aid" or other hf':id cf account concerned. At the same time, an eqm
valent amount of E'JI..penditure is transferred month by month to the 
-deposit head "Subventions from Central Road Development Account" by 
credit to "XXX·-CjviJ Works-Transfers from Road Development 
Account". A similar procedure is also. followed in the accounts· 
of Centrally adminif.lered areas, with the difference that the transfer· t~ 
the deposit head "Subventions from Central Road Development Fund 
is mat.!.~ hy credit to "41-Civil Works-Deduct amount met. from subven
tions from Road J?evelopn:ent Fund:' or .,other aT~P!Opl"late ,head of 
~ccount concP.rr~ed, mstead of by credit to XXX-C1V1l Works • 

p 
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. (23) The f:ect'~on "Navigation, Embankment and Drainage Works" ia. 
intended for the receip~ and charges relating to waterways, navigabltt
canals, ernba.nJ..-rnl'nts and other agricultural and drainage works under

- taken primarily nllt for irrigation purposes but for the general improve
ment of the country or for general administrative purpost1s. 

. (24) Purely tr~nsfP.r beads in which the executive officers of the De
partment aro not directly interested and which are operated upon by the 
Accountant Gent1ral; At the discretion of tbp local Government, the· 
transfer head~ "16-A", "16-B'~ and "15(1)" may be operated on monthlr 
by the executive officers, provided that it is arranged to combine the
expenditure recorded thereunder, at the end of the year, with the expendi
ture brought to a.ccount directly under the heads "55'' or "15", to show 
the total capital expenditure relating to each canal. When this procedure· 
is adopted, tl1e expend1ture relating to these major heads will be account
ed for, separately for each irrigation project, in tlie same detail as re
gards minor and detailed heads as are prescribed for the major bead&. 
"55" and "15" re11pectively. -

(25) Charges under this major head do not appear in the accounts of" 
Divisional Officers. 

(26) (1) The term "original works" indicates new construction, whether
of entirely new works or of additions and alterations to existing works,. 
except as hereinafter provided; also all rt:pairs to newly purchased or 
:previously abandoned buildings requh-ed for bringing them i!!to use. 

(2) The term "repairs'' indicates primarily operations undertaken t~ 
mamtain in proper condition of buildings and works in ordinary use. It 
also includes new works in circumstances indicated in clause (3) and the 
exceptions to clause (4) below. 

· (3) When a portion of an existing structure or other work, not bAing 
a road, road surface road bridge, causeway, embankment, ferry 
approach, protective or-training work in connection with a road is to 
be replaced or remodelled (whether or not the change involves any dis
ma.ntll'ment) and the cost ol the change represents a genuine increase in 
the value of the proput.y. the work of replacement or remodeJiing, as the 
case rnny be, should he classed as "orildnal work", the cost (whi!'h should' 

. be estimated if not known) of the portion replaced or remodelled l.eing
credite•l t.~ thl' ~st1mat~ for "original work" and debited to "repairs". 
In all other ca;;e3 the whole cost of the new work should be charged to. 
"repairs". 

NoTPJ.-In the ca"e of buildings the capital value of any 'portion of a 
buildin~ 11.·hi!'h is abandoned or dismantled without replacement should 
be written off the total capital value of the building, in any Pro form~ 
accO'..ID~ of its cost. . . 

(4) When an existinp: portion of a. road, road bridge, causeway, em-
-bankrnent, ferry approach, prote<'tive or training work in connectic;>o with
a road ie to he repla<'l'd or remodelled (whether or not. the .chanp:e u~volves 
any dismnntlement) and the ch11.nge represents p;enutne tncrease 1n the 
value of the propertv the whole cost of repl11.cement or remodelling as thA 
catoe may be should b; clas~ed as "new work'' and the cost or valne of the 
portion replaced or remodPlled should not be debited to "repairs". 

}.';cr,.pfior.., Pl'tt:v alld mi!.cellanPons items of work in any material, as 
hereinafter describPd, which ordmarily should be clal'1sed a~ "nPw work!~" 
should hP dt>bited to "repairs" up to a limit to be prescribed by the l.ol"!l.l 
Government subject to a maximum of Rs. 10,000 in any one case, proVlded 
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th"t the works in question do not in the opinion of the Superintending 
Engineer form part of any comprehensive scheme or project· covered by 
a works estimate:-

(a) S11pt>r-elevation at curves. 
lb) Widening the formation or carriageway of a. road1 widening a. 

drain, or cutting back a hillsid~ to improve visiOn at curves, 
pro,·ided t.ha.1i the acquisition of land is not involved in any 
case. 

(c) Improvements of alignment or gradients or changes of gra.de at 
Irish b1·idges or dips, carried_ out at the time of renewing a 
surface, provided that the acquisition of land is not involved 

. in any· case. 
(d) lmprovemt>ntA to or rt>construction of the surface of a road in 

somjl ditl.t>rent material where it is desirable to carry out such 
Improvements or reconstruction at the time of renewing a 
surface. · · 

(~) The construction or reconstruction of road surfaces in different 
materials for the purposes of experiment. 

(/) The reconstruction or remodelling of bridges, culverts, cause
. w11.ys, embankments, ferry approach,. protective or training 

works. in connection with a road . 

. (5) In addition to all 'repairs and renewals in material similar to that 
pre-exh:;ting, the following items of road work should be classed as 
"repairs" :-

(i) Ordi.nary repairs and maintenance including surface painting 
and the nPrP.s~a.ry a.dditi<in of stone. chips, gravel or sand, but 
not including asphaltic concrete, premix asphalt macadam, 
bitumen grout., bitumen semi-grout, mix-in-place, cement 
concrete, or cement macadam. 

(U) Special repairs and periodical renewals. 
(iii) Petty and miscellaneous items of work· in any material, as 

described in "exception" to clause (4) above. 
(27) '\'"hen a building is intended for two or more departments, all 

Original Works and Repairs charges on it should be classified, unless 
ordered otherwi::P by the local Government, as pertaining to the depart
ment for which the largest accommodation is required. 

Charges on a 'residential building should he booked under the minor head 
for the department for which it is intended even though temporarily 
allottPd to a Government servant of another department. Re~idencPs not 
reserved for any department fall under the minor head for Civil Works. 
In the rase of' minor heads which are subdivideil, if a spparate sub-head 
i11 not provided for residences, the charges on residences fall under the sub-
head "Miscellaneous.'' I 

(2'i) DivirlPd into-
(A) Heads of Provinces (includi!'g. Governo~ Ge!'eral. ~~mher~ of 

F.xPf'ntive Councils and Mmtsters) which IS subdiVIded _1nto 
(1) Vicere~tal Residences, (2) Residences for. Heads o~ Provmces 
(3) Residences for Members of the Executtve CounCil, and (4) 
Residences for Ministers. 

(B) Lt-tdsl~>tive P,ndies. subdivided into (1) Council of Rt~tte, 
(2) Indian Legislative Assembly, (3) Provincial Legislative 
Council!; .and (4) Residences. 

p2 
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(C) Secretal'iat and Headquarters establishments. (This includes 
buildings for Local Fund Audit establishments also.) 

(D) Commissioners and District Officers. 
(29) Divided into High Courts (including Chief Courts and Judicial 

Commissioners' Courts) Small Cause Courts, District Courts, and Miscel
laneous. 

(30) :Divided into Central Jails, District Jails, Lock-ups and Miscella
neous. 

(30-A) Includes the expenditure on works in connection with the build
ings only and not the charges in connection with lights, etc., which will be 
debited to the head '2i-Ports and Pilotage'. 
. (31) Divided into Churches, Burial grounds, Bishop's Palaces,· and Mis

cel1aneous. 
(32) Suiv~>y ot India, Botanical Survey; Zoological Survey; Iiydro

elec.tric Survey; Geological Survey; Exploration of Coal, Petroleum and 
Minerals; Mines Department; Archreologica.l Department; Board of 
Scientific Ad vic!!; Meteotological Department; Museums. A separate head, 
further subdivided, if necessary, should be provided for each of these 
departments. 

(33) Divided into University; Secondary; Primary; Special; and Mis
cellaneous. 

(:J4) The divisions arc Hospitals and Dispensaries; Medical Colleges and 
Schools; Mental H ospita Is; Miscellaneous. 

(35) Divided into Agricultural; Veterinary; Miscellaneous. 
(36) Deleted. 
(36-A) Includes the expenditure on works in connection with the buildings 

only and noL th., char~e~ in connection with machlnary and equipment, 
etc., which will be debited to the head '39-Mint'. 

(37) For buildings of the Public Works Department (Civil Works Sec
tion), including n:~;idtmces not reserved for any department. Includes also 
as l'l distinct detniied ht>ad, "Losses on Stock,'' which is meant for all gene
ral lo!'scs on stock ''llich cannot be definitely attributed to any work. 
whether building or road, the accounts of which are open. 

Charges incurred· by the Public Works Department on conservation, 
maintenance of annual repairs of protected monuments, which have been 
removed from the (operation of the exception specified in clause (a) of entry 
6 in Part II of Schedule I, and in clause (a) of entry .6 in Schedule II, to 
the Devclution Rules, by notifications issued by the Governor General in 
Council in tho Gazette of India, and of such protected monuments in the 
Central are!ts as hu\'f .. bo>en specifically removed from the administrative 
control of the Archaeological Department as also of unprotected ancient 
lnonumer.ts are debited to this minor head. 

(38) Inclu<le~ all Civil Departments (other than the Irrigation Branch 
of the Public Works Department and the Railway and Posts and Telegraphs 
Dellnrtments) not included in the list of minor and detailed heads under 
ma]or hl'n.d 41. 

(39) This minor head is meant for charge, on roacls, briclges,. ferries, 
tunnels, ropeways, cnus6ways, tramways, and other means of communica
tion, to~eth;•r wit.l-t buildings, wells, encamping grounds, etc., for travel
lers, and mile-stones, fencing, arboriculture, insp!'Ction hous~s, and other 
works connected with communications. It should Le suitably subdivided 
accotding to local rtJquhttnents. 
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(39-A) This head should be used as sparingly as possible i.e. onl:v where 
there is absolutely no other head which can be approp~iateiy aJlplied 
~.g., '27-Ports and l'i!otage', '3o--Scientific .Departments' and '33-Publi~· 
Health'. 

(40) This minor head should be suitably divided 110 as to n,cm·d the ex
penditure on Repairs in the same detail as the charges on Original Works 
Buildings, Communication or Miscellaneous, as the case may be. One of 
the detailed heads may be "Losses on Stock" if it is considered necessary 
to have one under "Repairs" in addition to that provided under "Original 
Works," vide Note (37). 

The he~d i•Jlepairs-7""-Buildings" includes also taxes chargeable to the 
Public Works Depu·tment on both residential. and non-residential build
ings (vide paragraph 381), charges on account of watchmen for the care 
of vacant buildings, rents of hired residences and compensation for Sittings 
in Churches, and rents of buildings used for divine service, payable under 
the EccleRiastical Rules. -

(40-A) The term "Famine" is to be interpreted in wider sense to cover · 
famill(. duo to drought or other natural causes, such as flood, earthquake, 
or similar calamity. In case of doubt whether the expenditure on any 
particular form of distress can properly be regarded as famine expendi
ture, a reference should be made to the Auditor Genral for advice. See 
also foot-n<'ie (19~J of Appendix 7 to the Audit Code. 

(41) Public Works officers are concerned only with the two minor heads 
mentioned here. 

(42) The following -detailed heads should be opened:-
1. Pay and Allowances, Special Relief Officers. 

2. li'stablishments-
(a) Clerks and other superior establishments. 

(b) Inf>.rior establishments. 

3. -Travelling allowances. 

4. Contingendes. 

As regards Government servants the following rules should be observed 
subjct to the provisions of Articles 110 and 33-A, Civil Account Code, 
Volume I:-. · 

(a) In the case of a Government servant already in the. serv~c;e of 
Government (other than a. Government servant .m military 
employ rroper), his pay and allowances together ~Vlth the c~n- . 
ti ngf!nt expenditure, shall be .c?arged to t~e . ordmary. serv1ce 
head when he is merely an add1t10n to an existmg establishment 
which requires strengthening owing to famine work,, but whe_n 
he i 11 detnche'l altogether from his own !egular ?utles and 1s 
employed mainly on famine relief, and his pla;ce m the :perma
nent C'stablishment is filled up ~y fre~h appomtmen~, his pay 
and allowauces together with h1s contmgent expenditure shall 
be charger! to the head "43-A.-Famine Relief." 

(b) The pay anti allowances of an establishment specially entertai~ed · 
for and mainly employed on, famine· relief, shall together w~th 
its ~ontingent· expenditure be debited to the head "43-A.-FamJnf! 
Relief.'' 
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(c) In all cases falling under clauses (a) and (b), travelling allow
ances to and from the work and also while engaged on the work: 
as well as pay and allowances during transit, shall be debited 
to the head to which the pay of the official while actuaHy em
ployed on the work is debited. 

(d) The rules regulating the debit of the pay and allowances of 
Governmei•~ servants in military employ proper deputed to 
famir.e dnty are given in paragraph 4 (i) of Statement D of 
this Appendix. 

( 43} Divided into Communications; Irrigation Works; Other Works. 
( 44) The fol1owing rules regulate the classification of expenditure of 

Pubic Works undertaken for purposes of famine relief:-

(a) Public Works undertaken in consequence of the occurrence of 
famine, but not directly for the employment of famin&-atnken 
people and not therefore treated as relief works, will be classi
fiPd in the accounts as ordinary Public Works are classifil'd, 
except that any expenditure in excess of normal rates incurred in 
consequence of the employment for relief purposes of unskilled 
and unprofitable labour will be transferred to the head "43-A

. Famine Relief." 
(b) Public Works expenditure which is undertaken directly for tbe 

relief of famine and is controlled and managed under the 
conditions applicable to famine relief works w1ll hA cha.r,l!'f'rl to 
"43.-A Famine Relief" whether the work ia or is not one which· 
would, at some time or other, have to be undertaken irrespective 
of famine. If, however; the work on which the famine labour 
is employ.,d is & revenue-producing work in respect of which a 
capital r.ccount is kept (whether within or without the Revenue 
Accounts of thf' Government), the value of the work done, 
re<·koned nt ordinary rates, will be charged to the ordinary 
head of account, and the excess only debited to "43-A-Famine 
Uelief.'' · 

(45} Special Provident Funds instituted for non-pensionable employes. 
(46} Ordinarily for use only in the cases referred to in paragraph 466 

to 471. 
(47) For Takavi Works Advances see Chapter XV. 
(48) For use in respect of transactions with those Indian States, only 

with which tho Accountant General has dealings. 'Ibis head should no' 
be operated upon without special authority. 

Ordina.rily, in the case of payments due to an Indian State, instead of 
direct cash payments being made bv disbursing officers of Government, the 
Audit officer whose dutv it is to audit and pass, such pa.ym11nts should, unless 
<>ther special a.rrangem'ents have been made, request the Accountant General 
of the Government with which the State is in 'Political relation, to make 
the payment (ol' give the credit) and debit it to h1m. 

(49) Cach balances of the Public Work'! Department fall under this head 
in thd general accounts. 

(50) See paragraph 480 (b). 
(51) In use only in Governors' provinces. 
{52) For trnn1111rt.ions of Public Works officers with Treasury and other 

<>fficers of the Civil Department including the Forest Department within the 
jurisdiction of the local Accountant Gen<>ral 
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(53) If a Public Works officer deals with. Treasuries in account with · 
another Audit officer, the transactions on account of remittance into treasu-·. 
ries and cheques drawn are classified as pertaining to the Exchange- account 
concerned. · 

~54) This bead is subdivided. into (a) Itetns adjustable by Civil 
· and (b) Items adjustable by Public Works. 

(55) In the Public Works accounts, it will suffice to name the Government 
-concerned e.g., "Accounts between Civil and Civil, Burma." 

This head ls intended primarily· for transactions with offices and depart
"Jllents, includ~o~ the Public Works Department, within the audit jurisdiction 
-of another ·CIVIl Accountant General. See also notes (48), (53) and (58). 

(56) For transactions between Public Works Officers (including Civil 
officers acting as Public Works Disbursers) rendering accounts to the same 

.Accountant· Generai. 
(57) This head is intended for transactions with the Military Department 

·(includmg the Military Engineer Services). In the case of transactions with 
officers oithe Military Engineer Services, the name of the Military Engineer 
Services districts should be specified in addition to that of the Military 

.Accounts office concerned. · · · 
At present, there are altogether 9 Military Accounts Offices, as detailed 

-below:-

{1) Northem Command, Rawalpind~ (2) Military Accounts and Pen
sions, L2hore, (3) Western uommand, Quetta, (4) Southern 
Command, Poona., (5) Eastern Command, Meerut, (6) Burma., 
(7) Royal Air Force Accounts, (8) Army Factory Accounts and 
(9) Marine Accounts. · 

Receipts and expendit11re pertaining to Military Engineer Services or 
'Royal Air Force Works, executed in the Public Works Department as a. 
·standing arrangement, should be brought to account as a separate item in 
the Schedule> of Credits and Debits to Remittances under the head 
"Exchange Account between Civil and Military-Sub-Audit Officer, M. E. S., 

-or Suh-Audit Officer, R A. F.", a8 the case may be. · 
(58) This head is used only in respect of transactions with such Rail

ways as exchange accounts with the local Accountapt General. Transac
tions wit':t othgr Railways should be adjusted under the head "Accounts 
between Civil and Civil," through the Accountant General with whom they 

.are in account. · 
(59) The minor heads which are prescribed under the head "41-Civil 

Works". with the excE>ption of "Repairs" and. "Grants-in-aid~' should be 
opened· under this head. Expenditure on account of restoratio.n o~ dama~es 
caused by extraordinary casualties, such as flood, fire, etc., which IS permit
ted to be charged to this major head should be recorded under a separate 
mino:- head "£xtmordina.ry Replacements." • 

STATEMENT A. 

Mai!l Clauiflcation of ExPenditure pertaining to . Irrigation, - Navigation 
Embankment and Drainage projects. 

NoTE:-All works of Irrigation, Navigation, Embankment, Drainage and 
·water Storage are primarily grouped into two classes, _Water Storage 
·wm·ks being included in Irrigation Works:-

A.' Irrigation Works. 
B. Navigation, Embankment and Drainage Works. 
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1. Projects of Irrigation, Navigation, Embankment and Drainage are· 
of two classes:- (I) Productive and (2) Unproductive. ' 

2. 'Io admit of a new work being classed as a Productive Public Work, the
following conditicn:5 must be satisfied:-

(a) Tbere must bl' good reason to believe that the revenue derived· 
from it will, within ten years after the probable date of its com
pletion, repay the annual interest on the capital invested. 
calculated at 6 per cent., but in preparing a project for sanc
tion no deduction is to be made from the total capital outla;t 
on account of anticipated excess of revenue over simple interest. 

NOT.B.-Capital invo!sted includes (1) direct charges, (2) indirect charges, 
and (3) all arrears of simple interest, if any, i.e., balance of total interes1 
ove1• total net 1·evenuo. 

(b) It must be susceptible of havmg clear Capital and Revenue· 
accounts of it kept. 

(c) Its classification as a. Productive Public Work must be authorised. 
by roropetent authority. 

3. The rules for d~teJ•min'ing (1) whether a work which has been classed. 
as productive shall continue to be so classed, and (2) whether an unpro
ductive work may be reclassed as productive, are as follows, the percentage 
rates referred to bein~ those prescribed for the time being and being subject 
to alteration at the d1scretion of the Governor General in Council :-

I. Every irrigation, navigation, embankment or drainage work for· 
which capital accounts are kept should, until ten years after· 
the date of the closure of its construction estimate, be classed· 
A.s J. rol!uc:tive if the net revenue anticipated from it appears 
likely to repay, on the expiry of that period, the annual 
int«~rest ttlarges on the capital invested (including direct and 
indirt>ct chr,rges and arrears of simple interest), calculated at 
4 per cent. in the case of works sanctioned before the 1st April 
1919, at 5 per cent. in the case of those sanctioned between the· 
1st Ap1·il 1919 and the 1st August 1921, and at 6 per cent. in. 
the case of those sanctioned after the last mentioned date. 
Conversely, if it is not expected to yield the relevant return,. 
it should be classed as unproductive. If, moreover, at any 
time durin~ the period of construction, or within ten years of 
the date of the closure of its const.ruction estimate, it becomes 
apparent l;hat & work originally classed as productive will not 
actually be remunerative according "io the criterion prescribed' 
above, it should be transferred from the productive to the un
productive dass_, and similarly if it becomes obvious, during the 
same period, tnat a work sanctioned as unproductive will 
actually prove remunerative the transfer of the work from the 
unproductive to the productive class may be effected. 

II. Every work cla.ssified in accordance with Rule I above will retain 
its classification unchanged during the eleventh, twelfth and 
thirteenth years after the closure of its construction estimate. 

III. If any irrigation, navigation, embankment or drainage work for 
·which a capital account is kept and which is classed as pro
ductive fails, at any time after the expiry of ten years, from 
the. date of the closure of its construction estimate, in three 
suc,~essi,·e years to yield the relevant return prescribed in Rule· 
I nbove, it should be transferred to the unproductive class. A-
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work classed as unproductive which succeeds in yielding, in. 
three successive years, the relevant return prescribed for a. pro
ductive work may, on the same principle, be transferred to the
productive class. 

IV. If an existing irrigatio~, navigation, embankment or drainage· 
work be extended or Improved, the criterion of productivity
prescrib£'d iu Rules I to III above shall be applied to the whole 
system, including such extension' or improvement, as if the
extension or• improvement had been ·executed simultaneously 
-with the original work, and the date of sanction referred to 
in- those rliles for the purpose of determining the percentage 
to be returned by the system as a whole, shall be that of the 
accord of sanction to the original project. As an· exception to. 
thi!'t rul£', if any extension be, owing either- to its nature or· 
magnitude, such as may reasonably be considered to be a sepa
rate project and if it be susceptible of having clear capital and' 
I'evemt3 accounts kept of it, as distinct from those of the project. 
as a whole, it should be treatd as a separate project and in that. 
ca~;t~ the conditions relating. to original projects and not those 
relating to extensions and improvements shall be applicable. In 
all such cases separate capital and revenue accounts should be 
maintained for the extension in order to enable the productivity 
test to be periodically applied. · .. 

V. Rules I, III and IV are, however, subject to the proviso that the
local Oov(•rnment may postpone the transfer of a work from one 
class to the other in cases in which it is satisfied that its success 
or failure is due to purely transitory causes. 

4. For tho purp(Jt!e oi determining the productivity of an old work which 
ha.s bP-Cn developed by the British Government, only the capital expenditure 
expended by that Government should be regarded as the capital at charge
on which inttrel!t is chargeable. 

li. The transfer of a work from th~ productive to the unproductive cate-
gory, or vice vcn:a, will affect the recording of all future transactions in 
connection -wt~h it. No adjustment will be made in the general accounts
in respect of past transactions, but the necessary transfers will be effected 
by the Accountant Gener~,tl in the P1·o forma accounts of the work in ques-
tlon ; but, see the -Local Government (Borrowing) Rules framed under the· 
Government of India Act, and Rule 11 (a) of the Audito:( General's Rules. 
(Appendh: 1). 

6. T':~.a principles t<, be observed in deciding whether an item of expendi
tur& should be charged to Capital or to Revenue are as follows:-

(a) Capital bears all charges for the first ~onstruction and equip
ment of e project, as well as charges for maintenance on sec
tior s not opened for working and charges for such subsequent 
additicns &nll improvements as may be sanctioned under rules. 
by competent authority. It may also bear ch~~;rges on accol!nt 
of restoration of damages caused by extraordmary casualties, 
such as flood, fire, etc., and such charges should be recorded 
under a separate minor head "Extraordinary Replacements." 

(b) Revenue bears all charges for maintenance and working expenses, 
which embra<* all expenditure for the working ~nd upke~I? of 
the project, as also ~or such replac.ements an_d mmor additiOns 
or improvements as It may be considered desnable to charg~ to
Revenue instead of increasing the capital cost of the undertakmg. 
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(c)" In the case of renewals and replacements of existing works, if the 
(;<>Jt reiJ]Iy represents an increase in the capital value of the 
systt~m and exceeds the cost of the original work by Rs. 1,000, 
the cost of the new work should be divided between Capital and 
Revenue, the portion debited to the latter account being the cost 
of the original work, which should be estimated if the actual 
cost is not known, and the _balance charged to Capital. In 
other cases, the wnole cost of the new work should be charged to 
Revenue. Thus, a renewal which does not represent a substan
tial improvement of the original work, but which is in all 
material essentials the same as the latter, although it may 
exceed the cost of that work by more than Rs. 1,000, should not 
be charged to Capital but to the Revenue Accounts. 

<d) When the construction estimate of a project for which a separate 
Capital account is kept, is closed, the expenditure on works 
of extension:~ will be charged thus:- -

(i) Estimn.t..:s exceeding Rs. 1,000, for (1) works which are in them. 
selves directly remunerative, such as new distributaries, mills 
or works for increasing the canal discharge, and (2) works 
which are necessary for the full development of a project, 
but which are not in themselves directly remunerative, shall 
be charged to the Capital account. 

(ii) }:etimates amounting to Rs. 1,000 or under shall be charged to 
the 1evenue account. 

(iii) All estimates for works which are neither remunerative in them
selves nor considered necessary for the development of the 
project, shall be charged to the revenue account. 

(e) Where outlay is of a nature which under these rules does not 
appertain to Capital, it is not, under any circumstances and 
whatever its magnitude, to be charged to Capital. 

NOTs.-Tha limit of Rs. 1,000 prescribed in the rule may be modified by 
.a Provincial Government. 

7 Works npendit~re which, under the foregoing rule is chargeable to 
the Capital account, will be classified under the minor head "Works" of the 
major head "55". That which is chargeable to the Revenue account will 
fall under d1o mino1• Lcau "Extensions and Improvements" or "Maintenance 
.and Rer•airs" d the division "Working Expenses" of the major bead 
"X Ill, ·• acct•rding as the expenditure pertains to the category of "Original 
Works" or "Repairs'' tJide Note (26). 

8. The expenditu1e on productive works is recorded in two sections, 
separatAly for capital and revenue charges. For unproductive works. also, 

:the arrangement is similar where it 1s desirable and possible to maintain 
accounts on a qun.Ri·commercial basis. When, however, a work of this class 

is too small to rnnke it \\Orth while to maintain a separate account of it on 
such a basil', all c.xpenditure on it is treated as a revenue charge, the work 
be1'lg classified as one fo1 which neither capital nor revenue accounts are 
kept. In the category of unproductive works is also inc1uded "Miscellaneous 
expenditu r'!," which iB expenditure upon the preliminary survey of new 
projects and also for the cost of famine surveys required for the preparation 

-of farnil'e programmes. 
Prtor to ()(·toLer 1921, certain unproductive works were - cJassed as 

.. Works for which only revenue accounts are kept" but these will gradually 
be reclassed in accordance with the classification prescribed above, tltdc 
Governn1ent of India, Public Works Department circular letter No. 3, 
P. W., dated 24th September 1921. 
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STATEMENT B. 

Detailed Classification of Works Expenditure pertaining to Irrigation 
Navigation, Emtankment and Drainage Works. 

Works expenditure of Irrigation, Navigation, Embankment and Drain
.age major heads other than 14, 15 (1) and 16, falls under one or other of 
·the minor beads "'Vorks" "Extensions ami Improvements," and "Main
tenance and Repairs." Each of these minor heads is divided into (1) Head 
Works, (2) Main Canal and Branches, (3) Distributaries, (4) Drainage and 
Protective Works, (5l Water-courses (for· "Works" only), (6) Special Tools 
.and Plant-(for "Works" only} and (7) Losses on Stock. "Gmler the minor 
bead "Maintenance and Repairs" an eighth bead "Compensation,'' should 
be opened. The detailed heads subordinate ta these beads are enumerated in 
Statement C. 

2. In the case of heads (2) and (3), a separate account may _be opened 
for the main canal and for each important branch and distributary. In 
the case of projects sanctioned after June 1929, the works expenditure rela
ting to Main Canal and Branches will be divided into (1) Main line of a· 
.car:al, and (2) f"arh of its branches separately: that relating to distributaries 
will also be grouped for the distributaries belonging to the main line of the 
-canal and to each of its branches separately. , 

3. The following points should receive snecial attention :-(a) When land 
is takt-n up fior two ot• more of these subdivisions at the same time, its cost 
must be divided into the best way practicable, (b) In the case of Storage 
Projects all works connected -with supply channels to feed the head reservoir 

-come under Head Works, (c) Water-power installations. at the bead works 
of It canal, bead locks and bead-regulators of main and branch 
-canals, fall under ":Main Canal and Branches," (d) When a canal or a 
distributicn channel therefrom, and a drainage in connection with it, are 
pl11nned simultaneously and the two works intersect, the cost of the crossing 
should be charged to "Drainage and Protective Works" and (e) . Buildings 
required for the general purposes of a canal system such as workshops, 
headqaarters l!tation, etc., are chargeable to "Mam Canal and Branches." 

4 ... For rules relating to Water-courses, Special Tools and Plant and 
J,o!lses on Stock, see Appendix 6, and paragraphs 174 and 209 re!'pectively. 
"The hf'arl "Water-courses·' is not nece!'sary in the casP of the minor 
heads "Extensions and Improv<lments" and "Maintenance and Repairs." 
The bead "LoRRes on Stock" is intended for all gf'neral lost::es on stock 
which cannot be attributed to any work the accounts of which are open. 

STATEMENT 0. 

Enumerating tha detailed heads referred to In paragraph 1 of Statement B 
and detailing the works and services the charges whereon are classified 
thereunder. 

General Remar.h.-(1) The detailed heads in this list may be varied, 
under the orders cf the local Government, to suit the circumstances of 
each project. (2) Combined works falling under. two or more beads-e.g., 
-combined bridges and falls, N" combined falls anct re~ulators-should be 
1:lassiJied according as "which asptct of the work predominates. 

A.-Preliminary Expenses. 
Surveys and preliminary investigations. This head does not appear 

undf'r "Extensions and Improvements" nor under "Maintenance and 
Repairs"-. 
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B.-Land. 

Compensation for taking permanent or tf>mpora.ry possession of land' 
required for the purposes of the work. 

The term "Compensation" includes the following beside!! the payment 
for the land itself :-(1) payments fn buildingA, trt>es, crop~, etc., and 
(2) cost of special land acquisition establ ishmem; wht>n it is cl>argea.ble 
to the Public Works Department under Article 118 of the Civil Account 
Code, Volume I. Sale proceeds of wood, building materials, etc., obtained 
on clearing land taken up should be taken in reduction of the charg& 
if realised before the accounts of the estimate for the acquisition of the 
land have been clo;;ec:, vide clause (b) of Statement E. If any buildings 
acquired, with the land are used as residences or otherwise let thPy should 
be brought on the Register of Rents, Form 49, and rents realised should 
be treated as ordinary rent receipts. 

C.-Works. 

All construction workst whether of earthwork or of masonry, etc., 
t.xcluding work falling under the beads I.-Navigation and K.-Buildings 
in all cases and under L.-Earthwork where this is maintained as a 
separate detailed head. Ordinarily, the grouped head C.-Works takes 
the place of such of the heads, D, E, F, F(l), G, H, J and L, as arel 
not separately provided for. 

D.-Regulators. 

Works (other than escapes and escape heads) for the regulation of 
supply. 

E.-Falls. 

Falls and rapids other than those required to maintain the depth of 
water for navigation purposes. 

!'.-River and Hill Torrent Works. 

Aqueducts, superpassages, culverts, syphons, inlets, outlets, and cross 
drainage works generally, when such works are in llonnection with river 
and hill torrents. 

!'(I)-Other Cross Drainage Works. 

Cross dra.inage works of the cla.A!les referred to under the head "F.
River and Hill Torrent Works," when such works are in connection with 
drainage other than that from river and hill torrents. 

G.-Bridges. 

Bridges, both road and railwav, for crossing the canal, including subsi
diary works, e.g., approach l'Oa.ds, fencing gates, ghat.~. steps, etc. 

H.-Escapes. 

Masonry and earthwork connected with escapes (including escape heads). 
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1.-N avigation. 

- Locks at head works and on the canal; separate navigation channels 
and weirs designed for maintaining the requisite depth. of w~ter for 
uavigation purposes. 

J.-Mills. 

Water-power plant (if a permanent fixture) and buildings in connec-
tion with such plant, also sluices and chanels conducting water to and 
from the same. 

Jt,:_Buildings. 

. Permanent and temporary buildings (including staff quarters, offices~ 
workshops, stations, etc., but excluding buildings for water-power) ana. 
·station drainages, roads, gardens, enclosure walls, conservancy works, etc., 
pertaining to buildings individually or coll~ctively. In the case of main
tenance and repairs, this head includes also taxes payable by Government 
•nd rents of buildings hired by Government. 

L.-Earthwork. 

Excavation and embankments for the channel, and its side roads and 
service roads, protective works for the bed and sides; trimming, turfing 
()r rivetting slopes; retaining walls for embankments.· 

L(I).--;-Boundary anil Service Roads. 

This new head may be opi-ned to record the ~xpenditure on 'side roads 
and service roads separately if it is not proposed to classify it under "L. 
- Ji!arthwork". 

:H.-Plantations. 

All regular plantat.ions, including the cost of clearing land, trans
planting soil and planting trees. Gardening charges in connection with 
buildings do not fall under this head. 

· N.-Tanks and Reservoirs. 

Earthwork, masonry, etc., ou tanks and J'eservc•irs (e.g., tail tanks) 
in connection wit.h canals other than tanks chargeable to "Head Works" in 
the case of storage projects. 1 

0.-Miscellaneous. 

Works and services not falling under any other detailed head. Includes 
(1) experiments; (2) works in connection with irrigation outlets not debit
able to the head "Watercoou~;es"; (3) · distance marks; (4) boundary 
pillal's. Also minc>r works constructed in the banks of canals or distri
butaries for the dJl'ect delivery of water. Inc1udes also in the case of original 
works and of extensions and improvements, charges fQr compensation not 
t'lebitable to any other detailed head. 

P .-Maintenance. 

All repairs work prior to the opening of the revenue account for the 
project or the section concerned. This head appears only under "Works". 
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STATEMENT D. 

Showing the detailed classification of the minor head " Establishment ". 

This minor head ie primarily divided as follows:-

Name of sub-division. 

L-Cbiel Engineer 

U.-Speoial Officers • 

IlL-Superintending Engineer 

IV.-Executive , 

V.-Medical 

VI.-Speoial Surve~ • 

VIL-Speoial Revenue • 

mi.-Deduct-Recoveri~ 

For Consulting Architects and other special officers
who~ jurisdiction ex eDds beyond a single cj,-cle.
of f'llll8rintendence, or other unit J'l'eiiCribe<l for 
the Pro rata distribution of establishment charges 
Fees rec.,ve ed from outside bodies and other 
departments of the same Government for· 
services rendered by this est.ablishment are taken-. 
in rednction of the charges under this sub.livi
aion, flide paragraph 12 of Append•x ~. 

• Includes also special oflioers, u any, not falling 
unrler sub-division II. 

Establishment charge':! of workshops for which
capital accounts are kept should be kept di!ltinct 
from other charges. and recoveriea on acc,.unt .,c· 
work done in PUch wnrk"hops for out.side bodies
and other department!! of the same Government 
should be taken in reduction of the chargeR. 

• Establishment em-ployed on large snrveyafor new 
irrigation, navigation, embankmeDt or drainage 
p•ojects. 

, EstablilohmfiDt employed entirely on the revenu&
manngement f irrigation, navigation,embank· 
ment and dr!lin'lge pr jects, and on a.¥easmems, 
etc., of revenue. Include-. also PLmtation, 
Stea.u>er. and Water-Regulati n e«tablishment, 
etc.. and charg<l!l debited· by the Civil I apart
ment for collection. etc .• of revenue. 

For c.oredits of all kinds on ACcount of ii) J>erl.'ent-
1\fle or (ii) lump "Rum reroveries for wo• k rlnne, 
but excluding (al fees f •r service!! rendered by 
special nflit·eno, and (b) -ovaries for work d ·ne 
in workqhnps when such credit~ are adjustable· 
aa rednc.otion of exrenditure in accord.mce with. 
1he rules in Statemen~ E. 

IX.-Lump Sum Charges creditable Debit!! tn the major head on a<"count of estahlish
to other Governments, ment. charge'! in ca."88 in which such C'11argeR are 
Departments, etc. • n .. t adju-.table in the &eO•'unt of any particular 

work under paragraph 2'·5. 

X.-Establi~hment charges 
curred in England. 

XI.-Pensionary charges 

in- This !.'ub-division relate" only tn the majo'l' heads 
" Ili-A (3)" •• 15-B Pl." and .. 41." All cha IZB!I 
pertaining to Irrigation. Navigati _n. Embnnk
ment and DrainAge w .. rkR are mcorporated 
undel" the major heads J5-A(3) or 15-B (3) as the· 
case may be. 

This sub di,•iRion relateR only to the Major 
head" •• XIII", " IIi" and "55". See para-
graph 17-A of Arpendix 7. 
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2. Under sub-divisions III to VIII, a separate section should he opened' 
in re11pect of ea.ch circle of superintendence or other unit prescribed for 
the .Pro rata distribution of establishment charges. · 

3. The sub-divisions I to VII have, below them, the following heads,. 
with such detailed heads as may be prescribed locally:-

(a) Pay of Officers. 

(b) Pay of Establishments. 

(c) Allowances. 

(d) Contingencies. 

(e) Supplies and Services. 

(f) CollP.ction charges by Civil Department. For use only tJ.nder sub-
. divisio:p. VII. · 

(g) Deduct-Recoveries. For use only under sub-divisions II andl 
IV (Workshop section). · · 

An additional head, "Bonus," mav be opened, whPre necessary, for
bonur. paid to non-pPnsionable subscriLers. to provident funds. 

The Heads (b) and (c) include also the charges on account of Divisional 
Accountants posted by the Accountant General. · . 

4 •• The relevant pr,l-tions of the rules governing the . incidPnce of cost 
of pay and allowances of Government servants laid rluwn in Articles 182: 
to 189 of the Audit Code, Volume I, are reproduced below:-

INCIDENCE OF PAY AND .AJ,t,O'WA."l'CE'5. 

182. The following rules govern the incidence of cost of pay and" 
a.llowancP!I of GovprnmPnt !1ervants. The:v an however, sub.it>ct to·the orders 
in Article 1A3 rega.rJing thP di:otribution of leave salary between different 
GovPrnmPnts and to the rules in Articles 110, and 33-A and in Appendix 6: 
of the Civil Account Code, Volume 1, regarding inter departmental transfers. 
and adjustment!! between Governments. 

(a) The whole pay of an officiating Government serv~tnt should be· 
taken against tho.! department and the post in whiC'h he is. 
actually serving. . 

L Tblo rule need not be 1'igidly applied for purposeo of account and audit In tbe - of min· 
lnenal GoYemment oervanto acting In otber pootl in tbe Ame office eeatblisbmenl. 

(b) WhE'n a GovE-rnment sPrvant wh01•e ma.h d•ttif's anrl po!!t faU 
under one head of charge is entl"U!!>terl with arlclitional or 
suhsidiary duties coming under &r.flthP.r hea.rf, no portion of 
his pay and allowances is to he debited to the latter head. 
Thili rule does not aptJlY to separate fixed allllwances for addi
tional duties, nor does it apply to cases governed by separate 
orders issued by competent authority. 

JI'Oft.-Under Rule 20 of the Auditor General'• Rules (Appendix 1 to thia Code) the final autbo-
1'ity to d...-Jdt' a quPstion involving the t"lassiftcation of a c_harge ie thl' Au~itor General. u: 
t!trrpfnr,. an Audit Officer sh~uld raist' a doubt as to tbl' proprJety of an order JSSUI'd by a local 
Gourromt'nt dJrt"Cting thP sphttmg up of a charge bPt.w...,n two or more beAdo the question obould> 
be ftferred to tbe Auditor General wbose decision sball be final. 
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(c) The pay and allowances of a Government servant proceeding 
to JOin an office should, in the absence of special orders to the 
contrary; whether in respect of a partieular case or claSR of 
cases, be charged to the office to which he is proceeding. 

NOTB.-Under a mutual arrangement between the Central Govemment and the variona Pro-
17inclal Govemmenta, the transit pay and allowancl'&, while he is joining and leaving the new 
·service, of a Government servant whO!Ie servicl'& are lent by one Govemment to anothPr are 
charged to the borrowing Govemment. This principle applies even in cases ,.here the Govem
ment servant lent takes leave either before joining the borrowing Govl'mmPnt or bl'fore 
ftjoining the l•mding Govemmpnt. This aTrBngement, h-ever, dol'S not apply to ofliCPrs in a joint 
r.adrt', such as the Bengal Judicial Cadre which :ncludl'& a numher of posts in Assam. In I!Uch caaes, 
'the l'llle In clause (c) above and in article 186 should be followed. 

(d) In the case of officers of the Indian Medical Service in civil 
employ proceeding to England on duty to attend the Senior 
Course at t.h .. Roval Arinv Merlical College at Millba.nk, 
the cost of the passages provided for them from and to India, 
of the pay drawn by- them durin~ thPi.r l',b!'lence from civil post 
and of t.he trAv,.llinl!' allowance paid t.o them for journeys 
performed in India. when leaving 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. !;. an officer takes study lf'ave immediately after the 
complf't.i.on of the Senior Cnnr!'A at Mill bank and in continua
tion of it, the cost of his leave salary while on study leave 
will be a. charge on the Civil Estimates, Central or Provincial, 
ac; 1.he caRe mav be. under the rule in clan~" (,.) of this Artic:le, 
but the cost of passage to India. undertaken after the comple
tion of the study leave, as well as that of free conveyance in 
India. from the port of disembarkation to the place of duty, 
will be a charge on the Defence Services, Estimates. 

(e) The cost of the a.llo~~nces paid to a. Government servant during 
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 dutv are paid by the Civil Department 
from the date on which he gives over charr;e of his Military 
duty, and those of a. Military Officer, transferred from Civil 
to Military duty cease to be payable bv the Civil Department 
from the date on which he gives over charge of his civil duty. 
The same rule holds goocl in the case of all Government servBnts 
trR.n!11'PrrPtl f,.n"Tl nn~ ))"nartrnent to another. A Govt'rnment 
servant transferred to Foreign service draws his emoluments 
from the foreign employer from the date on which he relin
quishes charge of his post under Government, and on reversion 
to Government Rf'rvice he ceases to draw any emoluments from 
the foreign employer from the date on which he resumes charge 
of the post under Government. 

NOTL-Tranalt pay allowan~•• both ways of oftlcen of the Millta?V DPpartmPnt lent to Civil 
.(Central or Provincial) Departments are payable bl" the Civil DepGrtment concerned. 

(g) When a Militry or Medical Officer holdin~ a. Civil post on con
solidated pav which is less than his Military pay is allowed to 
rlra.w the difference between them, he draws it from the depart
ment from which he receives his consolidated pay. 

(h) The following rules govern the incidence of the cost of the 
Mthta.t'.)' pay and allowances of soldters err ployed for temno1r11.ry 
duty by Civil Departments, police or railway administrations, 
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etc., under the prov1S10ns of paragraph 392, Regulations for 
the Army in India:-

(1) When men are employed for any period lec;s than one month 
they shall be given their re'gimental pay and allowance; 
from Defence Services Estimates plus a suitable extra allow
ance, if such is considered necessary, from Civil Estimates· 
a~ ·- . , 

(2) When men are employed for a mnnth or longer, a consolidated 
pay shall be substituted for their regimental pay and allowances, 
the whole of thE! con.;oliJated pay being borne by Civil Esti
mates. 

(i) 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 coruniFsioneu, non-commissioned, and warrant 
officers . and soldiers are employed on famine duty in the Civil 
Department, their Military or Departmental pay and allow
ances, . as well as additional pay and _allowances, including 
travelhng allowances both when proce6dmg tl"' 1tnd ~:eturning 
from famine duty, should be adjusted as a civil charge under 
"43-A.-Famine Relief". . . 

{k) When soldiers, either British or Indian, are sent under Military 
escort from one station to another to ;;t.and a trial on a 
criminal charge, they will travel like any othPr party of soldiers 
on duty, under a warrant furnished· by the Military authorities, 
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 accused 
as he is a soldier proceeding to a certain place under the 
orders ·of his Military superior and therefore on duty. · 

{l) When troops are employed to maintain essential services during 
strikes, the Axtra remuneration which may be paid in addi
tion to the ordinarv pay and allowances is chargeable· to the 
Department or the "local Gc•vernment applying for the troops. 
The expenses incurred in t•epairing clot.hing or in making good 
any articles damaged in the performance of these duties are 
chargeable to the same authority if the Government of India 
order such recovel"ies. 

Jfon 1.-Tbe charge• referred to above are· dieburs•d by the Controllers of Military A.ccounlil 
oeoncerned and recovered from the party concerned by book tran1fer. 

{m) Civilian Government servants, who belong to the Army in India 
Resprve of Officers, when called up for training, receive the 
following emoluments-

(i) When proceeding to carry out their training direct from their 
civil appointments, .the pay and allowances, which they wo~ld 
have drawn in their. civil appointments but fo~ tJ:e tra~n
ing, for the whole penod of absence on sileh trammg mclus1ve 
of the time spent in transit to and fro; 

· (ii) When proceeding to carry out their training while on leave 
in India, Burma, Ceylon, GrPat Britain or Northern Ireland, 
the civil leave pay and allowances which thPy would !).ave 
drawn but for the training; · · 

·(iii) When proceeding to carry out their tr~iniJ?g. on th~ expiry 
of leave out of India taken from theu Clvll appon~t~e?ts 
but before rejoining their civil appointments for duty, Jommg. 
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time civil pay from the date of di~embarkation in India tD 
the date preceding that on which their training commenced 
and full civil pay for the period of actual training and' 
the period spent in journeying to the place of their civil: 
appointments; and 

(iv) Military pay and allowances for the period of actual training_ 
The emoluments dra.wr1 under (i) to (iii) are debitable to the civif 

and that under (iv) to the Defence Services Estimates. 
If it is necessary to provide a subsitute in the place of such an 

officer undergoing training the additional cost will be a charg~ 
on Civil Estimates. 

(n) Reservists of the Indian Army in Civil Government employ 
will, when called up for periodical military training, receiv~ 
military pay and allowances. They will also receive the excess, 
if any, of their civil pay over their military pay, provided 
that t.his concession Is specifically sanctioned by the Depart. 
ment of the Government of India or the head of the attached' 
or subordinate office concerned, or by the local Government 
in whose employ the l'eservists are 11erving ir-. their civil capa
city. Except where the civil pay of the reservists is met from 
the Defence Services Estimates the extra expenditure involved 
will not constitute a charge against the Defence Services 
Estimates. 

(o) The pay and allowances of a British Service Officer, whose unit is 
not represented on the Indian establishment and who is super
numerary on vacating an appointment on the personal staff of 
a Governor of a Presidency or a Province or any other 
staff or extra. regimental appointment under a Provin-· 
cial Government, should be charged to the revenues of the· 
Provincial Government concerned up to the date of the officer's. 
absorption into the establishment of his regiment. This decision 
will be applied in the case of officers whose services are lent 
to a local Government on, or after, the 1st January 1934. 

183. The leave salaries of Government servants are debited according ~ 
the following rules which have been approved by the Secretary of State:-

1. When a Government l'crvant had servt.d only under one Govern
ment before proceeding on lllave his leave 111\lary will be debited 
to that Government. 

2. When a Government servant is transf..,rrP.rl t.o '!ervice under a. 
Government other than that under which he was first employed, 
the len.ve-salary drawn by him during any leave taken after
the date of transfer shall be charged to the borrowing Govern
ment nntil the entire leave earned under that Government 
has been exhausted. 

50ft 1.-&-. Artlole 33-A(l), OI..U Aa.:ount Oode, Volume I, tor the definition of the term
•IQovernmeott'' Uled 10 Uu• Anicle. 

NOTa l·A.-The principl~a governing the distribution of leave cbargea between ditlerent Gov
emmenta are also applicable tnutatio mutandio to the apportionment of leave cbargea between 
Centr~•l, Civil and Military and between non-commercial and commercial department. within
tile 1ame Govemment. 

NOTa 2.-For adjuotment of leave oalariee pertaining to the Hilitary Department aee Article· 
130· B of the Aooon n t Code. 

NOTI 3.-Leave ealariea of gazetted Govemment aenante paid by one pro't'inelal Go-.ernm~t 
en behalf of another provincial Go't'ernment ahould be debited to the latter Govemmenl m 
.Account Current. 

NOft 4.-No oh:>rA flf th .. !~ave 1alary of a Civilian Governm•nt "'"""' b~longing f'o tl>e ?-rmy In 
Jndia R""e"• of Oflloen for the period he i• called out tor military U&lnmg will be debitable &.. 
tile Defence Senlcea Eotimsto•L 
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L !'he GoYt'mmen• which received the contribution for leave l&lary of a Govemment llerVan• 
lA J'oreign Service ohould bear the chargeo for hio leave •alary in reopect of the leave earned by him 
•'llrinr · ouch oervice. · . 

a Service rendered in a UPpartm<.ut charged to a divided head before 1st April 1921 should be 
Ue&ted u oervice under the Central or Provincial Government accordinr u the head in queotion 
Ia c:Ja.illed ao Central or Provincial from 1st April 1921. 

3. The principleo g<>veming the distribution of leave · salary bP.twe~n different Governmento 
and departmento, as des~ribed in this Article, are ant !\PJ>Iicable to a house rent allowance or 
othPI' compensatory allowance drawn during lea.ve. Sueh an allowance is not earned bv aervice 
•at ia granted to meet personal expl'nditure necessitated by the opecial circumstanceo In which 
•uty io performed and Ia therefore a liability of the department or government to which the 
Government servant ia for the time being attached and should be borne by that department or 
Government. 

4. ln the caoe of an ofllcer, a part of whose service, before the 1st April 1912, was rendered 
In the late province of Eastern Bengal and Aosam, the particular district or districto in which 
be a.erved will be taken into account ana his service in that JU"<winCJP. will, for th~ purposes of 
tbio Article, be taken as having been rendered in the province in which the aaid district or districto 
are now included. Thia rule ia subject to . the provision of Article "33-A (3), of the Civil Ao
eoun• Code, Volume I, under which local Governml'nto may, by mutual agreement, waive the 
reoovery of claims. 

Il'fCIDENCE OF TRAVELLING ALLOWANCES. 

184. Except in the following cases, the travelling allowance of an 
individual1 on whatever duty he may be employed, is charged to the same 
head as h1s pay-

(a) 

(b) 
* * * * * * 

The tt·avelling allowance of a person paid from a Local Fund 
may, when travelling in the execution 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 connected with a 
Local Fund, may be charged to the Local Fund. 

* * * * * * * (c) to (/) 

(g) A European non-commissioned officer or soldier on obtaining 
civil bmployment is ordinarily required to buy his discharge 
from the Army; but, if such a person· dies· in civil employ 
while under a military contract of service, the Civil Depart
ment in which he was serving will bear the charge of any 
passage money which under military pay regulations, may be 
admissible to his family. 

(h) to (j) * * 
... 

* * * 
L Thla Article applies to the travelling aiJowanee of a lledical Officer for a journey to 

attend on a Governm~nt servant entitled to such attendance. 

I. • • • • • • • • • • • • 
185. The travellinc alliJwanca of a. Government Eervant transferred from 

one Department to another is debited to the Department to wh1ch_ he is 
transferred. 

186. Th·:l travelling allowance of a GcveriJ!Dent servant proceeding to 
join a.n office should in the absence of spec1al orders to the contrary, 
whether in respect of a particular case or class of cases, be charged to 
the office to which he is procee~ing. 

lfOTL-The travelling allowance. on ihe journeys to join and to ll'•ve the ~ew 1ervice, of a 
Oo.ernment aervant whose services are lent by one Government to another •• charged :0 /h; 
borrow&ng Govemme~t. This principle apt'lies even in ca.seo where the Gov<:~"!en$ oervan en 
'"'kes leave either before joining the borrowing Govrenmen$ or before reJommr tho lendiDc 
&o.emment 
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187. :t'he travellin~ allo~ance «_>f a. Gover_nment se;rvan~ called. away 
from his duty to g1ve evider.ce m his offiCial capac1ty m a Crunina.l 
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 t:ases, however, the 
actual expenses admi~sil>le under the rulrs of the Court are paid by the 
Court and charged to Court contingencies:-

(a) When the Government servant is sumnwned by a Court which, 
being situated within a cntain distance fmm J1is headquarters, 
renders him ineligible for travelling allowance under the 
ordinary rules of his province. 

' . 
(b) When, under the travelling a1lowancc rulrs of his provincial 

Government, the Government servant concernt>d is speci.ficall7 
precluded from drawing for s~ch a. jonrnPy any travelling 
allowance other than that admissible under the rules of the 
Court [e.g., (1) Patwaris, Jamadars, village chaukidars, and 
Government sPrvanh of tlu~ fourth class i,l the United Pro
vinces; and (2) Revenue or Police Patels and village watchmen 
in Bombay] .. 

188. The travelling allowances of a Government servant, both- when 
proceeding on tranl!fer to Foreign service and when reverting to dut1 
under Government, shall be borne by the foreign employer. 

189. The rules in Articles 184 to 188 regarding the incidence of ch,;rge 
of travelling allowances are subject 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. 

STATEMENT E. 

Treatment ol Recoveries ol Expenditure in the .Accounts of the Public 
Works Department. 

1. 'l'he rules feor rPgnhting the f'Xhibition of rrcoveries of expenditure 
in Government accounts generally, issued by the Auditor General under 
rule 20 of the Auditor GPneral's Rules, are givPn in Appendix 10-A 
to the Audit. Code. The following paragraphs indicate tbeir applic:J.tion 
to Public Works transactions. . 

2. The general rule is that, subject to th11 provisions of rulP. 5 of the 
abovementioned rules, all l'CCoveries of expenditure appearing in the 
accounts of Public Work!! Offices should be t.reate:.l 1Ls revenue 1·eceipts 
and not as minua txpenditure. 

Recoveries in respect of owrpayments made tlurillg th11 eurn111t yP.ar, 
however, should ordinarily be adjusted by deduction .from the current year's 
charge under the detailed head previously overchargt-d. 

3. As an exception to the general rule mentioned at par~graph 2 above 
receipts and rPcoveries on Capital account, in so far as they rE-present 
recoveries of expenditurt' previously debited to a. capital major head, 
should be taken in reduction of expeuc.liture un<ln the major head con
cerned. For purposes of accounting they shomld be treated as revenue 
receipts in the first instance and hookell as "Receipts and recoveries on 
Oapital Account". At the end of the month they should be deducted from 
the account of the division or sub division of the major head concerned 
in a lump sum. 
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4. The transactions of stock and other suspense accounts and recoveries 
of expenditur~ upon works in progress are also exceptions to the general 
rule. Expenditure on stock and other suspense accounts is sanctioned 
on the direct understanding that the outlay will be recovered and the 
temporary debit to suspense ultimately extinguished. Recoveries must 
therefore, be taken in direct 1·eduction of the charges as explained i~ 
the ~etailed. rules in Chapter. XII. As regard.s. works in progress, the 
techmca.l estimates take C()gmzance of all a.ntimpated recoveries of the 
expenditure from the sale of temporary works, materials received from old 
structures, etc., and as the amounts both of these estimates and of the funds 
allotted represent the anticipated net outlay, all such ro3coveries must be 
treated as minus expenditure. See also paragraph 554. 

5. Recoveries on account of . establishment and tools and plant charges 
ahould be treated as follows:- , · 

1i) lluove:ries of establishment charges at percentage ratn.-These 
recoveries, in so far as they are effected from outside bodies 
and from other departments of the same GovernmentJ should 
be adjusted by deduction from expenditure under the 
minor head "Establishment". Recoveries on account of occa
sional works carried out by one Government on behalf of 
another, however, should be treated as revenue receipts unless 
the recoveries relate to expenditure previously debited to a. 
capital head in which case the credits should be adjusted in 
reduction of expenditure o.f the capital major head concerned. 

(ii) Recoveries of tools and plant charges at percentage rates.-Reco
veries from other Departments of the same Government. 
should be adjusted as reduction of expenditure under the 
minor head "Tools and Plant". In the same way, recoverie!!' 
relating to expenditure previously debited to a capital head: 
of account should also be treated as reduction of expenditure. 
All other Tecm•eries should be treated as revt>nuo rt>ceipts under 
the major head concerned. 

(ti~) Pro rata shares of the charges for ioint establishment and tools 
and plant.-The pro rata shares calculated at the end of the 
year sh(luld be treated as reduction of e1..penditure under the 
minor heads "Establishment" and "Tools and Plant", respec
tively, of the major head to which the total charges were debited 
in the firRt instance. 

(iv) Recot•eries on rll'r.rmnt of c'h.a.rges for lta11e am/. pensions.-When 
the recoveries on account of establishment charges include, as 
a distinct and separate factor, the charges for leave and 
pensions, the portion of the recoveries repre~enting leave 
should be trt>ated as revenue receipts under the Public Works 
Major heai! concerned. Recoverie" on account of. pensionary 
contributions should in the case of Civil Works be credited to 
"XXXIII-Receipts in aid of Superannuation", v.hile such 
recoveri::os in the cas~ of the Jrri~ation Departm<Jnt should. be 
credited to the Irrigation Major heads concerned, as receipts 
or recoveries of expenditure according as they relate to Revenue 
or Capital Major heads. In cases, however, in which the rates 
for lt>ave and pension contribut.ion are combined, the recoveries 
in the case of Civil Works should be taken to "XXXIII
Receipts in aid of Superannuation", wh~le such recove~ies. in 
the Irrigation Department should be cred~ted to the Irn~atlon 
Major head;~ concerned as revenue receipts or reco\""enes. of 
expenditure according as they relate to Revenue ~r Capital 
Major heads. 
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6. The recoveries of expenditure which are fi.nallv creditable as revenue 
l'eceipts should be recorded under the minor head ''Recoveries of expendi
ture" of the major head XIII, XIV, or XXX, as the case may be; while 
those which are adjustable in r.eduction of expenditure under the Capital 
major head should appear under the minor head "Receipt<~ and Recoveries 
on Capital account" of the capital major head conllf'rned. . 

7. Recoverie1 on account of cod nf audit and account-9.-Tbe!le rc>coveries 
when they are made in connection with works done for Railways, Military1 Indian Posts and Telegraphs and other Departments of the Centr&l 
Government should be treated as reduction of expenditure. In all other 
cases, such recoveries should be adjusted as receipts under the minor hea4 
"'Fees for the Government Audit" subordinate to the major head "XXXV
Miscellaneous", 
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APPENDIX5. 
(See Chap. XXI, paragraphs 563(d) and 592.) 

.Account :Rules relating to the receipts and charges of the public works 
Department jn connection with remeteries and churches. 

Introductory. 
_ 1. T~e rule.s in this app~ndi;x: state the account procedure to be observed 
1.n deahng with such receipts and charges pertaining to cemeteries and 
--churches as pass through the accounts of officers of the Public Works De
partment in accordance with the Ecclesiastical Rules published by the 
:Education Department of the Government of India. 

· Receipts. 
2. Divisiorral Officers are not concerned with any receipts of thl' Eccle

·siastical Department other than sums received as fees for endowments of 
!Dlonuments In Government cemeteries. 

3. ~nd?wment fees which are payable to the Divi~ional 0fficer undl'r the 
EcclesiastiCal Rules may be received if offered, by any subordinate officer 
.authorised to receive moneys on behalf of the Divisional Officer. A receipt 
should at once be granted to the payer in Form 3, and the amount received 

"tthould be credited in the Cash Book to the head "Cemetery Endowment 
Fund" under "Savings Bank Deposits-Bank Accounts". 

L The receipt should set forth full po.rticulars of the endowment, including the names of the 
-dece&lled and the cemetery. 

Charges. 
4. Expenditure in connection with ecclesiastical works is incurred in 

-the Public Works Department only when the ch:tr~~es are debitable to the 
e~tin~tttes of the department under the EcclesiMtical Ruies, or thE' res
oponsibility for the proceedings leading to the expenditure devolves prima
rily on the department und~r those rules. No charges ma:v be ad.iusted 

·against the grants of the department in C(lnnection with ·any of the 
sl'rvices which definitely devolve upon any of.her department-e.g., the 
·entertainment of mali-chowkidars and assistant coolies or other ecclesiasti
-cal establishmE"nfr-on tb.e plea that the expenditurE" is not unconnected 
with other services (e.g., planting of trees, shrubs, etc) for which the 
Public Works Department is r!"sponsible. Nor may any expenditure Le 
.adjul!ted against. the Public Works grant, which is not authorised to be 
met from state funds, e.g., the cost of architectural decoration to church 
'buildings or of furniture in excess of, or costlier than, the prescribed scale, 
·or charges for the erection of reredos or for unauthorised repairs or 
renewals. 

1. Expenditure incurred <'n the digging of gravea ,•r the preparation of coffins, under the 
·«eneral or special orders of the Civil or Militarv officers authorised to issue such orders to !' 
Public Works officer, is recoverable from such officers, and should, therefore, be treated as expend!· 
ture on Deposit Works, though charged to the head "Miscellaneous P. W. Advances" pending 

'l'ecovery, 
5. The charges incurred should be accounted for general~y in acco_rda.nce 

with the ordinary rules relating to Uivil Works expenditure subJect to 
·,the special instructions given in the following pai·agraphs. . 

6. In rerording the expenditure on end(Jwed mon~ments such details 
't!hould be maintained as may be required to be poste_d m the annual ledge_r 
accounts of l'ndowments (vide paragraph 1~ followmg). If separate E"sh
mates are not sanctioned, the necessary deta.1ls may he recorded Sl'parately 
in Works Abshacts and Registers of Works. 

7. An a.dva.nce .made under the Ecc]es~astical Rr.les to • a chapl3.in or 
-other Government servant out of the Pubhc Works grant, wr the purpose 
()f "planting a. cemetery and preserving it in decent order," shoul~ be 
treated a.e a. cash imprest, standing or temporary as may be .:l'mvem•mt. 
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8. When furl!iture is supplied to a. _te~porary church, which is required 
to be returned mto store when the bmldmg ceases to be used a.s a church 
a. numerical account of it should be kept, as a supplement to the Registe; 
of Tools and Plant, Ff.lrm 15, until the articlt-s are received back and' 
disposed of. 

9. If any works are executed on behalf of church societies or other 
trustees concerned even when they may have received cash gTants for th&
purpose from the Civil Department, or if any other expenditure is incnrred 
on their behalf which is not chargeable to the state, the 'transactions should. 
be treated in the accounts as pertaining to Deposit Works under the rule• 
relating to such works. 

Accounts of Endowments. 
, 10. The accounts of endowments, as described in the following rules,. 

are kept on the principle (1) that the actual expenditure incurred in 
connection with the objects for which endowments have bP.en received is 
charged off as Civil Works expenditure, and the income accrued in the
shape of interest on the endowments is, per contra, treated as Civil Works.. 
revenue, and (2) that Pro forma accounts are maintained separately, com
paring the expenditure with the income. 

1. An Ordinary Endowment ia Intended to cover the el<pt,nse nf ordinary arnual mainiPnance, reo· 
lettering and repairs, but not the risk of accidents due to floods or earthquakes or other estn.· 
ordinary cauaea, which can be covered only by an additional Special Endowmeat. 

11. All endowment rccerpts of the month should be posted in the Register
of Endowment R~;ceipts, Form 88, maintained in the divisional office in• 
respect of each cemetery, and the total of the endowments received up to
date (Ordinary or Special as the case may be) should be struck against. 
the last entry. 

12. In the monthly Schedule of Credits to Miscellaneous Heads of 
Accounts, Form 76, the total receipts of the division on account of endow
ment fees should be detailed so as to show the amounts realised for ea('.h. 
cemetery, separately for Ordinary and Special endowments. 

13. In the Monthly Account of the division for March, interest on the
amounts of endowments as received up to end of that mo11th should be
ealculated at the rates prescribed in the Ecclesiastical Rules, and credited 
)o the head "XXX.-Civil Works" by debit to "2o-Interest on other
obligations-Interest On Cemetery Endowment Fund," full details showing 
the amount pertaining to each cemetery (separately for Ordinary and. 
Special endowments) beiag given in the Schedule of Debit~ to Miscellaneous 
Heads of Account. Form 76. 

1. Bimultaneoualy, the amount of Interest qreditable to ear.h ledger accoun' (paragraph. 14) of 
&be following year, ahould be posted therein 

14. At the close of the year, the Ledger Accounts of Endowments should 
be written up in Form 89 which shows the expenditure of the year against 
the interest on endowments received to enct of the r·revious year plut 
unspent balance (if any) of that year's ledger account. A separate set 
of folios should be reserved for each cemetery and the transactions of a 
year should be posted so as to show separately the figures for (a) each 
Hpecial Endowment .the amount of wh!ch exceeda Rs. 25, (b) ot~er Spe<?ia-1 
Endowments collecttvely, (c) all Speetal Endowments collechvely, t.e., 
(o)+(b), and (d) all Ordinary Endowments collPctively. . . 

15.. From the ledger accounts should be prepared, for submtsston to the 
Accountant Gem•ral, the Annual Acl'f•Unt of CemeteTy Endowments, Form 
90, a separat~ shef't b~ing u~rd for each crmetery, and qu, amount of 
endowments to end of the year bf"ing taken from the Regt!lter of Endow
ment Receipts, Form 88. 

16. The Annual Account which the Accountant Gt-neral is required to
submit to the local Government in accordance with the Ecclesiastical Rule& 
will also be prepared in Form 90, substituting ''Name· &f Cemetery &oil 
class of Endowment" for the hPading of column I. 
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A.P PEND IX. 6. 

(See Chap. XV, paragraph 481.) 

Account Rules relating to. Water-courses. 

1. As a general rule, water-<:ourses of irrigation, etc., projects are not· 
constructed by Government as mtegral parts of the projects, the liability 
of the State being confined to the provision of the main canal and ot 
such branches and major ana minor distributaries as may be decided 
upon by competent authority from time to time. Under the ordinary 
arrangem£:nts in force in the several provinces, persons desiring to use
the water of a. c~nal are required either to make their own arrangements. 
for the construction of the necessary water-courses· or to bear the charge'l
that may be incurred . by the Department in constructing them on their
behalf. This liability of the cultivators, or other persons benefiting
by canal irrigation, extends also to works of improvements and repair 
to water-courses and to construction and repair of bridges, culverts or 
other works that may be required for the passage of the water of such 
water-courses across any public road. drainage channel, etc. In the general 
interests of the cultivators, especially when a canal project, or an integral' 
part of it, is launched in a new locality and it is desired to afford 
special facilities to the cultivators, with a view to the more rapid develop
ment of irrigation, it is sometimes decided by Government to lay- out and 
construct, at the cost of Government in the first instance, the entire system· 
of the main water-courses required for a project or a substantial section. 
of it, at the outset. When this course is adopted, a scheme is simultan11- -
ously devised for effecting recovery, in a number of years, of the addi-· 
tional burden thus thrown on the State finances. As no separate account· 
can be kept satisfactorily of the liabilities of each individual person bene
fited, usually the recovery takes the form of a general enhancement of 
the water-rates or the imposition of a special acreage rate. The amount 
which it is usually sought, under such s. scheme, to recover in the aggre
gate, is the initis.l capital cost of the works (including such· cost of main
tens.nce during construction as may be charged to the capital s.ccount) plu., 
the usual percentage charges referred to in Appendix 7, plus the interest 
calculated at a rate fixed by the local Government. In some cases, where
an entire system of water-courses has been constructed by Government and 
the ps.rticular circumstances of the tract have rendered such a course
desirable the whole or a portion of the cost of construction has been 
charged finally to the account of the project concerned, or the charge, on 
account of interest waived. 

2. It will thus be seen that works outlay on water-courses,. whicl:_l ~!lay
be incurred by Public Works officers, falls under the followmg d1stmct 
categories:-

I -Recoverable from individual cultivators concerned, in lump. 
· sums equivalent to the charges incurred on behalf of each. 

H.-Recoverable by a general levy, whether for a specified or inde
finite period-
(a) when the actual recoveries are required to be set off against 

the outlay, 
(b) when the actual recoveries are not t? be set off against tb• 

outla.y. . 
III.-Borne finally by Government. 
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Works of the first class are styled "Taka.vi Works" and the account ruies 
.relating to them are given in Chapter XV. This Appendix deals only 
with works of the other two classes. 

3. In repect of sanctions to estimates, etc., all works in connection with 
wa.ter-courses are treated like other works of the irrigation, etc., project 
-concerned1 the expenditure being booked finally under the appropriate 
detluled nead subordinate to the head "Water-courses." After a. work 
has been constructed, the cost of maintenance and repairs is, in all cases, 
borne by the cultivators concerned. 

4. Recoveries ac<tnally made under clause II of paragraph 2 should be 
.t~hown in the accounts:-

(a) as receipts on the capital. account of the project, if the levy takes 
- the form of a lump sum recovery of cost in oua or more years, or 

(b) as revenue receipts of the project, if the lovy tabs the form of 
an enhancement of revenue, the exact. cla11;,ificution being deter
mined by the form in which the reco•;~ries aro made. 

5. In cases falling under clause· II (a) of paugraph 2, tht> Accountant 
General! with a view to watch the progress of the recoVf~rir&, will maintain 
a suitab e Pro form/J account without disturbing the booked accounts of 
receipts and expenditure, the form of the account heing determined in 
consultation with the local Government. It wm ordinarily be founc:' 
sufficient to keep an account merely in respect of the works outlay, the 
annual recoveries being distributed rateably, as between works, interest, 
etc., on a fixed basis determined once fo1 all. 
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APPENDIX 7. 

Rules for the Distribution of Establishment and Tools and Plant Charges. 

N.B.-AB an excPptlon to these Rules the Government of . Inclia have de••ided that in the case of 
worka executed by lh~ (Jpntral Public Works Department, Delhi, the eoot of which is met from 
aourcea other than "41-Civil Worka-Central", t!,~ r-covery or the cost of establishment and toola and 
plan' chargee shall be made in all cases ~&t special percentage rates determined on the basia of 
normal works programme. · 

. 1. The accounts of Establishment and Tools and Plant charges are kept 
on the following principles:-

(i) The charges of a. division or special office are, as a rule, met 
out of a single major. head in the first instance. 

(ii) Before closing the accounts of the year, the Audit office appor
tions the charges of the whole province amongst the major heads 
to which the cost of the works was charged. 

(iii) In certain cases where this annual adjustment is ummitable, 
recovery of cost is effected . in the accounts of the divisions 
concerned, from time to time, by the levy of a. percentage charge. 

(iv) Otherwise, the Rhares pP.rta.ining tci i!ldividuaL. w01·ks are not 
determined except for the purposes of certain Pro forma 
accounts. 

2. The establishment charges of a. division or of a. !:ipecia.l officfl should, 
in the first instance, be classified under the minor h!'ad "Establishment" 
of the major head under which the division or office is classified for this 
purpose. The same major head should bear, in the first place, the charges for 
the ordinary tools and plant of the div:ision, under the minor head "Tools 
and Plant"; 

L For the claaaiflcation of the charges for (1) the special toola and plant of a division, and (2) 
the tools and plant of a apecial office, aee paragraph '! of this Appendix and paragraph 635 of the 
(lode respectively. 

3. As an exception to the foregoing rule·, the under-mentioned special 
establishments should be charged as indicated below:- -

(i} Purely revenue establishment (Deputy Collectors, Zilladars, Amins, 
etc.) employed entirely on the management of irrigation 
navigation, or drainage, and assessment, etc., of connected 
revenue: To the sub-division "Working Expenses" of the .major 
head, "XIII.-Irrigation, Navigation, Embankment and 
Drainage Works .for which Capital Accounts are kept" or to 
the major head "15.--0ther Revenue Expenditure financed from 
Ordinary Revenues," as the case may be. 

L If in any diviaion of a circle of auperintendence, the charge•. of this apecial es~ablishment 
eannot be accurately allocated to either of these two heada, the enttre reve~,ue establ~shme.nt of 
the circle should be treated as "Joint revenue establishment-XIII and 15, though 1t Will be 
ellareed, in the first instance, in accordance with the general rule in paragraph 2. 

(ii) Establishment employed on large irrigation survey.~ for new 
projects: To the surveys concerned under. the head 15.--0th.er 
Revenue Expenditure financed from Ordmary Revenues-Mls
cellan!'ous Expenditure". 

(iii) Establishment employed on famine relief works: To the head 
"43-A.-Famine Relief". 

(iv) Establishment employed in workshops of a qua.~i-col!lmercial 
character: To the workshop concerned under th~ -maJor head 
under which its maintenance charges may be classified. 
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4 .. The cost of special ~ools an~ plant, i.l!., tools, .Plant, machinery, etc.,. 
obta.med to meet the speCial requirements of a. particular work or project,. 
a.pd of a. nature not usually to ~e found in the general stores of the pro
vmce, should be treated as a direct charge to the work or project, andi 
not classified under the minor head "Tools and Plant." Similarly, tools~ 
plant and machinery required for a workshop of a quasi-commercial charac
ter should be charged direct to the accounts of it. 

1. In cases of doubt the Chief Englne~r will decide whether any item of tools aDd plant ahoul4 
be olaaailled aa ordinary or apecial. 

2. The cost of Tools and Plant required for u•e on Famine Relief ahould be treated aa "Special,. 
Jnd claasifled in aecord11nce with Par .. gr.oph 4 above. 

5. Recovery of the cost of establishment and tool;. and plant should be-
made at percentage rates in the following cases:- . 

(a) Work done for Public Works divisions of other provinces. 
(b) Work done occasion;-;.lly for Railways, Military .Engineer Services, 

Indian Posts and Telegraph! Department or the Archreologicaf 
Department. 

(c) Work done for all other departments, when the rost is charg~ 
able to those departments. 

(d) Work done occasionally by the Civil Works branch for the Irri
. gation branch of the province, or vire t•ersti, when the tw() 

branches are separate and distin<'t. 
(e) Nf,n-Government works. 

l. For work done In workahopa aee paragraph 9. 

6. The percentages ar~ fixed, sepa1·ately for establishment and tools 
and plant charges, and readjusted, if necessary, at quinquennial intervals,. 
by the local Government· in consultation with the Accon ntant General, the 
rates being based on the actual average cost (per 100 rupees of outlay on 
works) in the province or branch concerned during the previous five years. 
subject to the following maxima:-

For eatabllshment 
For tools and plant 

• 211 per cent. 
. II per cent. 

l. When aome only of the operations neceaaary to the completion of a non-Government project 
are undertaken at one time. dilleront percentages may, if desired, be adopted !or oach operation; 
provided tbat, if aubsequently the r~maining operationa are undertaken, the aggregate recovery s. 
equal to the full charge leviaqle under this paragraph. 

8. Blmllarly, dil!erent rates of charge may, if desired, be prescribed for large and small work .. 
or for acattered and concentrated works, respectively, the dil!erent ratea being 90 fixed aa to give 
epprozimately the aame aggregate return to Governm•nt aa if one rate only, aa determined under 
tbla paragraph, were being ~hargAd. 

3. Tbe Government of India have dPCided that in calculating d'partmenlal chargea in rea~t 
of worlta executed by the Public Works Departments of the Central Government, other than the 
Central Publio Works Departmen*, Delhi, on behalf of tho Central Commerci1•l CPllcem• (includ
Ing tbe Army Department), nnd non-Government works, one per cent should be added on account of 
peuaionary contribution•. • 

N.B.-Thia rate takea ellect from the lot April 1934. 

7. As an exception to paragraph 6, the establishment ch!l'rge on new 
supplies and repairs of barrack furniture of the Military Engmeer Services 
i!l fixed at ten per cent. on the outlay. 

S. The presct·ibed percentages can be remitted, with the ~a_nction of the 
local Government in the case of non-Government works co~;:tmg less than 
R;s. 1,900. Remissio!l of char~e is not permissible. in other cases,_ as such 
a1d as 1t may be desued to glVe to a. local body m the co~structl»n of a 
work in which it is interested, is usually giYen separately 1n the form of 
a cash grant-in-aid. 

1. In the case of works co•ting R•. 1,000 and over tho minor )o-,al Governmenta have been 
aathorloed to aanctlon a caah contribution in caaea In which it can be charged to the mino~ 
head "Granta-la-aid" ht favour of a local body up to the actual amnunt of eatahlisbmeut an':'- toola 
and plant chargra leviable under paragraph 5 (,.• par~>graph 459). Thta power cannot be ezerctaed Ia .,.pee, of worka ezeouted on behalf of a private individual. 
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9. For work done in workshops, 'whi"ch aro ·of a ·q·uasi-commercial 
. character, percentage charges are leviable in all cases, i.e.,. even when work 
is done for Public Works divisions of the province. The rates are fixed 
:by the local Government, see paragraph 437 of t.his Code. 

10. The percentages referred to in paragraphs 6 a~1d 7 are leviable on 
the actual outlay booked in the accounts, i.e., on the net ouLlay in case 
there are any refunde or writf'R-back. No iLem ot expenditure should be 
.excluded from the levy on the plea that it involved little or no depart
mental supervision, etc., but the prescribed percentage charges for tools 
.and plant should not be levied in the case of non-Government works on 
which tools and plant of the Department are not used. 

L Under this rule, even the eost of land acquired through the Civil Department is not exempt 
1Vhen It is adjusted in the divisional accounts as part of the cost of a non-Government work • but 
U the estimate for the work doee not include the cost of the acquisition of the land and this .;.,st i; 
aot paBBed through the Public Works accounts, no percentage charge is leviable on account 
-ilf it. 

11. Recoveries made in accordance with the rules in paragraphs 5 to 
10 should be classified as indicated in Rule 5 of statement E of Appendix 
4, the adjustments being made in the accounts of the Divisional Officer, 
whenever the cost of work done is adjusted by charge to the deposit, 
t'emittance or other account concerned. -

L An additional charge of 1 per cent. should be recovered in respect of works of the clue .. 
~eferred to in item (b) excluding the work of the Archaeological Department and in item (e) of 
.paragraph 5, to cover the cost of audit and accounts establishment and credited respectively to the 
heade '23-Audit'• and XXXV-Miscellaneous-Fees for Government Auclit'. . 

2. In the case of work done in workshops of a guari-commercial character, the percentage charges 
ftferred to in paragraph 9 may be so regulated as to include this 1 per cent. even in the case of 
Jobe executed for other divisions or departments, both of the same province and of other provinc.-, 
1>ut auch recoveries should not be credit~d to "23.-Audit" or "XXXV-Miscellaneou&-Fees for Gov
ernment Audit" except in the cases referred to in Rule 1 above. 

12. Recoveries on account of services rendered by Spel'ial Officers other 
than Chief and Superintending Engineers, do not appear in the accounts 
of the Divisional Officer in cases in which there is no works expenditure, 
-e.g., fees for advisory work. Such fees should be paid direct into the 
treasury, to be' credited to the head of account which bears the cost of the 
establishment of the Special Pfficer concerned when the fees have been 
recovered from out!lide bodies or departments of the same Government, 

.and to the corresponding Receipt or Capital head of expenditure in other 
cases, vide Statement E of Appendix 4. 

13. In the case of large surveys for new projects of Irrigtaion, N avi
~ation, Embankment 11:n~ Drainage works, for which specil!-1 establ!shment 
1s entertained an add1t1on of 5 per cent. to the cost of th1s establishment 

·should be made in the Audit office to cover the supervision charges thereon. 

L This rule applies also to workshops of a guaai-commercial character and to famine relief workl, 
. but the rate of charge may be even leas than 6 per cent. if so fixed by the local Government on a 
.eonaideration of the special features of each case. 

14. Thus, when the accounts· of the year a~e about to be closed, the 
charges detailed below will represent the res1du.al charges to be appor· 
tioned to the several classes of works executed m ~he year, other than 
those for which either percentag" charges were lev1ed under paragrap~s 

.:5 to 9 and 13 or special establishment was employed (paragraph 3). Th1s 
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apportionment will then be made i.n the Auait office as indicated in para
graphs ~5 to 17:~. 

(t.) Net charges booked under the minor~ 
head "Establishment," 

(ii) Net charges uooked un!ler the minor 
head "Tools and Plant," 

(iii) Minus the recovet·ies (on a<'c.:>unt or under several major heads. 
establishment :tnd tools and plant! 
charges), referred to in paragraph 
10, whether crt:dtted to "Recoveries of 
expenditure" or "Receipts and reco-
veries on capital accmmt". 

L The rules of apportionment apply also to work done for Raihrayo, Military Engineer Ser
'rioea, Indian Posta and Telegraphs Department, and the Archaeological Departmen*. when won 
of tbeoe departments is carried on in any circle of ouperintendence as a ·standing arrangement. 
l'or work done occaoionally for these departments see paragraph 6. 

15. (a) The establishment charges to be distributed pro rata will be:
The sum of residual establishment charges ('Vide paragraph 14) 

. in each circle of superintendence, plus--
(1) A share of the Chief Engir.eer's ~stablishment ~qually distributed 

over all the circles; but if the Civil Work'! branch is entirely 
separate from the Irrigation branch and ha.~ a separate Chief 
Engineer o! its own, the cost of his e~to.hlishment should be 
distributed over th& circles of the Civil Works branch only, 
and tha.li of the establishment of the Irrigation Chief Engineer 
or Chief Engineers over the circles of the Irrigation branch 
only. · 

(2) A share of the establishments of Consulting }rchitects and other 
Special Officeh whose jurisdiction extends beyond a singl~¥ 
circle of superintendence, equally distributed o'ter all the circles; 
but, if the Civil Works branch is entirfll:V separate 
from the Irrigation branch, even though und.-r th6 orders of 
a joint Chief Engineer, this establishment should be distributed 
over the circles of the Civil Works branch only. (See also para
graph 12.) 

(3) A share of the leave salaries paid in England (as booked under 
the detailed head "Establishment" of the minor head"Deduct
English cost of Stores and Establi~hment" subordinate to the 
several major heads) distributed over all ch-cles in the manner 
indicated in (1) above. 

~1btms-The ~pt>cia.l charges or estnhli<>hments adju~ted separately 
under paragraph 3 in each circle. 

(b) The tools and plant. charges to be distributed pro rata will be the 
sum of the residual charges (vidt paragraph 14) in each ciTclA excluding 
the charges booked under the major head "43-A.-T·'a.n·ine Relief". 

16. The pro rafa distribution of the establishment or tool!! and plant 
charges, determined under the rules in paragraph 15, &honld be made 
thus-

I. For purely Irrigation -Jr mi.xl!d Irrigation and Ci,•il Wnrks cirrle11 of 
'" perintendence. 

(q.) The divisible establishment or to•ols and plant charges of each circle 
should be divided among the several major heads operated on (paragraph 
14) in proportion to the works expenditure under each head. 
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·(b) No items of works expenditure recorded finally under the major· 
head concerned should be excluded. . 

(c) But, in order to allow for the cost of supervising the work of the
purely revenue establishment mentioned in paragraph 3, the works expendi
ture under the major hf'ads "XIII" and "15'' should, for the purpose of 
pro ratfl distribution of establishment charges, be doubled, and the extra.. 
establishment charges to these heads on this ·account should be debited a.s. 
Revenue establishment charges under "XIII" and "15." This procedure· 
assumes that the work of the executive branch is equally divided between 
mainte-nance and revenue. -

II. For circles of superintendance in which the only work executed fallg: 
wnder tlte Cit;il Works branch of the Department. 

(a) The divisible esta.blislpnent or tools and plant charges in all the· 
circlea combined should be distribnted pro ·rain over tbll variou:;; maJor 
heads concerned (paragraph 14) on the. basis of the works expenditure io 
all the circles combined. 

(b) No items of works expenditure recorded finally ~nder the major headl 
concerned t~honld be excluded. · · · · . 

lii'OTL-The debit to "41.--Civil Works" under this rule should be again distributed pro raC• 
between "4L-Civil Works--Provinrial" and "41.-Civil Works-Central." . 

lll. (a) If a purely hrigation or mixed Irrigation, and Civil Works 
circle of superintendence consists of divisions with largely varying· con
ditions of work and the local Government is satisfied that the adoption. 
of the circle as the unit. of distribution, will, in a series of years, result 
ultimately in a disproport,iona.te charge to the admimRtrative accounts of 
one or more important In igation, Navigation, Embankment or Drainage· 
projects under. construction in one or more divisions of the circle, it may 

order those divisions, collectively or severally, to be treated as a. separate 
unit or units of distribution and the remaining divisions of the circle as 
another uni~. 

(b) If this course is adopted, the annual pro rata distribution of the 
establishment and tools and plant charges relating to each unit, should 
be made a.s in clau~fl r abovl:', with the excnption that the establishment 
charges to be distributed should be determined as follows:-

(i) Take the total establishment charges in each unit. 
(i'') .A.dd to this a. share of the establishments of the Chief Engineers 

a.nd Special Officers, and of leave salaries paid in England, 
calculated thus- , 

First determine the share chargeable to the entire circle o{ super
intl"ndence, under rule 15 (a) (1), (2) and (3). Divide this 
among· thE! units making up the circle, in proportion to the 
works expenditure under each head, as in clause I of this 
pa.ra.gra. ph. 

(iii) Then deduct the special and percentage charges for establish
ments a.~justed separately under paragraphs 3, and 5 to 12 in. 
each unlt-

(c) Orders passe-d by the local Government under sub-clause (0) above, 
will ordinarily cease to ~e operative on ~he ex~uy of the thud year 
subsequent to that in whiCh the construct10n estimates of the prOJPc_ts, 
whose interests it was sought to protect, were closed, unless an earher 
date has bPen fixed bv the local Government. This restriction does not 
apply in the Central Provh~ces. 
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17. The Joint Revenue Establishment--"XIII" and "15" [vide Rule 1 
~t~nder paragraph (i)] of a. circle, or other unit of distribution, should a.lso 
be distributed between the major heads .,XIII" and "15" pro f"ata on the 

-works outlay under the two heads. 
17-A. In the case of irrigation major heads, the pensionary charges 

mentioned in item XI of Statement D in Appendix, 4 should be added to 
the establishment charges allocated on a. pro rata basis in accordance with 
.the above 1·ules. 'l'hc amount of pensionary charges calculated in the 
manner described below should be debited to each major head concerned 
by giving credit of a. corresponding amount to the major head "45-
Superannuation allowances and pensions". 

The pensionary charge should ordinarily be calculated at a percentage 
oQf the total pay and leave ealary of th6· pensionable establishment includ
ing such portion of the temporary staff as may be estimated by the local 
Government to have bhe lil<elih•Jod of ultimately being made permanent. 
"The percentage which shtmld be adopted should be based upon the borrow
ing rate of the Government Qf India. o:C th~ vear in which the pensionary 

..charge is adjusted in the accounts, i.e., the rate of interest charged by the 
Government of India. on advances to the Provincial Loans Fund. Local 

•Governments have discretion, subject to the views of the local Audit officel'S, 
to apply the percentage for rensionary charge which is at the time most 
:nearly 1n a<'.cordanoe with facts. 

'rhe following percentages corresponding to the several rates of interest 
lbave been laid dow!l by the Government of India:- · 

(1) 9 · 427 per cent. of the total pay ll.nil leave salary of the pension-
. able establishment on a basis of 4l per cent. rate of intereilt. 
(2) 8 ·999 per CP!Jt. of· the total p~y and leave salary of the pension

able estabhshment on a bas1s of 4~ per cent. rate of interest. 
(3) 7 · 893 per cent. of the total pay and leave salary of the pension

able establishment on a basis of 5 per cent. rate of interest. 
N.B.-ln caaea where the total pay and leave salary of the p~nsionable ratablisbmen~ may not 

ot>e readily ascertainable, for e:.ampln. whPre irrigation works are not eJreeuted by a separate 
aelf-enntamed etafl, the Local Governmen~ mat aG their discretion, direct tbe calculation of the 
flenelonary charge being ruade with refPrence to the gi'OBS establishment chargee tlnally allocated to 
ucb head. The appropriate percentage rate preacrib~d by the Govemment of India should in 
1uch caae1 be auitablv l'educed in consultu.t'.•Hl with the Audit officer, 10 as to make allowance 
for the faot that the 8-roSB to•tahlishment chargee include, besideo the coat of penaionable establish· 
aent, coat of non·pensionabl~ otafl .u:d cbart;ca on account of allow:mcee contingencies, etc. 

17-B. Similarlv in the ca!le of works exP.cUtf'rl by the Provincial Public 
\Vorks Department on behalf of the Central Government a proportionate 

"11hare of the pensionary char~es of the staff employP.d on those works 
should be added to the establishment charges allocated to the Central 
heads concerned by giving credit of a. corresponding amount to the major 
head "XXXIII-Receipts in aid ot Superannuation''. The procedure laid 
down in paragraph 17-A should mutatia mutandia be adopted for calculat-
ing these charges. • _ 

NOTI.-Tble rule doea not apply to cue1 where a percentage charge indudinf penlioDArJ liability 
oilu been levied. 

18. Finally, an additional char~e of 1 per cent., to cover the cost of audit 
.,nrl accounts establishment, should be levied on work done for Railways, 
1\filitarv Engineer Services, and Indian Post.s and Telf'graphs Department, 
-when w'orks of these departments are entrusted to the Public Works De
partment, as a sto.nding arrangement. 

19. The apportionment should not be carried further in the re~ula.r 
.accounts, but in the PrfJ formd. (Adminisb·ative) accounts of indivtdual 
productivt' or unproductive projects of Irri!Zation, Navigation, Embank-
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ment and Drainage Wotks, prepared annually hy the Accountant General, 
suitable additions to the outlay on the projects shoulcl bA made to cover 
the cost of establishment and ordinary tools and plant. On the basis of 
the figure of the establishment (or tools and plant) charges in each circle~ 
or other unit of distrjbution as finally booked under thE' major head con
cerned, should be determined the percentage (to 4 places of decimals) which· 
that figure bears to the total works outlay finally bc.oked under that head 
in the unit concerned. The establishment (or tools and plant) charge on 
account of each project under that head should then be calculated -by multi
plying the works outlay on the project by this percentage. 

L In the Administrative accounts of Irrigation, Navigation, Embankment and Drainage Worko, 
&II Indirect charge of 1 per eent on account of audit and aceounts establishment• should ba levie!t 
on the works expenditure of the year. 

20. The foregoing rules do not apply to Civil Works carried out by 
the Military Engineer Services in the "North West Frontier Province, or 
to Irrigation works in Baluchistan, which are governed by special _rules. 

21. For purposes of audit, or of allotment bf funds, it is not necessary 
to include in the estimate3 for individual works, any provision on account 
of establishment and tools and plant charges, unless percep.tage charges
are leviable; under the rules~ on aetual works expenditure. See also para
graph 275 of this Code. For administrative purposes such provision is,. 
however, made in the project estimates of irrigation works for which 
Capit-al and Revenue Accounts are kept and of any others of which it is. 
desirable to forecast the ultimate financial results. _ 
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APPENDIX 8. 

(See Chap. V, Paragraph 117,) 

Rules relating to the budget estimates of public works chargeable to 
Central Revenues. • 

(!I'.B.-The foi'Die mentioned below are thoee appended to thMe I'Ulee.) 

INTRODUCTORY. 

1. For purposes of general admini!!i:ration, estimates are framed annually 
by the Oovf'rnment of India, of the pr1·bable receipts and expenditure of 
the C'entral Government during the ensuing yp,ar, unrlPr the variou,. heads 
of account enumerated in Appendix '1 to the Audit Corle. Tbe following 
procedure is prescribed for the preparation of such of the estimates as 
relate to pubhc ·works heads. 

REVENUJL 

2. The estimates of revenue should be prepared and submitted hy each 
local Government and other budget authority, til the Accounts Officer con
cerned by the middle of December c-f each year. The latter will, after 
satisfying bimaell as to their propriety, incorporate the fig"Ures in his 
budget notes, which are due to reach the Government of India (Finance 
Department) by the middle of January. 

EXPBNDITURB. 

3. Schedule• of Demand11.-To enable the Government of India to judge 
the relative urgency of the demands n1ade, against the amllunts likely to be 
available for expenditure on the several heads of acc:>unt during the 
ensuing year, Schedules of Demands ,.hould be prepared in Forms Nos. 1 
and 2, and submitted, by each local Government and other budget autho
rity, so as to reach ,;be Department of lndnst.ries and Labo11r (Public 
Works Branch), nol later than th~ 15th Octab~r n/ each year. Relevant 

extracts from Form No. 1, relating to new major works chargeable to the 
major head "'41-Civil Works" should be submitted simultanPously to the 
administrative departments concerned, to pE'rmit the latter to undf'rtake 
an examination of the propoe&ls in thE"ir '"arious aspects, before the ap
portionment of the funds available for such works. 
1 

}Toa-Ae tbP late receipt of the Bchedulee retal'da the budl{et propmma, and eau- eoui-
4erable tnaon venlenca, every ende•vour ehould be made to ensure their timeiJ 1111hlllloiaion. 

4. The Schedules should show distinctly the requirements for neto expen
diture1 and be accompanied by full details and explanations supporting it. 
Any mcrease proposed over tha current year's budgf't, under other 
items of expenditure, should similarly bs justified. In the case of a neto 
item pertaining to "Grants-in-aid", details should be furnished indicating 
the precise conditions and purposes for which it is proposed to make the 
grant. 

NOft.-Expend1tura on the rt>l'lval of a poet or poet& prevtouiiJ held lD abayanoe ehould lte 
treated u "new ezpendlture•• for the purpoee ot thle rule. 

5. The demands for """ work-major &! well as minor-charl!eable to 
the major head "'41-Civil Works'', will be forwarded by heads of depa.rt
mPnts to the local Government or other bud~et authority concerned by the 
15th September of each year. They should be confined, as a rule, to thoee 

- works only which have received administrative approval, in cases where 
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such approval .is required. In making demands for works of this class, 
the figures proposed by heads of departments need not necPssarily be 
adopted. Local Governments and other budget authorities should, instead, 
take into consideration the time likely to be spent. in each case, in the 
fulfilment of all the Tequisite formalities preliminary to the execution 
of the work, and then determine, as aC('tJ/rately aa possible, the amount 
likely to be spent on it in the ensuing year. Whenever desirable, the 
minimum allotment required for any particular work should be clearly 
specified. 

6. For "Minor Works" and "Repairs" chargeable to the major head 
4 '41-Civil Works", the Schedules should present lump sum demands only 
under their various minor heads; but data justifying the total demand 
put forward for each of these two sub-heads !!hould be furnished in tlie 
supplementary statement attached to Form No. 1. 

In the ca!le of irrigation works, a statement of all new works costing 
Clver Rs. 5,000 should be attached to the Schedule, supported by a· brief 
explanation as to ·their necessity. · 

7. A cardul forecast should be made, at the timE' nf the preparation of 
the ScltPdules, of the possible surrt"nders during the current year on 
incomplete works, and the demands therefor, for the ensuing year, regu
la.ted accordingly; vide paragraph 114 of this Code. Applications for 
additional grants, at the commencement of a financial year, for the re
grant of lapsed expenditure of th~ previous year (s£<e rule .U) should thus 
be restricted to items which could not be foreseen in time for inclusion 
in the ensuing year's budget. · 

8. As the budget estimate is not the place for the consideration of 
<:hanges in establishment, care should be taken that all ne<'essary increases 
or decreases, of establishment are fully considere<J, and disposed of prior 
to the submission of the Schedules. In cases, however, where sanction to 
a proposed increase in establishment .requiring the ordl'rs oi the Govern
ment of India has not been obtained, the latter establishment should be 
separately detailed, and the cause of the delay in the submission of the 
proposals fully explained. 

9. The requirements for leave salary payable in India .. and England 
should ordinarily be based on the past three years' actuals, and those for 
passages ("cost of passages granted under the Superior Civil Services 
Rules, 1924" a8 well a8 "Contributions for passages of officers transferred 
to or from other Go'lrernments, Departments, etc.") forecasted as accurately 
as possible. Both should be detailed in the Schedules under the appro
priate units of appropriation. 

10. The demands for establishment should invariably be based on actual 
requirement• and noe on atJeragel. 

11. Except in cases· where the cost. of establishment is adjusted at per
centage rates, the provision for establishment should be compared with 
tha.t for works outlay, and the disproportion between the two, if any, 
fully explained in the letter forwarding the Schedule. 

12. Items of expenditure which are subject to the yote of the Legi~la
tive Assembly should be distinguished from those whtch are not subJect 
to the vote of that body by the addition of the word "voted" or "non-
voted", as the case may be, vide paragraph 90 of this Code. . 

13. The dem~tnds should bP. rounded off t~? the nearest hundred, z.e., 
provision for Rs. 50 and below under a detailed head should be d<>lPtP.d. 
and provision for Rs. 61 and above upto Rs. 99 should be taken as Rs. 100. 

R 2 
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14. Settlement and distribution of gr!Jnls.-On a consideration of the· 
Schedules, the total provisional grant that can be allotted for each head 
of account will be determined in consultation between the Department of 
Industries and Labour (Public Works Branch) and the Finance Depart
ment. These provisional grants will ordinarily include a general reserve· 
under each major head, or a group of major heads, for which a separate 
grant is made (see paragraph 19), for allotments to be made by the Depart.
ment (Jf Industries and Labour (Public Works Branch), during the course
of the year-

(i) for the re-grant of expenditure which lapsed in the preceding
year; and 

(ii) to meet unforeseen and emergent expenditure which cannot other-
wise be met from within the grant concerned. 

Allotments from these reserves for object" other than the following win 
require the previous concurrence of the Finance Department:-

(a) Original works of every kind. 
(b) Repairs. 
(c) Charges for establishment and tools and plant on (a) and (b} 

above. 
15. The amount to be allotted for new major worb, after providing for 

all other* expenditure, wilJ be fixed by the Finance Department, and 
IJ.pportioned among such works by-

(i) the Department of Industries and Labour (Public Works B1·anch), 
with the concurrence of the Finance Department, in the case
of works chargeable to Irrigation heads and the major head 
"41-Civil Works"; and 

(ii) the inter-departmental conference, in the case of works charge
able to the major head "41-Civil Works", if the Finance De
partment decide to hold such' a conference in any year. 

16. The inter-departmental conference, referred to in rule 15 (ii), will 
be convened by the Finance Department, about the first week of 
January of each year. This conference will select the particular works, 
which should be commenced in the ensuing year, from the list of those
new works which have, prior to its assembly, been fully considered, and 
the presentation of which to that body has been assented to, by the Finance 
Department (see paragraph 3). 

The Finance Department will then furnish the necessary distribution 
statement to the administrative departments concerned, as well as to the· 
Department of Industries and Labour (Public Works Branch). The ad
ministrative departments will next take immediate steps to obtain the 
requisite approval of . the Standing :Finance Committee to each of the 
items selected, where necessary, and also the exptmditure sanction of the 
Finance Department, vide Rule 27 (:l) of the Rook of Financial Powers . 

. The Department of Indu~trie~ and Labour (Public Works Branch) will, 
thereafter, be furnished by departments with information to this effect 
in Form No. 3. 

17. When all the proposals for new major ;vorks relating to each head 
have been referred to, and approved by, the Standing Fir.ance Committee, 
where the approval of that body is required, and sanct.ioned by the Fina.nce· 
Department, thP Department 'of Jndustrif's and Labour (Public Works 
Branch) will make a detailed distribution of the total grar.t for each of 

• 'fhe conourl'f'no~t of tb!l Standin'f Finanr~ Cnmmittt•e ia l'f'qui•·pd to the J.roroeed provision for
llllbo~ worka chargeable to the major head "41-Civil Worb" and will be obtained by the Depar._ 
111en~ of Jnduatriea and Labour (Publio:- Worka Braneh). 
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the heads concerned, and communicate to local Governm~nts and other 
budget authorities the amounts provi~;ionally allotted to them for the fol
lowing year. These allotments will be subject to the vote of the Legislative 
Assembly, or to the sanction of the Governor General in Council, or to 
•both, as the case may be (see paragraph 19}. 

18. Upon the receipt of the intimation referred to in paragraph 17, local 
·Governments and ·other budget authorities shall attend to the very err.rly 
preparation of the detailed; estimates· for those new ma.jor works for which pro

-vision has been made, with a view to the accord (lf technica.l sanction thereto. 
This should be done, as far as possible, before the 31st of March, to 
enable the funds provided therefor to be released when the final allotments 
.are made (see paragraph 21). Failing this, funds will not be allotted, but 
witheld by the Government of India until such time as the projects receive 
technical s~~onction. · 

19. Voting 'of e:r;penditure by the Legislative Assembly, and sanction by 
the Governor General in Council to ea;penditure not 111~bject to the t•ote of 
the Assembly.-Simultaneously with the communication of the provisional 
11.llotments to local Governments and other hudgPt authorities (see para
graph 17) the Department of Industries and :Cabour (Public Works Branch} 
will undertake the detailed preparation of the statements of the estimated 
-expenditure under each separate major head or group of major heads, in 
such form as may be laid down by the Hon'ble the Finance Member of 
the Governor General's Executive Council. 'Ihese statements will. be sub
mitted to the vote of the Legislative Assembly in the form of rlemands for 
grants, the items not subject to the ·vote of that body being shown therein 
in italics. The latter will be sanctioned by the Governor General in 
·Council. -

20. Communication of 1Judget provision.-After the expenditure has been 
voted by the Legislative Assembly, the Finance Department will forward to 
the Department of Industries and Labour (Public Works Branch), state
ments showing the budget grants for each major head or group of major 
heads, distinguishing between the amounts voted by the Le~islative Assem
bly and the allotments made by the Governor General m Council. In 
10 doing, the Finance Department will intimate the provision made for 
each local Government or othl'r authority which submits a separate budget 
-of public works expenditure, and giYe the distribution of the amounts by 
primary units of appropriation. 

21. The provision made for the various local Governments and other 
budget a-uthorities will be intimated to them by the Department of Indus
tries and Labour (Public Works Brnch) by the end of March of each 
year. Funds under each of the primary units "Original Works" (under the 
major head "41-Civil Works") and "Works" or "Extensions and Im
provements" or both (under the Irrigation major heads "XIII", "15"l 
"16" and "65") will be divided into secondary units· "Major Works" and 
"Minor Works" and specific provisions sanctioned for individual ma:jor 
works. Funds provided for major works. ~hich haye not, u~ to the t.Ime 
of the communication of the budget proYiswn, received techmcal sanctwn, 
will be withheld by the Government of India (see paragraph 18). 

22. Detailed tU.tribution of grants.-Up~n the receipt of th~ intimati~m 
-of the final provision for the year, a detailed statement showmg the dis
tribution of funds should be prepared, by !ocal Governments and other 
budget authorities, in consultation. with theu, Accounts Officers, and two 
copies and one copy thereof supphed, respectively, to the pepartment of 
Industries and Labour (Public Works Branch) and the Fmance Depart-

ment, as soon as possible. · 
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23. In preparins these statements, the following points should receivt~ 
attention:-

I. The statement should show the distribution of the final allot-
ments by circles or divisions, or both, or hy canalt, in the cas" 
of irrigation wotks, and by primary and secondary units of 
appropri~ttion, to cover a number of individual works or items. 
It should al110 contain an abstract of the charges by the pres
cribed sub-heads. 

II. Specifics provision should be made for each individual major work 
(see paragraph 21). 

III. Lnmp sum appropriations may be made for minor works and 
repairs or maintenance and repairs in respect of each minor 
head or group of works. 

IV. Provision for ?oted and non-voted items should be shown sepa. 
ratelJ. 

V. The" amounts _and details of the provision intimated by the
Government of India should -be strictly adhered to, and on no 
account altered. 

The distribution statement, when issued, should be regarded as thtt 
authorized programme of expenditure, any change required therein, during 
the course of the year, being dealt with under the rules of appropriation 
q.nd reappropri~tion. 

24. Incurring· of e:ependieure in anticipation of budget orders.-ln the 
nent of the orders of the Government of India intimat.ing the final provi
llion (ue paragraph 21), not being received before the comm!'ncement of the 
tin&ncial year, local Governments and other budget authorities are ve~t.~d 
with the following powers to undertake work and incur expenditure until 
the receipt of thou orders:-

I. All works in progress at the end of the previous financial year 
may be continued. 

Jr•t-The term "Worlrl" I• uoed here In a comprehenefve eenn and conve)"8 Ule meanfn~ 
aalped to It In paregreph 78 ot Ulf1 Code. 

II. Expenditure may be incurred on minor works, refairs and tools 
and plant up to ten per cent. of the provisions. allotment for 
each of these purposes (<~ee paragraph 17). 

III. Expenditure may be authorized on "Establishment" on the 
basis of that incurred in the last month of the preceJing yf"ar. 

25. All expenditure incurred under paragraph 24 must be treated as a 
charge against the allotments eventually made. 

26 • .Appropriation and re-appropriatio-n.-An appropriation or a re
appropriation, as defined in paragraphs 13 and 60, respectively, of this 
Code, is the allotment of a particular I!UID r,f mon!'y to meet expendi
ture on a specified object, and it is a fundamental rule t.hat no outlay 
shall be incurred without such appropriation or re-approp:-iation. In· 
exceptional cases, however (c./. paragraph 58 of the Central Public Works 
Department Code), ~-here expf"nditure is authorired, in anticipation of 
the allotment of funds, or in excess of the existing provision, the autho
rization must be followed, as soon as p('O.Sible, by a formal allotment of 
funds to the extent required. 
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27. The appropria:'~:ion for a unit can be increased or decreased only by 
a. formal order of re-appropriation authorizing a transfer of :funds from 
or to, another unit. In all orders sanctioning re-appropriatio;'ls reasons 
necessitating the addition to, and reduction from, the unit afiect~d should 
be indicated. . · 

28. Local Governments (including the Agents to the Governor General 
in Rajputana, Central India and in the States of Western India the Agent 
to t.h~ Gover~or G~neral, Gu~arat . States and ,Resident at B~roda, the 
Political Res1dent m the Perstan Gulf, the Res1dents at .i-Iyderahad and 
Kashmir, the Engineer-in-Chief, Army Headquarters, the Chief Enp:im>er, 
Central Public Works Department, the Military Secretary to Hie; Excellency 
lhe Viceroy and His MaJsety's Minister at Kabul or, in his absencE', His 
Majesty's Charge d' Afiaires, British Legation, Kabul) have full r•owers to 
appropriate funds out of the sums allotted to them to meet f'~penditure 
from central revenues upon public works; provioed--

(a) that the expenditure for which funds are appropriated has receiv
ed such administrative approval and expenditur~ and tE•I'bnical 
sanct.ion, or other sanction, as is required by rules laid cic•wn 
by the Government of India from time to time; · 

(b) that the amount appropriated to any work does not exceed the 
amount approved or sanctioned for that work by a sum greater 
than the excess which may be authorized under the ru·]es referred 
to ·in (a) above • . 

(c) that funds allotted for non-voted items of expenditure are not 
appropriated to meet votable items, and funds allotted for voted 
items are not appropriated to meet non-votable items; 

(d) that the sanctioned limits for permanent establishment, or the 
budget provisions made for temporary establishment, ate not 
exceed~ · 

29. Subject to the above conditions, the authorities mentioni'IJ in rule 
28, other than the Military Secretary to His Excellency the Viceroy, may 
re-appropriate sums from any primary unit of appropriation to a.ny other 
such unit within and between the major he:J.da "XIIT--Working EA
pAnses", "15" and "16", so long as they are covered by one grant, and 
within heads "41'' and "55" provided:- . ' 

(a) that no re-appropriation shall be made· to meet any expenditure, 
other than contingent' expenditure, which is likely to involve 
further outlay in a future financial year; 

(b) that no re-appropriation shall be made from or to the units 
"Grants-iu-"iJ" or "Pay of Offi.cf'rs", nor between the English 
and Indian grants; 

(e) that, in the case of works chargeable to the major head "41", no 
re-appropriation shall be made from or to the units "!\lajor 
works" "Minot· works" and "r!'pairs", ll.nd, in the e11.s& 
of irrigation works, no re-appropriation shall be mad.~ from 
"\Vorks" to ":Maintenance and Repurs" or 11ice 11ersa; and 

(d) that (t) the provision made for a new original ~ajor work shall 
not be re-approp~ia.ted to any ot~e~ work _or 1tem;, and 
(ii) a re-appropr1at10n from an ongmal maJor work m progress 

· shall be made only to a work or works of the same category. 
(e) that unanticipated credits, i.e., credi~s not provide.d for _in the 

budget or in excess of the am?unts mcluded therem, whtc~ are 
accounted for as minus expenrhture, shall not be reappropnated 
to any work or item. 

· Note 1.-The Milit .. ry Se-Jrebrv to Jlis Excellency the Viceroy is empowered to re-arp•·op.riat& 
fundi from original worko to repairo or tlico t>erotJ in connection with the fum•tu .... 

rran• for the Vicereral Estatell. 
Note 2.-Re-appropriation of petty sums should l>e avoided as far as possible. 
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ao, The extent to which the foregoing powers may be re-delegated shall 
he as follows :-

Provincial Governments • • • • } 

The Engineer-in-Chief, Army Headquarters • 
Full powers. 

His Majesty's Minister at Kabul or, in his 
absence, His Majesty's Charge de' Affaires, 
British Legation, Kabul. 

The Chief Engineer, Central Publio Works Full powers, subject to the 
Department. condition that the limit of 

expenditure laid down for any 
particular house or houses is no11 
eXCeflded. 

The Chief Commis.'lioner, Delhi •• 

The Chief Commissioner and Agent tCJ the 
GCJvernor-General, Baluchistan. 

The Agent to the Governor-General in 
Rajputana. 

The Agent to the Governor-General in 
Central India. I 

The Agent to the Governor Gener81 in the I 
States of Western India. 

States and Resident at Baroda. 

The Political Re~iden~ in the Persian Gulf •• 

The Chief Commissioner, Coorg. • • • 

Full powers tD re-delegate to the 
senior engineering nfficer in the 
Administration or branch of 
the Administration. 

The Resident in Kashmir •• J 
The Agent to the Governor General, Gujaratl 

The Resident 8\ Hyd~rabad • • • • fNo powers to re-delegate. 

Tbe Chief Commissioner, Andaman and 
Nicobar Islands. · 

The Chief Commissioner, Aden • • • • 

The Military Secretary to His Exoellencyj 
the Viceroy. 

31. Where the conditions specified in para~raphs 28 and 29 are not ful
filled, the san~tion of the Government of lndia. in the Department of In
du"ltries and Labour (Public ·works Br:.tnch) should be obtained to the 
appropriation or re-appropriation. Applications for additional funds and 
re-appropriations of funds !lhould, as a. rule, be accompanied by statements 
in Forms Nos. 4 and 5, respectively. 

32. The Controlling Officer, at whose disposal an appropriation for a 
primary or secondarv unit has been placed, may, out of it, subject to 
1he restrictions in rules 28 and 29, allot Iunds for expenditure on a specific 
item, or group of items. He may distribute the funds placed at his dis
posal among the Divisional Officers wc•rking under him, rt>taining such 
.runounts in "reserve" at his disposal as he may <10nsider nf'ccssary. The 
sum total of all appropriations made by him ·from a. unit sh01:ld not, 
h?wever, exceed the amount of the unit, or portion thereof, placed at his 
d1sposaJ· 
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33. Control of e~penditure.-ln the case of the seoondary unit "Original 
Major Works", the Divisional Officer will be responsibl~ that:-

(t-) no exp~nditure is i_ncl!rred on. any origi_nal major work "'ithout 
a spemfic appropnat10n for xt, except m the case of unfinished 
work of ·the previous year which is likely to be ~>ompleted in 
the current year for Rs. 500 or less ; - -

(it.) the expenditure on each original major work is limited by the 
amount of the specific appropriation, sanctioned for it, and the 
excess expenditure over such appropriation, unless the excess 
is Rs. 500 or under, is covered at once by an additional allot
ment of funds ; 

(iii) the t<o>tal expenditure on all original major works of the 
division, under each unit of appropriation, does not exceed 
the total of the appropriations made there:for. 

In respect of expenditure on the secondary unit "Minor Works", and 
-other primary and secondary units, the Pivisional Officer will be respon
sible that the expenditure is kept within the appropriations for each unit 
as placed at hii'l dispoRal. 

34. Ezpenditure not provided for in the budget.-Expenditure for· which 
no provision has been made -in the budget estimate of the current year 
-should rarely, if ever, be incurred. · 

35. If, for exceptional reasons, expenditure, which i~ ·either not provided 
in the budget of the current year, or is in excess of the budget provision, 
has to be incurred, and if the authority incurring the expenditure is either 
not in a position to find funds by re-appropriation, or is not empowered 
to sanction a re-appropriation therefor, application for additional funds 
-should be made to the next higher authority stating how the expenditure 
is proposed ·to be met. In doing so, it should invariably be explained 
why the need for the expenditure was not foreseen in time for inclusion 
in the budget. Reasons should also be given for considering it indispens
ably necessary that the outlay should be immediately incurred and not 
postponed to the next financial year. It should be borne in mind that 
excesses over the grants voted by the Legislative AssemPJy rrquire the 

-sanction of that body, and expenditure on a new service not contemplated 
in the budget requires a supplementary grant from the Legislative Assembly 
if the expenditure is votable. · 

· 36. In all applications for sanction to expenditure, it should be distinctly 
stated whether provision for the proposed charge has or has not been made 
in the budget estimates of the year, and, if it has not been made, whether 
the funds can be found by re-appropt•iation. In the latter event, the pri
mary unit or units from which it is proposed to re-appropriate funds 
should be indicated. · 

37. Supplementary and additional g·rants.-If, during the course of the 
year, it is found-

(t.) that the budget provision for a head or a. group of heads is 
insufficient; or 

(i") that additional provision is necessary for fresh expenditure ~ot 
included in the budget, which cannot be met by re-appropna.
tion·; 

it will be the duty of the administrative .department concerned with t.he 
proposed extra. expenditure to satisfy the Finance Department as to t~e 
necessity for the additional funds th!lref<"!r· In the eve!lt o~ the expendi
ture requiring the vote of the Legxslatxve Assembly, 1t will further be 
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necessary to obtain the approval of the Standing Finance Committee there
to, prior to the presentation to the Assembly of the demand for a supple
mentary grant. The supplementary estimates to be· presented to the 
Assembly will be in the form of demands for grants which will contain 
a statement of the total additional grant propost>d, and a statement of 
. .J.e detailed estimate divided into items under each grant. 

38. Ret:~w of qrant1.--In order to utilize the total resources at the dis
oosal of Government to the best advantage, local Governments and other 
budget authorities should carefully review the progre"' o.f expf'nrliture 
against the appropriations placed at their disposal, and submit to the 
Department of Industries and Labour (Public Works Branch), early in 
Decf'mber Jf each year, separate statements for each wajC\r head show
ing the anticipated savings or excesses under tho various units of appro
priation. These statements should include only such items as are beyond 
the pnwers of appropriation and re-appropriation of the budget authority 
concerned, and be prepared separately for voted and non-voted expendi
ture. 

N<lft 1.-The officer controlling the funds mould take Into account aU adjuatmenfle that ean 
reuooably be foreaeeo, in conaultatioo with the Account. Ofllcer, if necessary, and enoure that; 
the revloed forecut of ezpenditure agaioot the appropriation Ia u accurate aa poooible. Thia, 
however, will not preclude auboequent cbangee, which could not be foreoeen at the time of the 
l'e'fiew, being eflected. All application• for auoh modiftcationa requiring the orden of th• 
Oovemment of India ohould be aubmitted in auflloient time to reach the Department of Ioduatri• 
and Labour (PubUo Works Branch) not later than the 6th March of each year. 

KOft 2.-Aa controlling ofllcera are reoponoibla for tbe eflective control of their ezpenditure 
&«&loot appropriationa, a quarterly review of the ezpenditure ohould be conducted by them till 
the and of September; thereafter, the ezpenditure ahould be l'e'fiawed by them monthly noW the
elooe of the year. 

39. On reeeipt of the statements, the Department of Industries and 
Labour (Public Works Branch) will, wherever empowered to do so, transfer 
savings to -meet excesses within the grant, and, when re-appropriations are 
beyond ita powera, and the sanction of the Finance Department is neces
sary, take steps to obtain such sanction. It will al~o forward to the 
l?inance Department, before the middle of January of each year, a. state
ment comparing the total anticipated expenditure with the sanctioned 
grant, with a view to obtaining a supplementary grant from the Legislative 
Assembly in the case of excesses over voted expenditure, or to that Depart
ment sanctioning an additional grant, if the excessee relate to non-voted 
expenditure. 'Vhere, on thl" other hand, important savings are foreseen, 
the Finance Department will issue in!'ltructions withdrawing the corre
sponding amount from the sanctioned grant. 

40. Rush of e:xpenditure.-It should be clearly understood that it is con
trary t.o the interests of the State to spend mont>y hastily, and in all ill
considered manner, mainly because it is available. It is far more in the 
public interest to surrt>nder funds, that cann()t he profitably utilized, so 
that tht>y ma:v be diverted to other objerts which wonlrl otherwise have to 
be held in abeyance for want of monel. Failure to spend the total 
allotments made to executive officers wil not., in orrlinary circumstances, 
operate against them in any way. They should, therefore, freely surrender 
all mont>y that cannot be expended . economic'l.lly. Serious notice will bft 
taken of any officer who acts in disrt>gard of the!le ordf'rs. 

41. Lapw1 and tllei.r re-grant.-Expenditure likely to lapse should, as 
far as possible, be provided for in the Schedule of Demands for the 
ensuing yt>ar (~ee paragraph 7). In cast>s where this cannot be done, howeve~, 
applications for the re-grant of lapsed expenditure that can be economi
cally utilized in the new financial year, should be made ir, Form ~o. 6, and 
submittAd to the Department of Industries and Labour (Puhhc Work;s 
Branch) as ~oon M possible after the 15t-h May- of each yt>a.r. These app!J
ca.tions will, as a rule, be met in full. 
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REviSED EsTIMATES. 

42. Revised estimates should be prepared by the budget authority con
cerned and submitted to the Accounts Officer by the middle of December 
each year. The lattPr will make such alterations as seem to him to be war
ranted by the available information and include the proposals in his. 
budget notes. A copy of their proposed estimates should be submitted by 
the budget authorities direct to the Finance Department by the same date. -
ne figures shown in these estimates should be based on the latest avail
a.ble information as regards actual receipts and expenditure during the
tear and anticipated receipts and expenditure during the remainder of the
year, and should show in an abstract form the probable variations as 
1ompared with the sanctioned appropriations. 

43. The revised estimate is a forecast of the expenditure likely to be
incurred during the year, and the figures entered therein, even after they 
have been accepted by the Government of India, should not be regardlld as 
authority for the modification of grant,;. In cases where the a.ctuals are 
expected to differ from the appropriations, as modified to date, separate
action should be taken to obtain additional funds, or to surrender savings. 
as the case may be. 

REGULARJZ4.TION- Ol!' EXCESSES OVER I!UB-B'EADS Oil' A GRANT AFTER THE 
CLOSE Ol!' A YEAR. 

44. To enable the Government of India to ascertain the causes nf savings. 
and C:T..cesses under diffdrent sub-heads of a grant, and the r<'asons why 
Eteps were not taken in time to surrender the savings or to obtain-neces
sary funds to cover the excesses, a statement in Form No. 7 should be
prepared, annually, by local Governments and other budget authorities and 
submitted to t.he Department of Industries and Labour (l:>ublic Works
Branch) by the end of December of each year. If, as a rl'sult of the 
scrutiny of these statements, the system of control of l'xpenrliture is found 
to be defl'ctive, necessary ino;truction>~ in the matt.er will hi' issued by the
Department of Industries and Labour (Public Works Branch) to the
authority administering the grant. 

lfon.-Separate 1tatemente ehonld be prepared for each grant. 

45. If the grant as a whole has been Pxceeded, sanction should be
obtained to the excess from the Finance Depa.rt.m~~nt in the case of non
voted expenditure, or from the Legislative Assembly in the case of voted
Pxpenditure. 

MISCELLANEOUS. 

46. The f'stimates for the Irrigation major head "14-Interest on works
for which capital accoun~s are kept", . and for "R';funds" pertaining 
to public works heads wtll be dealt wtth by the Fmance Department 
through the budget not~s, in direct comm•mication with the Accounts Officers. 
concerned who will consult the local officers where necessart. 



"252 

.No.8] APPBNDICBS. 

FORM No. I. 

Schedule of Demands"for Civil Works-Central, in.----
year 19 -19 • 

for the 

(Fi17ures ]or "vote£t and '' non-v?tetl" to be shown separately against ear.l& 
item.) 

Sob-bead. , 

-

J..,-O,.igilaa.l W'orka·-Bt~ilclins.-

Customs.: 
Taxes ... 
Salt ... 

.(and so on excepting " Civil 
Wi>rk ").-

Civil Work,-
( i) Buildings 

(ti) Loues on Stock 

Totul 

B.-Original W'orh-Oommtmil'a• 
,itOIIII- . 

(Here detail ench item rclatin~ 
to a new road project if the 
tow.l cost th~reof is Pat!matetl 
to co>t over Rs, 11Rkh) ... 

Miscellaneous char~• ... 
Charycs en road development met 

from subventions from the road 
development account ... 

Total 

W ork11-M iseella· 

D.-ltt>eerve with local (lo.-ernmetJts 
for Odgin!\l Works ... 

Tota.l for Original Works 

PART I.-Abstract. 

.\ctnala Budget Revised I Rtmarka 
for estimate estimate Demand explaining for for 

19 -19 19 -19 19 -19 for the 
(pTerious (cnrTent tennent 19 -19. inCTeaee, 
·year). year). year). if any. 

Rs. R•. Ra. Rs. 

1-----------1---------1·---------------1 
---------1 

I 

I 
-------~·---1 

--I 

I 
I ------ -------·1 

I I 
E,-Repatr11-Butzding1t • • ----- ------- -------~ 
1!' .-Repair11-Communicarion1t •• 

. G.-Repair11-Mi8Cellane01U • • ~ 
H.-ReSl'rve with local tlov'!rnments 

for Repairs ... •.. • .• 

Total for Repairs ... l----l·--l----, 
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PART I. Abstract-contd. 

A.ctnals :Bndget Revis~d I Reu:arks estimate estimate for for for Demand explaining 
Sub-head. 19 -19 19 -19 19 -19 for the ;.: 

' (previous (current (current 19 ·19 increase, 
year). year). year). if any. 

I-Eatab_lishmmla- l!s. .Rs;. Rs.r Re. 

I. 1-.Roacl rEngt,nee, with the ' 
G0t1emment of I nd.ia-
I. 1. (1).-Pay of officers ... 
I. 1. (2).-Pay of establish· 

menta ... 
I. 1. (3).-Qther.~hargea .. 

--------------
To~l ... 

--------
I. 2.-C'h.ie/ and Superintending 

Engineers and Special 
Officers with utablishmmta-

I. 2 (1)-Pay of officera ... 
I. 2 (2).-ray of establish-

menta ... -... 
I. 2(3).-0ther charges ... -Total ... --------------

I. 3-E:r:ecuritJe Eatabluh-
mmt.9--

I. 3 (1).-P .. y of officers ... ' 
L 3 (2).-Pay of establish· 

rnents ... ... 
I. 3 (3).-0ther chargee ... --

Total ... --- ; 

I. 4.-0ther eBtabliBkments (in· 
eluding eBtablishmem charges 
incurred in England)- . 
I. 4 (1).-Pay of officers in 

India ... 
I. 4 (2).-0ther Jndiun charges 
1. 4 (3).-EnglU.h chargee .. ; 

--·------------
Total ... ------------

I. o.....:...Eatablishment chargu 
ereclited to other Got~emments, 
Departments, eto. .. 

------~------ ----
L 6.-Deduct-EBtablishmem 

chargu recot16recl /rom other -

. 
Got~emments, Departments, etc./ 

_Total for Establishments ... I j 
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PART I-Abstract-ccmcld. 

Sub· head. 

-Tf~QU and Plafii-
J. 1..-..BaK ..nppliN • • 
J, 2.-R•-pnin aud C"rrln,e • 
J. 3.-Toolo aod plant chargee 

cred.ted to other Gov.-.n
mont.o, llepartmr nta, etc, 

J, 4.- Dedtu:t-Tool• and 
Pla"t eh.rge re•·onred from 
other Govema;en~, Dt>p&r&· 
monte, ete. • • • 

Actoale 
for 

11 -19 
(1.tevions 

year). 

Burlgo:t 
eotim .. te 

for 
19 -19 
(curl'eDt 

year). 

Rs. 

ltEVioN 
eltimate 

fur 
19 -19 
(cur~ 

year). 

Demand 
for 

19 ·19 

Rs. 

Total for Tools and Pl,.nt 

-----1-----1------~----' -fh'ant•in·atd, Oon,ribuliou, .. . . . . . 
L.-Suape-

L. 1.-Sto•·k-
'L. 1 ( 1).-.:har;rea • 
L. 1 (~).-Deduc,-IIIUl'fl 

wo. b and other crrditl 
to 

Total 
----1----::----l----

·1-----1----'1-----1----: 
L. 2.-0tbrr su•penae aooount.- I 
L. 2 (lJ.-Chsrge• • • 

L. 2 (i:). ·Dedud-Reooveriea, ~----I----
Total , 

Total for suspense • 
. ----1-----:----- -----

11,-Dednct-.Fnglid cod of 
•torN a11d e.l .• bluAm,•t. 

(tal 
I 

N,-I!':JepB~diture ttl E>~gl.JAd 
par £ loo lt .. l3·1J3)-
N 1.-Stoea • 
N. 1!,-K1tllbli.•bment • 
N. a.-Sundry itema • :~-~--~--'-._1 
Total for expenditure, in I 

England • • • 

~-----1--·---:·------------o().-L~· or gain by exchange • I 
----1-----.---·--------~ ~.-Derlv .. t.-Amount met from I I 

an bveution frvm the road de- - I 
velopment account. • , , 

{

Voted .l---l-__;,.-:1----~-----
Non-voted • I 

1----1------~:----,-----

Total 

GBA!Il) TOTAL 

Remarb 
explain• 
ing the 
increaae. 
jf any, 
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Schedules of Demands for Civil Works- Central in for the 
year 19 -1 

(J'iguru for ., tJOted " and •• non-voted " to be ahilwn aeparately againal each 
item.) 

Snb-heod. 
-

A. 1.--Cnatoms-

ft') Major Works 
(it) Minor Work1 

A. 2,-Ta:z:es--

(i) M•jor Works 
(it) Minor Works 

Total 

PART Do-Details. 

(i) Original W or~Bo 

Actuals · Pndwet Revised I estinute e~timate for for for Demand 
19 -19 19 -19 19 -19" for 

I (previona (current (current 19 ~19 
,yea), year). year).._ 

-
Rs. Rs. Rs. Rs. 

----------------
------------------

Total 0 

1-------t·-------t-------~~ 
(And so on in respect of all otb•r 

minor heads .-:z:cepting '' Civil 
Works ••, sa laid down in Ap· 
pendi.x 4 to this Code) • 

A,.-Civil Work-

(a) Buildings-

(i) Major Works 
ttl) Minor Works 

(b) Losse1 on I! tock • 

Total 
Total Original Works-

Building• , 

1----·1-------1-----r-~ 

-B.~riginaJ WorU-Commvni- ,___-- ----t----l----
catiora8-
B.-I., B.-2., etc. [Here detail 

ea~h item relatil•tr to a nrw 
road J'"l'•·ject (whether of new 
constrnctio" or of od !i'•ons and 
alterations) if the total cost 
thereof is estimated to coat 
over Rs. llakh] , o o 

Remarks 
explain• 
,ing the 
mcreaae. 
if any. 
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PART U.-Details-conttl . 
. 

Actual a Budget Revised 
.ltemarka estimate· estimate for for lor Dem:md explain-

Sub.-head. 19 -19 19 -19 19 -19 for ~the 
(previous (current (current 19 -19 increase. 

ytar). year). year). if any. 

Rs, Rs. Rs. Rs 

B.-Mi•ceZlaneow cAarge-

(i) 10tber Major Works . 
(ii) Mioor Works . , 

B -T!laarge• o• road and develop-
menl mel from ~t<bHIItiOJtl from 
tA1 road development account-

-
(i) Mojor Works . . 

-
(ii) l!iuor Worb . . 

----- - - ----
Total Original W orka-

Communications . 
1-----.. 

C.-Ortg\n11l Worke-.fli•cellc.· .. , ... -
(i) Major Workl . . 

-
(ii) Minor Worka 

--·---
Total Original W .01 k-

l'discellaneoua . 
' ---. I D.-R .. .teru (tj ang) for nJore• 

i '''"Original W11rb- I 

---
Total for Original Works . . 
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PART D.-Details. 
(#) Establishment. -

~ ~~ ~~ a) 

'7 .$~ 3~ '1 
~I .~~- .m~ 2l 
... i: i .... 
~ 8 .. ~ ~ .2 
...... I • ~ t ""-=' 

..... > -; - ~ .....:. a= 

1)etl\ils, 

~ :l .., :a •M ~ ell 

' -, __ '- ., ~ ~.., !~.. ~;: ~ -L 
~ ~ Rs. • Bs. . Bs, ·. Rs. 

I.-·.Boc . v [;1:.1 • II 
tke Gc;n!rnmu t of lndia.. I 
I. 1 (1).-"ay of otRcers • y · 

('l'o be detailed). ; 
I. 1 (2).-Pay 6T establish· 

mPnts 
· (To be deh/Led), 

I. 1 (3).--Qther char~~:es-
( All JWaoces to be detltiled 

an.tlump sum .,rovision 
to b•l enter·c.t !or con• 
t.i:~~;eneies) , 

Total I.-1 

I. 2.-0/ii,ef and Superinfend
illf!: l<ngirteet•a and Special 
Officer• witA eatablisll
mett!ll-
I, 2(1).-Pay of ofliccrs .. • 

(To be det.ailni) 
.t. ~ (2),-Pay of establieb

menta-
(To be dat.>i!e,l). 

J, 2(8),--0ther ebarg-
, (Allow"nces to be ,tetaileol 

. ... and lump sum provision 
to be e··tcred ·for MD• 
tingencies). 

. ~ ' 

I •, 

·, 

257 

[No.8. 

-----.--------
Tot-tl I.L-2, 

I. 3.-E:II:ectlfi"e ntabUBTI· 
men! II-

. I. 3(1).-Pay of officers·-
(To be detailed). · 

I. 3(2).~Pay of establish
mHnts-
(To b~ detailed). 

I. 3 (3).-Utloer cbo.rges-
(Ailowano·es to be detailed 

a•.d lump sum provision 
to be ent..red for oon
tingonci~s), · 

Total J.-3 

--- --- --- ---- ----

-----·-··---
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PART D • ..;_Details.-contd. 

. . .. .,...:. 

I 
., 

.Nom'bers. f;"'i:'" ca: ,.Q . 
a> ...... . ... .. ... ... ... a> liD .. 

.s-:; ·= I ... "' . C! I -~ .. 
.~ " ., ·= ;... ~:i "' .. ·' tl s 1:: =g "' "'" :·i 

Details. ... ~ ~~ ... ~·, . . .. .... =!';:I 19 o• . .... .. .. 19- ....... 
CD Cl> .2 "':i c oo'": .. ~ ....... "1:1 .... , ., _ .. 

Q) I 

-~0> = ... 
!~ ~ .. a :3 "S!,. a ....... / . .,_ .. .. .s 
< p: Q 1)::: 

1--- --;:; I, '··· OtAtr ,.t .. 1JTi-olme•t• (tn• Ra. Ra. 
cl•din.tl '•tabltaAIIIe•l dargeB .. . ~ 
inct~rrrd '" Ertgla•d}- ..... 
~- . 

I. lit(!).- Pay of oftic:en iu 
lnrlin-

(To be clt>tailed). 
I. 4 (2).-0ther ludiau 

c:ha"2f'-
(Tn bP dl'tftoll'll), 

L 4 t:t).-Er•trlifh c:har~a-
(t) LeRYI' •a.ary . 
(\i) Over-• JlRY . . ------r--·1=1 Total I-4 . --- -

1. 5,-.lf.tlablirlflle"l olCU:fii'B 
crrdif d tu otltl'f' Go_,,..,,.,,. 
Deparlntffll~, etc. 

I. 8.-T>etT.,ci-E•tabli.Jm••l 
rAarg"• t'I<'O' ered .fr'•"' ofA~~r 

Go.,er•m•"'"• Veparlmertta, 
etc. ---

Total for E•tab!ishmPnt . I 
(iii) Granta-in-aid, Contribtl.lions, de. 

Budllet Revisf'd I 
Demand I . Actnhls utimate e•timate 

for for 
f•·r I for 

Partic:o lara. 19 -19 19 ~•9 19 ·1!1 19 -19 Uemarka.. 
(previona (current (carr• ut 

year). year). year). 

Rs. R~. Ra. lla. 

-
I i 
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APPENDICES. [No.8. 

PART n-A.-Major Works-Civil, included in Part n (1} for 19 -19 

(.Figures for •· fJoted" and" non-fJ'ated ''tO be shown separately fiU'!-~nst_each 
item.)· 

"' Probnble outlay to end of .., ... 
~ . ;!~ - pl'(.vious y .... r, if ""Y· 

>a ... : .. 
0 ..,'0 

I 
. <> .., L iii a.~ 1i: .. = . 0> <> "' 

.., . ..... bO"'" Particular& of the work. <> ... I 
~ ~.§ r .. ... ., . - "" """ I . .... q..r•= ...:-= f .. .!O> o a 'o .; 

!.:4 I'! "' I I "" ~ ,c .... d· ..... 11: = .. .. .. !:I) l .. ~~ t;. .. 
... 0 

~.2~ 1.s Ei ! "'ilii: .. c .. a: 
f;r;l fo1 ll< e-o Q 

------ ------ --- ---
Rs. Rs. I Rs, Rs, ~~~· I 

I . 
But.latng- (Here add 

th"word I : 

"'•pprox· 

I 
imatt·11 

if the 
work is 

j not tech-
nic9llv 
sanction· 

•'·' , 
Custome-1-

• • • • 
• • • • -- ··-· 

Taxea :-

• • • • .. . .. -' -
(And soon)-

,-c~= 
Com-tticati.oftll- -----~ 

• • • • -

• • • • 
I __ . I 

---~---
I -~-

-~---
Mi•cellaauw-

• • • • 
I 

---
I _____ 

-· !· ---1-- I ---_--,- ·- . 
Sll 
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_ PART II-B.-Minor WOrks estimated to cost over Rs. 2,000 included in Part I 
for 19 -19. 

I Probable I 
E~timated I espeDdi-

tore to Demand 

I 
Ol·der 

. Particulars of the work. eost of end of for of Remarks. 
the work. prl'Viou~ 19 -19 urgency. 

year, if 
! any. 

,--
I 

Rs. ! Ra. Rs. ! 
' I 
' ! 
' 

;BIIildtfl91-
. 

' 
I . 

Customs:- I 
a ' . • • • • I : 

I 
I 
I 

Tase;~s-

• • • • • • 
(An~ 10 on)_ 

-

I I 
-

Total 

. -
I 

Co,;lnlfn\cario ... --
I 

• • • • • • 
• • • • • • . 

~-
----

Total . 
-

MiaoellaneoNI-

• • • • • • 
------

·I Total 



ART II-C.-Supplementary Statement ·showin_g expenditure en Minor Works and Re~airs under Civil Works. Central, 
' durmg the past five years, 19 -19 • . 

I -
Minor Works (limit Rs, 20,000}. Repaira. 

. . ,. 
I 

I Probable cost I Remarb. 
of all Central Ft>rcrntage (H~re add 

I buildings that rate that I any other 
will be borDe may be taken information 

Year. I on the F. W. for all1'8pairs Total length that may 
lcommu· 

' 
Build· Mhce:- D. book a bv Civil for buildings Commn• of ro•ds 111ain· Miscel• help to 
iugs. nica- laneous. ·rota!. the end of build· and Miscel- nica- tained with laneous. justify tbe 

tions. 19 ·19 . ings. laueoua re• tiona. average mile· demand put - cun ing itema age rate. forward.) 
I Inch as rents,· 
I taxes, etc. 
' --- --- ---.- - -

R~. Rs. Rs. Ra. Rs. R•. Rs. Rs. 
I 
I ' 
I ; 

I 

'1 
' . ' 

. 
' 

I 
i 

Total for 6.ve 

~----.-~-----------.. ---~--·-
years. . ----1 \_· -' ---....---- -----. i-1--::-1-- I •' 

\ ~- I I Aver~e for one 
year, 

-
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FORM No.2. 

Scheduls ol Dsmanis lor Irrigation, Navigation, Embankment and Drainage 
workJ im th' Province lor the year 19 ~19 • 

(Fig"resfor " tJoted, " antl " non-voletl " to be ihowr& separalelg '.lgainsl each 
item.) 

-

Sub-bead. 
,' .... :\ 
~ 

.. ; .. - .. 
... ~ .. ;. ~'. 

ExPIIlfDIT17BB OBABGBD !rO 
I<BVJnrt7B, 

XIII--Litduot- Work\rtg e#Dp••••• 
Irl"ig.,tiO'TI, Nariga.:;o,., Em· 
bta•.+-mrrtt a• I Dl'oJuage lYurh 
Jor wiid Ca • .,.f,tal .4ooo•nl• ar• 
kept .• 

: . PrHv.atiPI Worlu. 
. . (A)· Canal:-

1. E:rten.ions and improvements , 
' .. 

·z.~ M~intenance and rep'iira . •. 
a. Eatablisbmr.nt (oUa Part II) 

4. 'Toole and Plant (vide Parll iii), 

&, Suapense (eid• ~Mt IV) 

11. D eduol - 1<41glisb cost of ttons , 

'1~ Expenditure In E11gland , 

S. Loss or galn b.7 Excbsage 

Tutal for ( \) CAnal 

(B) Comal :-
1 to 8 aa shown under (A.) Canal 

above, 

PABT I. 
I 

Actnaja Bndget Revised I Remarks 
fnr estimate estimate Demand explain• for -f~YP 19 ·19 19 -19 19 ·19 for in!f the 

(previout (current (cumont 19 -19. . increool8, 
year). if any. yeiU), yt>ar), 

Rt. R1o R,. Ra. 

~------~------:--------:-------1---------
1 

----~--1-1--

. ------,--~~-----~~-------
~----~-----~------1·--·----l--------

· : 'Iotal for (B) Canal , 

Tutl\1 Productive Wo~k• , 
U•prvt'uct·•• W"rke, 

(C) \Jnn•l:-
1------1------------ ----

1 to 8 as aho•vn undo~~(!) Can'\! . 
'l'ot.l (1~) Canal aud Unpro>duo• 1----·1--·---

t•vu Work• , • , , 

_____ , ___ _ 
1--- r---·- ----1----11----

Orand Tot•l M•jor Head 
•• XIII-DB o1tCt-Working 

pense~ •• • • • 

. 
Ex• 

-----------------·----·--------- ---



Sub.bead, 

--- ---~-------
11.-0tn~r ,.,.,enue 11#6pendi,tMe 

jma,ncell fro• Ordina,ry 
R6flllfi'II.BIIo 

l&-A,-I,.,igation W'ork11. 

1, Worka. 

2. Extensions and Improvemants 

.. B. Maintanance and Repairs 

.:: 4o, Establishment ( "~" Part II) . 
l I'>'• . 

IS. Toolsand 'Plant (11we Part Ill) 
4:). 

G, Other charge& 

'1. Bnapeme (tilde Part IV) 

S. Grsnts-in•aid, , Contributions, 
ate. 

(To be detailed) • • 

9. Ded110t-English cost of- -
....:. (i) Stores , 

(ii) Establishment • 
J,O, Expenditura in Eugland-

W F:tores • 
(ii) Establishmant 

11. Loss or gain by Exchanga 

'J'otal • 

15-B.-NatJiga,ti""• Embat~kmeflt 
. and Drai.na,ge WOt"h. 

1 to ll as shown under 15-A above 

Tot&) 

Grand Total Major Head u15" 

APPE..'il>ICEB. 

Actua.ls 
for 

19 -19 
(prPvious 

year),· 

Be. 

Budget 
estimate 

-fur 
19 ·19 

(cnnent 
year).· 

Bs. 

Revilllld 
estimate 

for 
19 -·9 
(curr,.nt 
)Bar.) 

Bs. 

Oemand 
for 

19 -19. 

263. 

[No. S.. 

Rtomarks 
explaiu• 
ing the 

in<.orea.e, 
if any. 

r \ · · 
~--1---~--~--

-------1---1--, --, 
--

I --------,--.-_ 
----1----1-~ -__ I:__,...-··· 

16.-Co•utrvotion of ],.riga.fion, 
Na,rtiga,lio .. , Embankment a,nd 
Drainage W'orh. I 

Share of Capital l'h~rgee on T rri• 
_ gation Works (cost of works as 

well u gPnt>rsl cha.rges financed · ~ 
from ordinary revenues) , • ~-. -[--_ ___ _-___ -_.;.. ___ ...:., ___ _ 
Total Major Head "16" 
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Sob bend. 

Capital Ea:penditlll'e rtot cka,.g41 
to Ret~ertt~e. 

55-Construction of irrigation, 
naviglltion, embankment and 
dr4inagt~ work£. · • 

!~"'{!~:~~:··., orrr-
(i) P~""o~llctit•e Work•:-

1'-

.(A) · Canal :-

1. Worb 

2. Eslablishment ( 11ide Part II) 

s. Tools and Plant ( uide Par\ II I) • 

4. Suspense (11ide Part IV) 

5. Dedtlct-Engli•h coat of eflores , 

6. Expenditure in England 

APPENDICES. 

Actuals 
for 

19 ·19 
(.previoua 
ytar). 

Budget 
estimate 

for 
19 ·19 
(torrent 
;year).. 

I 
I 
' 
t 

I 
I 
I 

I tevi•ed Remari:a e~timate 
for Demand explaining-

1 9 ·19 for the 

( current 19 ·19. inl'rease., 

year). if ... Y: 

----
Rs. Rs. 

'1. Loss or gain by Excha~e • 

Tot!.\ for (A) Canftl , __ , __ ; _____ , ' 

(B) Canal:- I , 
1 to 7 ae ehown onder i A) Canal . 1 i I .-----, Total for (B) (anal . ------; ----

Total Prodootin W('>rkl • i I 
-·--: I __ 

2) u.,,.odtiCiifle Works:- I I 

l to ~c:-~~~::a:::r (A) Canal' • '1 : I 
Total (C) Caual and Unproductive 1 j 

1'o:~;:oo~ctive.and Unpr~;uctiv~ ~-------- ,------- -·. ~-----
Works . • • ! ___ -----· -----'----

Dedtlot-Shal'8 of C1pit,,) chargee 
financed from ordinary HoJvenuee. 

Net amounl charged to Capital 
1----

1 

----·-----,--
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P .. RT II. 

Details of Establishment. 

(Figure• for "t~oteil" and '' 'Mn·voteri )J t() be skown aeparatel!l again sf 
eac! itent.) 

--------------~----~~----~--~------~---Nombf>r. 

• 
Particulars. 

- .19 • 19 • 

Act 1e Budget Revised I R;,mark 
f ura · Estimate Estimate ' Demand explain· 

19 · '~19 for for 1 for . '- ing 
( . 19 ·19. 19 -19 \ 19 • •. the 
preVJo)us (current (curreot 19 , .. ·-ln~reut>,. 
year • year). yt'tl.r). ' ~ if aoy,-

----------·-------------------~~ ! 

.. ~ ' :" .. ~. 
---'- -· -- --·-----~ --

DmroTiolf. 

Pay of ojJicers. 

(To be detailed.) 

Total 

Other c'ltl.lrgu. 

(a) Pay- of establiabmrnts
(To be detailed). 

, (b) AllowanceB, honorario., etc. 
· . ('l'o be detailed). 

(c) Contiogencies 

Rs. l Rs. 

. . . I , 
-· -~~~----

--~--

[ 

I 

Toto.! 

Total Direction 

-;-_--. -~=
' --,--:---. -, 

'Pay of ojficers. 

('l'o be detailed). 

Toto.l 

Other charges. 

(a) Pay of establishments
(To bo detailed). 

(b) Allowances, honorr.ria, etc. 

('Io be detailed). 

(c) Contingeneie• • 

'J'ot.al 

Total Executive 

------------------
I 

I 
-.---r-. -,-1-
----,----------- ---------

---.---- ----- ------
-.--:-------. -~~~-

i . 
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Numbers. 
~--.,.---

Part:cularso 
19 • 19 • 

APPBNDIOBS. 

A• tu 1s Budget I Reviaed 
cf a ~~stima1e Estimate 

·•" for I for 19 -~~ 19 -19 19 -19 
(JITPVJO)UI (cnrrent (current 

year • year). year). 

Rem•rkl 
Demand ell'plaio-

ior ing 
19 - the 
19 • 

1

. inereaee, 
if any._ 

--~--1-----------:---1---,---1----:---

Rs. R~. I R~. Re. 

0THBB ll8rABLI8MBlfT8 (Ilf• 
OLUDilf& . 1!8TABt.l8MICIT 
OIIAB&BS INOUBBBD 1:00 
E:NGLAJIID)· 

Pa.g of olfleM'eo 

(Spec-ial 
ment) • 

Rennue 
0 • 

(To be detaUOO.)o 

Total 

OtAM' INl.itJ• clargea (i•clttd
'"' umou•t• pGiiJ to ollaer 
G'.li18t'•ment•1 D11partflldnt1; 
ric,). 

(o) Speeial Revenue e.tablieh· 
mant-· 

('fo be detailed). 

(b) Wat.er regulation-
• 

('l'o be dehiled)o 

(o) Patwariee • 

(d) Feea to Lambardara 

(11) Metlical esbblisbment-

(To be detailed). 

(f) Allowance.-

., (To be detailed), 

(9) Contiugenciea , 

(A) E1labliehment c"har!lel eredit
ed to other Oovernment, De
parlments, etc • ..., 

(To be detailed). 

------- -------:---
......,~,.---1----1·-----

Total o -~-~ 
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Numbers. ~-
. 

B•:dgPt 1 Revised Aetuals Rem•r b 
for Estimate E.timate D£mand explai n-for for for Particulars. 19 -19 19 -19 t9 -19 19 i• g t be 

(previous - iu• re • .(cnrrent (cnrreot 19 se,' 
yer.r). . lf aDy yeur). year). 

19 • 19 • 

- --~~----------1----1----1------~ 

Efl(JUIA c"Aarg•

('ro be detailed). 

Total 

Total other establishments 

PEII'!SIO!IA.BY 0Ho\RGB8. 

Dldl.d.-Establ~cl&org" 
recot~ered /f'Om oiAer OOtJerta• 
mente, Deponmtmte, e~o. 

Grand totsl for Establish-
ment • ' . 

MoJorBeol. "XIII". 

Pentionary charges 

~er utsblishment char£~• • 

. · - MaJor Heod "11i'' • . 
Pen1ionary charges . . . . . 
Other establishment charges . . . 

MoJorBeol. "18 '!, 

Penelonar7 charges . . . 
Other establishment charges . . . 

- MaJor Bead "66 ". 

Pensionary ehargu . . . 
.Other establishment charge• . . . . 

Total . 

Ra. Ra. Ra. Rs. 

1----1----- ------~. 
·' ---r---·1----1----' · 

, ____ , ____ _ 
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I 

.PART m. 
Details ol Tools and Planl 

Actaale Bndget Revi~e<l 

19 Eetima•e ERtimate 
Particulars. - 111 19 -(previoua -(current (curn.h1i 

.lear.) yl'llr). ,year). 

Re. Rt. Ra. 

New aupphea . . . . 
Bepaira and carriage . ~ . . 
Toola and plant ehargea credited 

to other Governments, Depart-
mentA!, etc. . -. . . 

l)educt-·roola ar.d plant char,ea 
reoovered from other Govem-
menta, Department•• etc. . . --Total . -

.Dt:dribtltiolt oJ tl• ab- ig m•ior 
A"ada. 

Major hl'lld •• XIII" . . . . . .. .. Cl lD II . . . 
n II 

11 16 II . . . 
.. .. "lili." . . . 

R~markt 
Demand explain-

for .iug tho 
19 . Jn•·rea:-e, 

if au_y. 

' 
Ra. 

I I 
I 
I 
I 

I 
i 

I 
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PART IV. 

Details of Suspense. 

--
R8v'sed- --Act'lals Rodge!;. - Remarks 

fur Estima•e Estimah Demand explain· 
Particulars. 19 ·19 19 -19 19 -19 for ingthe 

(previous (current (cn'"l'er~t, 19 -19 . increase, 
year). yeo.r). year). if any. 

---
Rs. R1. Rs. Rs. -

' 'St ck- -

Chargee • . . • . . 
. ' 

Dedw:l-

I•euea to works and other credits 
. . . • 

Other Suspense aecnu11~-

Cbargea . . . . ., 

Dedw:l-Recoveries . . . 
' - I -----~------. -~---Total· . . ----·--~----------., bi.eributio11 of t1ae 11b011e by m11Jor 

IMGd8. . . . 
Major Head •• XUI '' 

v 
' . . . . 

"15 .. : .. .. . 
••16 .• ·- .- i II " 

. . . 
" " 

.. :>5". . . 
' ----------·------------

Total . I 
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. PABTV. 

· List of the New Works estimated to cost over Bs. 6,000 each. which are included 
in Pari J. 

- . 
·- Remnrb 

Name 
Particulan of thAi work. 

J!ltb.ted Demand explaining 
Major Head. · of roac of for the DP~ee-

cano:L tlle wore. 19 ·19. ai•y for 
the work. 

Ita. Re. 

. 
,. Xtli.-Prodnc• (AJ JC~~:tefllliou ""d ImproJJII• 

. 
ti•e·" . ... ,., .. ; 

• • • • • • • • I 
(B) EII:l11m~fl1 211d lmprOfiB• 1 

fllettll. . 
. ' ' I . . • • 

"XIIt.-=UnprO- (C) EIICiuB\olll end 1fl>f)f'Ofll• 

dnclivo." ,,.,.. 
• • • • • • • • 

"liS-A,. • . .. . W'orl-1. 

• • • • 
• • • • 

E~~:teflliottl •tad l•proflllo· 
' 

•'"''· . I I • • • • ~ 
l I 

••16-Bn ... W'orh. 
' I . ' 

I • • • • -
• 511-Produc:tive " (A) I Wcwh. 

' • • • • ' • • • • 
• • • • 

·• • • • 
" 55-Unproduo• (C) Worh. 

ti•e·" • • • • I • • • • 
• • • • I 
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APPENDICES, (No.' S 

PART V.-A.-Major Works-Irrigation, included in Parts I and V for 
19 -19 

(Figures. for '" tJotul " atttl "non-f1oted " to be &hown &eparately against each 
item.) . 

.. 
· Partieulu.ra of the 

work. 

~ II Prol•able o'•tlu..y to end of ci ~ "* J! 
OS 19 -19 , if any. ~ :,=ii., 
~ ~ ~ f g I ! ~ CD td) • ~ ~ •; 

., .e ., :;; =., .... l::i a 2'..1i 
-: • • ... "'=' 1"""1 cs .... ~ re It+-~ = ""' ...... 
.!!~ -1~' .., ... ...: ~ ~-~~~ 
~ e: ~ s ~ ~~.: ~ ~ ~ !rf ·a a~ 
.... ;;;: .... E• c:l ·o 

·-=j{.-.... - .. -)ns· Rs. 
1 

lls. ~-,,------!--,
Jla.jorHead ·~ 15-A ".-

(Here add . . ·I 
•~~ . I 
"Appro- - J •• 
simate'' f" 
if the I ! . 

... -· ... • 
• • • 

• 
• 

work is 1 I I' not teeb-
uica .1 y 
sanction· 1 1 
ed). 1 ••• -~ -~ 

----.-----~~~f' ·, 'I l 

.. • • 
• • • 
• ·-· .. 

~·oml 

• 
• 
• 

Mt~Jor Head "15·B ".., . . . . . --- ·-- ____ __..___.l,..;:..:.'~ 
I • ' I ••. ..., .... 1 .. ' 

I 
I 

----------1 • • • • 
I 

I Total 
.• 

---- ---· - --- ------j 
Toml for " Hi-A " and · 1 

•• 15-B" • : 
-------- -------· -·--

Ma.Jo•· Head ;, 55 ".• . . . I 
• • • • • • 
Total for " 55 " 

• • 

FORM No. 3. 

--. \-· . 

·statemfni of new rtaj()r Works as ~anctioned by the Finance Depann;ent for 
inclusion in the budget estimate e>f 41-Civil Works, Central, for the 
year 19 -19 

Am nut to which \\' hrt hl'~ a P· 
exveu itnte •allction pr .. v··•l by the 

of tbe Fin~nce . wb .. tlte• tb· ~ta.nrlirur ""in-
Item Pu.rtieulars of es:pen- • Depa.rtm• nt J,as j ex 1 elllliture 01'8 C"mmittPe Remarks. 
No. diture. . bePn ucconkrl I i• ,.,,t.,d or (i" the cn•e 

(ea;clu•iv, of,: ,pa1·t- nou·vo~ed. of voted ex pen· 
mental cht~rge.•)· ditaro). 

Rs . i . 
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FORM No.4. 

Note,-In submitting applications •••••••• •.• •.••••••••• Province. 
for additional fnnds, paragraphs 34 to 
36 of the. "Rnles relating to the· Branch •.•••••••• 
budget estimates of public works ex~ 
penditure chargeable to Central Circle ••..•••••••• 
Revenue;" should be carefully studied, 
and the necessary exphnations required Division •••••••••• 
thereunder furnished in the letter 
;forwarding each Roch application. Fund head •••••••• 

. ...,... 

APPUCATION FOR ADDITIONAL :rUNDS. 

No ......... , dated the •••••••• 19 • 

Forwarded to the •••••••••••••• · ' 

··············•··•·····•·•••• 



Application to the tor additional fun~s. I . 
.. 

Amount Outlay Original • Existing· 
Item - of to allotment allotment Allotment 

Unit of No. Work or item. estimate end of for ·for ~roposed as Remarkl. 
Appropriation. of technically previous current current. mcrea1e. DOW 

budget. tauotioned, ;year. ;year. · year, proposed. 

~---

Ra. ' Rs. R,, Rs. Rs.: Ul. 

··.t, . 
0 

' 

•.. 
: -

·. 
~ 

• . 

(Signature) •••••••• • •.•••.•• , •••••• • •• , •••• , ••• 

Degignation o£ authority subniitting the application. 

,...... 

~ . ' 
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FORM No.5. 

Not1.-ln the case of Irrigation ." ••••••••••••••• Province. 
Works, the entries in the ('olumn 
'"Unit of Appropriation ' 1 should show Branch ••••••••••. 
distinctly whether the propo~ed re-
appropriation is debitable to Capital or Circle ••••••••••• r 

.Bevenue. 

Division •••....•.. 

Fund head •••••••• 

APPLICATION l!'OR A RBA.PPB.OPB.IATION'. 

~o .•••••••••••.•. , dated the •••••• 

19 • 

Forwarded to the •• ................ 

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



AppUcation to the for re.appropriation. 

' . 
Proposed addition. 

Item Amount Outlay Original Existing I I Allotment Unit of No. of to end of allotment allotment 
~~oppropriation. of Work or item. estimate previoaa for for I Proposed at 

Dud get. terhnioallcL year. current current increase. now 
sanctione year, year. proposed. 

1 2 3 ' 6 6 7 I 8 9 l 
n •• Rw, Rs. n .. Rs. Rs. 

-
' 

Propoaed redu~ion. • 

- - .. I Amount 
Item Amount Outlay Origin"l Ezi•ting at which 

Unit of No. of to end of allotment allotment _ allotment 
apprPJ,Iriation. of Work or item. &Ptimate previon• for for Proposed I will stand 

budget. tecbnica.Uy year. current current reduction., after 
sanctioned. year. year. red110tion, 

10 11 12 . . 18 14 15 16 17 . 19 . 

I 
- Rs. Rs. Rs, Rs. Rs. 

I 
Rs • 

. ,, ~ . --- --

(Signature) . , , ... "., .•.•.•••••.•..•..• , ••.•••••.• 
Designation of antl).orit;r sll.bmitting the a.pplication. 
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Ne.S.]; 

ExiJJanaijon for reapprottriaflon,: giying reasons nea·ssitating tile additions 
toe and reductions from. the units affected. 



FORM No.6. 

Form o! application tor re-grant o! lapsed expenditure undet the major head. - ' 

Amount 
Details of expenditure. .!moun~ Allotment Expenditure Expenditnre Amotmt reqntred In 

Sub-bead. of (fiual) for to end of during ot addition to 
estimate. pr§vioua previoua year. previoua lapae. current year'• 

year. ~ear. budget 
provision. 

1 2 s 4 5 6 '1 8 

I 
Rs, Ra. Ra. 

I 
Rs. I Ra. Rl. 

Nou.-Column• 8 and IS to be 'tlled m the case of maJor works only. 

FORM No. 7. 

Statement showing the savings and excesses which occurred during the year 19 -19 ·, under the various sub·heads 
relating to the major head . ....... ~ ...............••...... 

(Figuru for "votetl" an l "non-t1otetl" to be SM'UJ'11, separately against each sub-head.) 

Saving •. 1 Exces1, 
Explanations as to the cauaea of the 

Final variations and the re11ona why 
allotment steps were not taken In time to aarren-

Sub-head. Budget as it stood at Expenditure. der the aavinga or to obtain the 
allotment. the end of the As compared with the final necessary funds to cover the exceases, 

year, allotment, as the case ma.y be. 

l 
-

Rs. Rs. Rs. Rs. Rs, 

-



INDEX. 

:rhillndex· deall.mainly with the rule8 in the several Chapters and does not fully cover the 
Appendices. It has been', compiled solely lor the P111'POSe of references and no 
expression used in it should be considered as in an:v wu interpreting the rules. 

Paragraph. 

.Abstract Book
Form and use 

A 

Abstract of Stock Issues- . 

572 

Form and posting of quanti-
ties • • • • 186-188 

Posting in half-yearly Regis-
ter of Stock • • • 201 

.Submission to divisional office 641 
Valuation • • • 197-199 

::Abstract of stock Receipts-
·Form and posting of quanti-

ties . • • • 186-188 
Posting in Half-Yearly Register 

ofStock. • • . 201 
Submissionto divisional office 541 
Valuation • ·• • 197-199 

Acceptance of Transfer Debit (or 
Credit)- · 

.Divisional Accountant may 
sign-Exceptions 499 

.Form .• ·• , 495 
Procedure • • 491, 495-500 
Responsibility for adjustment 496-498 

Do. of Divis1onal Ac· -
countant • ·' . 500 

Submission to Audit , • . 578 (b) 
Transmission through Audit • 

office · 495 Rule 1 

Accounts-
Accounts of Divisional Offi· 

cere. Su Monthly Ac· 
counts. 

Accounts returns of Subdivi
sional Officers. See Subdi
visional Accounts. 

All transactions relating to 
cash, stores, property or 
concessions, etc., having 
money values to be brought 
to account • . • 94 

Amalgamation of- of two 
or more divisional offices • 59 7 

Arrears in-- 97 
Cash Accounts. See Cash . 

Book and Imprest Cash Ac· 
count. 

•Closing of- for a month 538, 543, 544 
"<Closing of- of the year. • 114, 582 
Fictitious adjustments 1n-

prohibited . • • 178 
.Form of- determined by 

:Auditor General 8 
!7D 

Paragraph. 

Accoimts-contd. 
Initial- records • • 271 
Forms. Su the name of the 

register, account or schedule 
concerned • 

Lump sum contracts- pro-
cedure • • • • 383-A 

OfDep~itWorks , • 463-465 
Ofinterest-bearing securities 456,579(c) 
Of materials manufactured 

departmentally. Su Manu· 
facture Accounts. 

Of recoveries of expenditure 266 
Ofrefunds of revenue • • 282, 265 

Ofrents • • • • 268, 577 
Of revenue and receipts • 264-270 
Pro forma- See Pro forma 

Accounts. 
Responsibilities of disburs-

ing officers in regard to - ' 94 
Responsibilities of Divisional 

Officers in regard to-
See Divisional Officer. 

Responsibilities of Divisional 
Accountant in regard to -
See Divisional Accountant. 

Scrutiny of-· See Divisional 
Accountant, Divisional offi • 
cer. 

Should be kept in accordance 
with the rules of this Code. 
Exceptions 83, 7 

Should' be so kept as to satis
fy the Audit Department 
and a Court of Law • • 94 

Stores Accounts. See Stock 
Accounts, Tools and Plant, 
Road Metal, Materials Ac· 
count. 

Submission of- to Audit 96, 574-584 
587-599 

Supplementary- • • 582, 583 . 
Suspense Accounts of pur· 

chases, stock, Miscellaneous 
·p. w. Advances, London 
Stores, Workshop suspense 
- See Suspense Accounts. 

System of • • • . 93 
Transactions to be recorded 

atonce • • 94 
Workshop Accounts. See 

Workshop Accounts. 

Accounts of Divisional OfR eRr
See Monthly Account 
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Paragraph. · 

counts of Interest-Bearing 
Securities-

- Form, preparation and sub· 
miss1on to Audit · • 456 and 579 (c) 

Account of Issues of Tools and 
Plant-· 
Form and upkeep • 
Submiesion ~o Audit • • 
Submiesion to divisional office 

Acco1mt of Petty Contractort
Form and preparat.ion 
Posting in the Ledger 

Account of Receipts o! Tools and 
Plant-
Form and posting • • 
Submission to divisional omc 
Submission to Audit • 

·Acquittance Roll • • 
Administrativcr Accaunt&

Of irrigation w~rks, etc. 

Adminilltrativ~ Approval
, Expreesion de:fined 

Advance Payment-.:. 

220 
574 
541 

291 
372. 373 

219 
641 
674 

608 

589 

10 

Expression _.. defined • 11 
Form ofbflls • • • 288, 287 
Posting in Works Abstracts. 34S 
Procedure 287 

Advances-
When allowed to contractors 299:8 

:ADvice o! Transfer Debit (or 
Credit)-
Divisional Accountant may 

, sio~.n- Exceptions • 499 
· Form and procedure • • 495-500 

Respon,.ibility for adjustment496-498 
Responsibility of Divisional 

Accountant • • 500 
Submission to Audit . • • 676 (b) 
Transmission through Audit 

office . 495 Rule 1 

Agency Transactions-
Application of the Public 

Works Account Code to-
Civil Works of the Central 

Government are executed 
by P. W. D. of a province 
as- • . 

Exp~ession- defined 

8 

81 
1S 

Allowances and Honoraria
Bills for rewards for passing 

examinations in languagea 
to be pre-audited • 601 Rule 2 

Paragraph.. 

Amalgamation of Divisional 
omces-
'Accounts procedurto 

Annual Account of Cemetery 
Endowments-
Form and submission to 

597' 

Audit 592 and App. 6· 

Annual certificates of :Balance&-
Form, preparation and sub-

mission to Audit • ~· 680. 

Approllriation-
Cheok against specific - made 

by Division a 1 Officer, left 
to Divisional Accountant • 101, 115 

Distribution of- • • liS 
Expreesion - defined 13, 112, 114 
For English Expenditure • 118, 120 
For suspense provides for net 

increase or decrease • • 124 (b) 
For works chargeable to other 

divisions, departments, etc. 
Intended to cover charges of 

the year. • • • 

110 (b)• 

114 
Orders of- not permissible 

after close oft he year 113 
Primary units of-- • • 111 
Procedure for watching actual · 

expenditureaiZainst- • 12~125 
Procedure re- etc. of funds 

11'7· 
is laid down by the Govern
ment concerned • • 

Procedure rs- funds laid 
down by the Government of 
India • • • • App, 8· 

Restrictions on incurring of 
· expenditure • • • 110• 
Secondar." units of- • • 111, 112. 
Unspent balances lapse after 

the close of the financial 
year 

Want of- for Repairs during 
first four months not to be 

114. 

objected to 115 Rule 1· 

Arrears in Accounts-
Accountant General may ren· 

der assistance in clt-aring-

Responsibility of Divisional 
Officer in regard to -

Should be mentioned in trans
fer report of Divisional Ac
countants 

9't 

696· 

Assets and Liabi!itie&
Description of classes ofliabi· 

lities • • .• 123 (c) Rule L 
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. Paragraph. 

Assets and Liabilitiea-ront'f. 
Effect of- on appropriations, 

and watching of actuals • 123 
Expression "Assets" defined 14 
Expression " Liabilities " 

defined . . . 40 
Incorporation of liabilities in 

accounts of workjJ not per-
missible. Exceptions • 349, 350 

Incurring of liabilities on be-
half of contractors • . . 299, 350 

Register of Transfers awaited, 125 
Registration of- adjustabla ' 

by transfer and watching 
. of their adjustment. . 125 
Responsibilities of Divisional 

Accountant for settlement 
of- • • • • 581 

Responsibility of disbursing 
officers • . • 349 

Settlement of- on comple-
tion of works • . -. 357-361 

Special steps to be taken in 
March for settlement-of- 581 

Audit lnspection-
DiscuMion with head of the 

office • . • 104 
Disposal of- rerorts . 106, 107 
Local audit of Contractors' 

Ledger . . . • 577 
Local audit of Half-yearly 

Register of Stock • • 584 
Local audit of Register of 

Tools and Plant . • 584 
Local audit of Schedule of Rents 

of Buildings and Lands • 577 
Records of Divisional Ac

countants' scrutiny of ac-
counts to be available for-. 556 

Records to be available for- 104 
Review of Register of Divi-

si•nal Accountant's Audit 
Objections 100 

Audit Note . . . 106 
See 'Jlso Results of audit. 

Auditor General-
Competent to amend the rules 

of this Code . . Preface. 
Determines the form of 

accounts -. . . 3 
Frames rules regarding nature 

and extent of audit • 3 
Statutory functions of- 3 

Auditor General'e Rules-
Authorise Auditor General to 

frame rules pertaining to 
audit and to determine the 
form of accounts 3 

Paragraph~

Auditors General's Rules- contd. 
Canons. of fi~ancial propriety 

are g1ven 1n -. 
Expression- defined . 
Functions of Auditor General 

are defined in- . . 
Prescribe checks to be applied 

to accounts . . . 

B 

Bills-
SeeVouchers, Pay and Allow

ances, Pay Bills 

Book Transfer-

11()!! 
15 

3 

Expression- defined . . · 16 
See 11lso Remittance Transac-

tions. 

BUDGET ESTIMATES. 

Rules relating to- of public 
work char~reable to Central 
Revenues· • App. 8 

c 
Canons of financial propriety • 110. 
Cantonment Fund Works. See 
· Local Fund Works 

Carriage and incidental Charges. 
See classification of Transac
tions. 

Cash-
Accounts, See " Cash Book " 
· and " Imprest Cash Ac

count." 
Appropriation of departmen-

tal receipts to expenditure 
prohibited . • • 

Cash Book. See Cash Book 
Delegation of functions of 

paymenttosubordinates . 
Disposal of surplus-in hand 
Estunates of receipts and ex-

penditure . • . 
Expression- defined. 
Imprest Account. See Im-. 

prest Cash Account. 
In the hands of cashiers to 

130' 

127-
13'1-i 

be counted . . . 170.D • 
Limit on Sub-divisional Offi-

cers' drawin~s . • 136, 141' 
Modes of obtaming- from 

treasuries . . • 129-134-
Money obtained on bills 

drawn at treasuries shculd 
not be mixed wit-h gereral 
cash • • . 132, 509, 525A 
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INDEX. 

Paragraph. 

"Cash~ontd. 
Obtaining of - from sub· 

treasuries • • • 131 
. Obtaining of- from treasu. 

riea of other provinces • 133, 134 
·Payments- _ 

Manner of payment • 148-150 
Petty payments should be 

madein- . • • 
Prompt record in Cash 

Book • . • • 
Remittances toTreasuries. 
Remittance Transfer Re· 

ceipts • , 1 • • 

Vouchers. See Vouchers • 
'Private- should not be mix-

ed up with public-. • 
•Prompt record of transac-

tions • • • • 
•!Receipt of money-

137 

128 
155 

149 

128 

128 

Account procedure • : 144-146 
Appropriation of receipts 

realised to expenditure in 
the Department is pro
hibited. Exceptions • 

1 Disposalofreceipta • 
· Officersauthorisetoreceive 

130 
117 

money • • • 145 
: Posting in cash book • 128, 144 
· Procedure when receiving 

officer is not in charge 
of a Cash Book • • 146 

. Recei,Pt Books • • 168-170 
Rece1pt to be granted to 

payer • •· • 
Resource estimate • · • 
Temporary Advance Ac· 

count • • • 
Verification of- in chest 

144 
135 

167 

with CBoBh Book balances 161, 162 
Rules regarding custody 

of- • • 
"~ash Balance Report-
Form and preparation • 
Submission of -for Marcb to 

170-A 

161 

Audit • . • 579 (a) , 
Submission of-to divisional 

office .. 539 

•CCash Book-
Alternative . . 540 Rule 2 
A most important record . 157 
Balancing, daily or weekly, 

recommended . . . 158 
Balancing, monthly, essential 158 

'Balancing, and noting of result 158 
Checking of" Bank or Trea-

sury " column • 160 Rule 4 
Checking of dnductions made 

from vouchet·s 160 Rule S 
Chell king of totals • 160 Rule 3 

·-Checking with vouchers 160 Rule 1 

Cash Book-contd. 
Paragraph. 

Date of closing of- • 161, 538, 543 
Detailed instructions for writ-

ing up- are given on the 
form • • • • 157 

Disbursing Officers' respon-
sibility for verification • 160 

Form of - • • 158 
Posting of cash 1'9alised • 144 
Prompt .record oftransactions 128 
Rectification oterrors • 159 
Verification--

Certificate of count of 
cash • • • • 161 

Differences found on actual 
count • • • 162 

Instructionsl'or verification 160 
Monthly verification 161 
Oftotals of CashBook 160 

Cashiers-
May be appointed under 

the orders afLor.al Govern· 
ment • • • • 

May make payments for more 
than one sub-division • 

Casual Labour Roll. ' 
Cemetery Endowments

Annual Account of- Sub· 
mission to audit 

170-B 

17G-C 
278(h) 

598 
Central

Expression- defined • 20,88, 91 

Cheques-
Accounts classification of-

drawn on treasuries • 488 
Cancellation of- • • 143 
Cheftue Book • • • 168-170 
Curr\lncy expires after 3 

moo.tbs . • • • 142 
Delivory through subordinates 150 
Drawn on sub-treasuries . 131, 140 
Drawn on treasuries of other 

1 133 provinces 
Lapsing of- . • • 142 
Limit on Sub-divisional Offi-
. oers' drawings • • "136, 141 
Payments should generally be 

made by - . • 134 Rule 1, 148 
Petty sums payable in cash • 137 
Renewal of- • • . 142 
Rules for guidance in draw-

ing- • • . . 138-143 
Settlement of account (of 

cheques drawn} with trea-
suries • . • • 557-560 

Should not be drawn unti' 
intended to be paid away . 150 

Statement of- drawn during 
March . . . • 579 (b) 

Verification of Cash Book 
postings in " Bank or 
Treasury" column • 160 
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Paragraph. 

•Cheque Books and Receipt 
Books-
Count on receipt 169 
Form of- . • 168 
How obtained . • 168 
Intimation of number of 

cheque book to treasury 
. befo_re bringing it into 
use • • • • 140 

Maintenance of a register and 
its review • . . 593-595 

. :Recording of counterfoils of 
~ecl!ipt Books in sub-divi-
Slonal offices . . 170 Rule 1 

Register of- , Form and 
maintenance of- • • · 593-595 

Return of counterfoils of used 
books to divisional office 
and watching tho same . 170, 593 

Scrutiny' of counterfoils of 
used books . . ." . 593 (c) 

Treasury officers to furnish 
quarterly lists of books 
supplied. 

Classillcation of transactions-

Additional charges for mate
rials issued to contractors. 

Camp equipage, drawing 
materials, motor cars, office 
furniture, scientific instru· 
mente of Direction and 
special office11 

incidental 

594 

312 

535 
Carriage and 

charges • . 198, 228, 379, 
567 Rule 1 

.Cash recoveries and payments 
on behalf of other divisions,• 
departments, etc. . . 488 

Cemetery receipts . 250 Rule 2, 563 (d) 
.Charges for examination of 

soil . . . . 380 
t(Jharges for land and '\uarries 

for road metal digglDg . 239, 390 
.charges for land for manu-

389 
483 
485 

facture operations • 
·Charges for land for works •. 
Charges for prison labour 
·Charges of which the alloca-

tion is not known . • 413 
Chemicals for ferro prints 518 Rule 1 
.<Jheques drawn on treasuries 488 
Civil works expenditure .81A, 482 

Rule 1 
.classes of transactions adjust. 

ed finally in Divisional 
Accounts 82 

.Classes of transactions passed 
on to other offices for ad· 
iuatment . 82 

Paragraph. 

Classification of Transaction-contd. 
Classification heads prescrib. 

ed for works of <>ther de. 
partments are iPtbnatedby 
Audit office . • . 87 Rule 3 

Construction, repairs and 
renewals of kilns and 
spedal plant • • • 389 

Contributions and grants-in-
aid. • .. 388 Rule 1, 458, 459 

Cost of land acquired •and 
establishment charges,eto., 
in connection therewith 273 Rule 21 

483 
Deposits • • • • 4411 448 
Deposit works • • 410, 4621 463 
Detailed classification, rules 

for. See App. 4. 
English expenditure on stores 

and on Establishment 119, 120, 419 
Expenditure on churches and 

European Cemeteries • 90 Note 
Indian charges on English 

stores . • • • 420, 421 
Local Fund works (i.e., Can- · 

tonment, District. Munici
pal and Port Trust Fund 
works) 250 Rule 31 462. 4661 467.471, 

Local Loan Works • . 473 
Loss or gain on manufactures 
Losses, retrenchment and 

errors, etc. . 411 
Manufa<lture Accounts . 394 
Medicines and hospital n('ces-· 

saries . • - • 518 Rule 1 
Non-Government works 462, 467, 471 

473, 477,480,481 

Ordinary tools and plant. 
Payments into treasuries . 
Payments to woxk-charged 

establishments . 

216 
488 

306 
398 
381 

Purchases of materials. . 
Rates and taxes on buildings 
Rec('ipt and charges on ac-

count of stock materials • 405 
Receipts and expenditure of 

workshops . . . 433-435 
Recoveries for audit. and ac

counts establishment 
Recoveries of expenai• ure 
(See also Stateii'"lllt E of 

App.4) . 

. 563 (d) 
250 

RecoverieJJ of Income Tax . 563 (d) 
Rent of hired buildings and 

lands . . • 484 
Revenue receipts and their 

refunds and remissions , 248, 250, 
262 

Rewards for passing exami· 
nation in languages. 501 Rule 2 

Sales on credit • . • 409 
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Paragraph. 
Classification of Transaction-coned. 

Services rendered or articles 
supplied to other divisions, · 
de:partments, etc. • • • 48'7 

Special incidental charges on 
manufactures . . 389 

Special tools and plant. • 216 
Stores obtained from England 41'7-425 
Stores purchased for general 

use or stock . . • 1'74 
Stores purchased (or works 1'74, 312. 

31'7 
Surcharge on London Stores 

transferred to Provincial 
Governments, etc. • 421 Rule 3 

SuspenseAccounts (Purchases, 
Stock, Miscellaneous P. W. 
Advances, London stores 
and Workshop suspense) . 39'7 

Supervision charges on stock 
. sold • • 1.98 (c) 
Takavi works . . • 47'7, 480 
Tools and plant of Direction 

and Special offi<'es . • . . . 535 
Tools and Plant of DlvJSions 216 
Transactions are grouped 

under certain heads of 
account • • • 85--91 

Transfer of lands and buildings 486 
Travelling expenses to labour· 

ers brought from a distance 2'79-A 
Water cours~>s • 481 
Workshopsjobs • 428-428 

Classified Al>stract of E1pendi· 
ture-

. Form and preparation 569 
Submission to Audit 574 

Closing of Accounts
See Accounts. 
Commercial Department-
Expression- defined • • 1 '7 
Property transferred to a-

shonld be .~barged for 486 

Commercial Undertakings-
System of accounts is pres

cribed locally • 

Communication of sanctions
See Sanctions and Orders. 

Completion and completed
Expressions detlned 

Completion Report. . • 
Completion Statement o! Workl 
and Repairs 

Consolidated Treasury Receipt
Form and submission to 

treasury 

431 

1'7-A 

364 

364 

558 I 

Paragraph

Consolidated TreasutJ Receipt-eontd. 
Submission to Audit • • 6'7~ 

Contingencies-
Be~ Contingent Chargee. 

Contingencies (Works)
Charge to- on account of 

losses of materials • • 359 (4)' 
Charge to- on account of ex

penditure on parts of work 
rebuilt • • • • 330.' 

Expression - defined • 18 

Contingent Charges-
Bills should be signed by Di-

visional Officer • • 5'7S. 
Cash drawn on bills, not to be 

mixed up with general 
cash . • • • 132. 525• 

Contingent bills include also 
grants-in-aid, supplies and 
services • • • 52t 

Countersignature of bills 519 
Expression - defined • 518 
Form of bill-

Special and Direction offices 534 
When cashed at treasuries 524 (a). 
When cheques are drawn • 522 (b)· 

General Rules • 51'7-521, 534-636· 
Modes of obtaining cash 616 
Payment from imprest. • 523.-
Procedure for obtaining cash 

by cheques • . • 522' 
Procedure for obtaining cash 

on bills • • • 524 
Service stamps, payment 

for . • • • • 523 
Special and Direction offices 534-536 
Stock and adjustment- • 
, When bills are cashed at 
. treasuries • • • 524 (d)· 
When rheques are drawn • 522 (b). 

Submission of bills of- to 
Audit 5'74· 

Contract and Contractor
Expressions-dt>fi.ned • 
Lump sum- procedure 
See also ContJactors. 

Contractors-

19-
283-.A. 

Additional charges for mate-
rials issued to- • 312, 33'7, 360' 

Adjustment of closed accounts 847, 449 
Advances to- bow posted in 

Works Abstracts • • 342-344-
Advances to- when permis-

sible • • • 299-A and B 
Aid to- • • • 299> 
Bills of - Form, prepara-

tion, examination and 
payment • • 284-29& 



•Contractors-contd. 
Paragraph• 

Bills of - Scrutiny of mea-
surements and rates • 29~294 

Closing of- account • • 34'7, 358 
Financial aid to- • • 299,· 350 
Forms of bills and vouchers 284--291 
Issue of materials, Accounts 

procedure . • • 310--314 
Issue of materials, general 

conditions • • • 308, 309 
.Issue of materials, feturn of . 

surplus materials .315 
i Labour supplied by - . 2'79 
:Ledger-. See Contractors• 

Ledger • 
. Liabilities incurred on behalf 

of- . • • • 299, 350 
•Omission of pies (and anna.s} 

in payments and bills 293 Rules 1 and 
2 

·Payment of Advance Pay· 
ments • • • · 297 

!Payment ofrunningbills . 296-298 
• Payment of Secured Advances 298 
.Payments should generally be 

made by cheques 134 Rule 1, 148 
.Precautions against double 

payments • • . 295 
.Rates to be charged to- for 

materials issued • • 308, 309 
.Returnofsurplusmaterials. 315 
Tools and Plant lent for use • 218, 316 

. See ••ho Tools and Plant. 
·Watch ovel" balances of -

accounts ' 348 

:Contractors' Ledger-
Balancing and reconciliation 374--377 
Debits based on transactions 

recorded in accounts . 370 
.Form and use • . . 367, 368 
.Liabilities not liquidated, to 

be excluded • • . 370 
. Localaudit of-· . • 577 
-Maintenance of- in sub-divi-

sional office is not necessary 369 
•Petty Contractors' Account • 372, 373 
-Posting of- • . . 369.....371 
Responsibilities of Divisional . 

Accountant . . • .37.6, 3'77 
·Review of unsettled accouuts .580 
Scrutiny by contractors . -378 1 

Submission of extract to Audit 677 
Value of work done to be cre· 

dited on payment of bills 370 • 

~Corrections in Accounts-
Cash accounts • , •. 159, 162 
Corrections advised by Audit · 

offiee • • • · 585 
rDivisiona.l accounts • . •. 585, 586 
Stores accounts· • 190, 212-215, 233, 

234. 237 

285 

Paragraph. 

Corrections in Accounts--contd. 
Works accounts • • 365 
See alao Transfer Entries . 

D 

Date of closing of Accounts
Cash and Stock accounts of 

divisional office • • 543 

Cash and stock accounts of 
· Sub-divisional office 538 
Transfer Entry Book 544 

Department--
Expression- defined • · 21 

Departmental Bead
Elrpression- defined . • 88Rule1 

De.Partmental Labour
Payments made on muster 

rolls or ca.suallabour rolls 
Re~ord of unpaid item~ 

Deposits-

. 271,278 
278 (d) 

and (e) 

Classes <>f- . 441 
Classification of- . ~ . 441, 448 
Contractor's closed acrounts 449 
Conversions of cash deposits 

int9 Int~reostBearingSecu-
rities . . · 445 

Deposit Register • 453, 563 
For works . • • 448 

See a~o Deposit Works • 
InterestBearmg Securities.-

Accou~tl! . • • 458, 579 (c) 
Exammat10n of accounts of 

-during Sllb-divisional 
inspections . 102 Rule 2 

.Recognised forms . • 443, 444 
La~sed and confiscated depo; 

SitS, 
Repayment of • 452 
Timetimitforlapsing • 451 

Miscellaneous Deposits defined 450 
Schedule of Deposits • 454, 455, 574 
·Security Deposits- . · 

Accounts -of Ir:terest-Bea r-
.ing Securities • • 458 

·Convert ion <>f cash deposits • 445 
· !Deposit Register • • fli31 563 
Interest-Bearing SEcurities 443 
Repayment · 447 

Deposit Re~ter 4U, 4li4, 683 

Deposit Works-
Accounts classification ·Of 

deposits and expenditure • 82, 448 
462 
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Paragraph. 

Deposit Works-contd. 
of 
of 

Accounts classification 
expenditur.e in excess 

deposits. • 410, 482 

Accounts procedure • • 483-485 
AdJustment of percentage . 

charges • 484, 485, 582, 585 Rule 2 
Expression- defined • o 22 
Posting in Deposit Register 453 
Posting in Schedule of Deposit 

Works • • 453,483-485 
Procedure for recovery of 

deposit • • • 482 
Progress report of expendi-

ture on-, submies1on to 
Audit • . . • 574 

Refund of unexpended balance 382, 483 
Schedule of-. • 453. 483-485, 583-

588 

Destruction ot Records 

Detailed Completion Repod 

Detailed Head(s)-
Changes in the standard list 

are made by Accountant 
General • .. • • 

Expression defined . . 
Standard liat of- Be~ App. 7. 
Subdivided into St'lrvice heads 1 

and departmental heada • 

598 

884 

87 
23.88 

88 

Detailed Statement of Materials 
compared with estimated re
quirements-
Form and preparation 318-320 

Devolution Rules-
Expression- defined 24 

Direct Charges and Direct 
Outl«:v-
Expression -defined • • 25 
Pertaining to Manufacture 

Accounts • • • 388 
Pertaining to Workshop Ac· 

counts 433 

Direction and Special Of!l.ce(a)
Classification of office furni· 

ture, etc. • • o 1535 
Contingencies and supplies 

and services . • • 534-538 
Expression " Direction office " 

defined • • • • 28 
Expression " Direction Offi· 

cer " defined o • • 27 
Bead of - not concerned 

with execution of works or 
disbursements • 627 

Para6rapb. 

Direction and Special Offices-contd. 
Mode of obtainin:.: c:ash from 

treasuries : · . 529, 530· 
Pay and allowances • . 531-533-
Reoeiptsrealised by- should 

be remitted into treasury . 528 
Rules for accounts of Tools 

and Plant 536· 

Direct Receipts
Expression- defined • 

District Fund Works
See Local Fund Works. 

Divisional Accountant
Attestation of corrections in 

28· 

accounts • . . 586 
Check of·Works Abstracts • 352· 
Control over cheque books and 

receipt books . . . 593· 
Control over Sub-divisional 

Officer's drawings • 138, 141, 549· 
Duties as a primary auditor 99 (a) (ii),. 

10D-102, 548-556, 567 Rule 1,.. 
591 Rules. 

Employment of clerks as Ac· 
countants in a divisional 
Office • . • 98 Rule 2" 

Enfacing of vouchers checked 555· 
Functions of- . • . 98 • 11eq. 
Handling of cash by- not 

ordinarily l'ermitted. • 101 (c) 
Inspections of sub-divi-

sions . . • • 102' 
Mav sign Advicea or Accept-

ances of Transfer Debit or 
Credit • . . • 499· 

Position analogous to that of 
a Sub divisional Officer . 99(c) 

Posted to each divisional 
office • . • • 9~ 

Precautions against second 
claim . • • • . 548-

Prompt settlement of remit. 
tance ti'Rnsactions • o 58.:. 

Responsibility for accuracy 
of Schedule Dockets • 581. 
bringing corrections advised 

by Accountant General 
to Divisional Officer's 
notice • o 586 Rule l. 

bringing irregular transac-
tions to notice of the 
Divisional Officers 109 Rule 2, 552. 

checking of expenditure 
against specifil.' appropria
tions made by Div1sional 
Officer • • • 101, 115 

recording orders and Bane-
tiona in suitable registers 550, 653. 

remittancetranaaotiona • 1500' 



Paragraph. 

Divisional Accountant-contd. 
watching recoveries ordered 553 

· unvouched and stock char· 
ges • • • • 561 Rule 2 

Responsibility for intimating 
to Divisional Officers con
cerned rhanges of emolu· 
ments of Government Ser
vants transferred to the 
division • • 256 Rule 7 

Responsibility in regard to 
assessment and revision of 
rents or residences • . 591 Rules 
Contractors' Ledger • 376 

Responsibility regarding UD·· 
authorised expenditure 
a~ainst saving and recove-
ries • · •. •. • 554 

Responsible for seeing that 
all11tateme.nts of rents per
taining to a particular 
treasury have been received 
from audit office for veri~ 
flcation • • . 257 Rule 1 

Review of all registers and 
accounts • . • 596·A 

Review of Measurement Books 283 
Review ofRegister of Stock . 205 
Rules regardi1111: the establish-

ment of- (See .Appendices 
2 and 3) • • • • 98 

Scrutiny of bills drawn at 
treasuries and of accounts 
of the disposal of money 
obtained • • 545 Rul& 1 
counterfoils of used cheque 

book'J and receipt books. 593 (c) 
divisional office transac· 
tions. • • • . 547 

personal claims . 545 Rule 2 
sanctions, orders and tran-

sactions • • • 100, 101 
service booli:s, leave ac· 

counts, etc. • 545 Rule 2 
Snb-divisionalaccounts 101,546,552 
subordinate's accounts on 

behalf of Divisional 
Officer • • • 101 

vouchers and accounts 99-102, 545 
-556, 591 

Senior member of the office 
establishment of a division 99 (c) 

Settlement of remittance tran· 
&actions • . . 581 

Should be conversant with aU 
sanctions, orders and pro· 
ceedings affecting estimates 
and accounts • • 99 (b) 

' Signing of Monthly Accounts 578 
Three fold functions of- , 

as accountant, auditol' and 
financial assistant • 99 (a) 

28'1.; 

Paragraph. 

Divisional Accountant-contd. 
Transfer of charge of- 596<; 
Verification of applications 

for leave 545 Rule 2~ 

Divisional Officer-

Closing the accounts of works. 
Responsibility of- rll 356 Rule 2. 

Counting of cash in the hands 
3577 

ofcashiers · . • • 170·D,. 
Disbursing Officer of the · 

division . . 93, 127, 274 
Examination and adjust-

ments of transfers advised 
by Audit Officer , • 

Examination of Registers of 
Works • • •· • 

Examination of Works Abs-
tract . • , 

Expression - defined • • 
Investigation of charges under 

"Additional charges for 
materials issued to con
tractors " .

1 
, • 

May allow travelling expenses 
to labourers brought from 
a distance • . • 

May entrust the handling of 
cash to his Divisional Ac· 

497 .. 

358~· 

as a~. 
30· 

. 360"' 

countant in certain case11 • 101 (c) . 
May relax the rule regarding 

advance recovery of cost of· 
work done in a workshop .. · 432-A' 

May set>k advice of the Ac-
countant General • , 103~~ 

Passin~ of excess expendi-
ture on Works . • 109, 363· · 

Relations with Di"'isional 
Accountant • . . 98-103 ' 

Responsible for financial re~· 
larity oftransactions . 
maintenance of accounts of 

95n. 

the division • . 93, 95~ 97 
submission of accounts to 

audit . • • • 
making accounts available 

for audit inspectio,ns 
acquisition, custody and 

disposal ofstores . • 
Responsibility for disposal 

and clearance of audit ob~ 

104~ 

17lc 

jections . . • • 10fl."-108 · 
recovery of debts due to 

Government . • . 251-
verification of cash and 

Cash Book • . , 16D--162 · 
watching progress of ex pen- ' 

diture. • • 122 
Responsibility in regard to 

arrears in accounts 
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INDEX. 

Paragraph. 

IDivisional Officer -contd. 
oommnnication of sanctions 

and ordel'B to Audit office 105, 109 
Responsibilitf in respect of 

custody ·O keys of cash 
chest • • • . 

Responsibility in respect of 
proper disbut'Bement of all 
money . • · • . 

Responsibility in respect of 
transfer entries • • 

Responsibilities regarding Irri-
gation revenue • 

17G-A 

170-A 

244 

252. 
'Respon;ibilities to be dis

charged .on transfer of 
charge • • • 595 A & B 

·'Review of all registers and 
arcount.s , • • 

'Revie'"' of Register of stock • 
·Register .of Works 
Vouchers . • . . 
Scrutiny of Accounts, Report 

of . . . • • 
Signing of Contingent Bills . 
Signin~ of Monthly Account 
Watchin~ .of spuspense 

accounts-
•• Contractors " and " La

bourers" 

'Divisional Officers, Report of 
Scrutiny of Accounts 

•Division and Divisional Office
A Divisional Accountant is 

posted to each - • 
E'l:pression- defined .. \:'-. 

598-A 
205 
356 
578 

578 
578 
578 

348 

578 

98 
29 

!Earnest Money
Accounts procedure • • 144 Rule 8 

:English cost of stores and Estab
lishment-

Procedure for . accounting 
for- • '119, 120, 417-425 

:English Expenditure-
Includes cost of English atorea 

and establishment charges 
paid in England • • 118 

Procedure for accounting 119 ,120, 417 
-425 

Requires separate provision 
offunds • ,' • 118 

~Erron, oorrections-
Bee Correctioneil'l Accounts. 

;Examination' o! SO :I
• Charges for - · 380 

Paragraph. 

Execution of Government works 
by local bodies - 381 

EJ:Penditure-
English- , how accounted 

for • • • • 119 120 
Examination by Divisional 

Officer. See Works Abs
tracts, Registers of Works, 
Vouchers. 

Expression- defined • 92 
General conditions for in-

curring expenditure • . 89, 110 
Incurring- on central public 

works in anticipation of 
budget orders or in 
absence of budget provi-
sion • . . • App, 8 

On works. Bee Works Ac-
counts. 

lRush of- on central public 
works strictly prohibited • App. 8 

Security of Divisional Ac-
countant . . . 548-554 

Watching of- against grants 
and appropriations • • 122-124 

Expenditure in England . 118, 120, 425 
Bee alao English Expenditure. 

Extent of Audit-
Against appropriations • 115 ' 
Against comract agreements105 Rule 2 
Against Divisional Officer's 

sanctions • . 105 Rule 1 
Of expenditure against grants 

and appropriation· • • 
Prescribed by Auditol' General 

Extraot from Contractors' Ledger
Form and submission . to 

115 
3,96 

Audit 577 

.F 

Final Payment-
Expression- defined • • 31 
Form of bill printed on yellow 

paper • • 296 (b) and Note 
Procedure for obtaining ack-. 

nowledgment • 29& 

Financial year-
. Appropriations and reappro

priations not permissible 
on expiry of- • • 113 

Balances of appropriations 
'lapse at end of- 114 



Paragraph. 

Financial year-contd. 
Cash and Stock accounts close 

on 31st March, transfer 
entries permiaaible for some 
months • • · •. • 114, 689 

Closeson31atMarch • • 114, 682 

J'or!llii-
Of accounts, determined by 

Au<lito.r General • • 
Of accounts, registers, and 

IIOhedules. See the heading 
for the name of the form oon. 
oerned. 

Of Bills and Vouchers. Sea 
Vouchers. 

l'undamentah~uJea-
Exp.ression- de.fi.Ded ~ • 

G 

a 
I 

Grant-1 
Auditofexpenditureagainst- 115 
Expression- defined 83, 111. 

For English 'expenditn.re o US-121 
Modes of distribution of- o 11.3 
Procedure laid down by the 

Governmentooncerned • 117 
Procetlure laid down by the 

Government of India . • App. 8 
Separate provision is made for 

J ndian and English e~:pen. . 
diture • • • . o I 118 

Sub·di\>ided into units of ap· ·. . 
propriation • • '' 111 

Gr;~;;;;;:::::::::a::122-~].24 1 

accounts • • • 383 R 1e 
1, 458 Rule 1, 9 

Formofbillfo~:- , • 1121 
Inclusion in Contingent Bill • Cif1 

Government Securities • 4~ 
Bee cmo Deposits. '< 

B 

Band Reoelpt-
.Form and use of- o 284, 290, 304 

Half-Yearlv Balance Return ol Stock-
9 Form and maintenance • . 18 

Reconciliation with Register 
ofStock • • • 

Submiuioll to divisional office 
202 j 
54a 

289 

_;"". 
Paragraph. 

Balf-Yearl:v Register of Stock-
Form and .maintenance .. , 200-208 
Loc~l audit of-. .684 Rule 1 

• Review of- • 205 
Submission to Audit 684 

I 

lmpreat Cash Account-
Account of Temporary Ad-

vances • • • • 187 
Account prepared in duplicate 184 
Date for l'endering the ac-

count • • • • 184 
Expression "lmprest" defin. 

ed. o • ·• • • • 183 
Expreseion " Temporary Ad. 

vance " defined • • 167 
Form of account ·• o 164 
Maximum amount of an im· 

preat • · • • 163 
Posting in Cash Book • • 161i 
Responsibility of impreat 

holder for safe custody of 
impreat • • , • 168 

Scrutiny by recouping officer 161i 

lnclwJive Bate o! Cost-
Expreseion - defined • • 84, 69 
How to strike- in accounta 

of works • 834, 835, 

Indents
869 

For service postage stamps 623 Rule 1 
Forstores • • • • 181-188 
For stores to be obtained 

from England • o 120 Rule 
2,425 

...... 
Indent ·.tor Service Postage 

Stamps-
Form •nd procedure • 623 Rule 1 

Indent lor Stores
Form. and preparation • 181-183 

Indenture !or Secured Advances-
Form 298 

lnclfrect chargea and Indirect 
ouUav- . . 

815 Expressions- deftoed o 

Pertaining to Manufacture 
Accounts. 889 (c) 

&(d) 
Pertaining to Workshop Ac-

oouo,ts • • • 433, 437, 439 . 

Indirect Receipts- · 
EllipreNioo- defined. 88 

Inev&tabll ll&vmenta o 110 Bu1e1, 849 
v 
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Paragraph. 

tnspectiOil :Repod- , 
Disposal • • • • 106-108 
Draft to be discussed with 

Head of the office 104 

Interest Bearing Securities-
See Deposita. 

Intermediate Payment
Expression- defined , 
Forms of billa • • 

• 3'7 
•· 288-288 

Issue of Materials to Work~t
Direct to works. S~>~J Mate. 

tiala Account 
To contractors. See Con. 

tractors. 

Issue Rates- · 
Expression- defined • 
Fixing and revision of-

• 38 
• 193, 194, 

203 
Precautions, when the IBBUe 

rates are leBS than the 
market rates 

Review of-

l 
lobs-

See Workshop Accounts. 

L 

Labour-

195 
• 205, 206 

Departmental - accounted 
for on Muster Rolla or 
Casual Labour Rolls ·211, 27'7, 

278 
Divisions in Works Abstracts 834-335 
Expression..- definEYi • • 39 
Labourers employed through 

contractors • • • 279 
Travelling expenaea to -

brought from a distance • 279-A 

Labour Reports-
Discrepancies between- and 

Muster Rolla 27'7 
How prepared 271 

Land-
Adjustment of cost • • 483 
Adjustment of charges for 

establishment an l oontin~en-
oiea connected with aoqm. 
aition • . • • 273 Rule 8, 483 

Charges for - for kilns, etc. 239 389, 
390 

Rent of- payable by depart-
. . ment occupying it • • 484 

Land, Kilna, etc. 

Paragrapll. 

• 239, 389, 390 

Ledger Account of Endow
ments-
Form and upkeep App. 5 

List of Accounts submitted to 
Audit-
Form and submission to Audit 574, 578 

Local Audit-
See Audit Inspections •. 

Local Fund Works-
Accounts procedure when ex

penditure is authorised 
against balances in Govern-
ment treasuries • . 467-471 

Accounts procedure when 
deposita are received by 
Divisional Officer . • 462-466 

Adjustment of percentage 
charges • . 4 66, 470, 

562, 565 Rule 2 

Local Government
Expression- defined • 

Local Loan Works-
Accounts classification and 

41 

procedure • • 473, 474 
Adjustment of percen~e 

charges • . 474 Rule 1, 
562, 565 Rule 2 

Expression- defined • 42 
General rules • • 472 
Limit of expenditure • 472, 475 

·' Lon4on Stores (Suspense)-

! 
~See Suspense Accounts. 

_ '!11~•• or gain bJ Ezchange. • 119-121 

L\mp sum contracts-
Acoountsprooedure Chapter X-A 

$.Expression defined 383-A 

J 
l'll 

l'llaior Estimats-
Expression- defined • 43 
Form of Register of Works 354 
Form of Works Abstract 328 
Materials Account for- • 318 
Sub-heads of - in Works 

Abstract .330-338, 

l'llaiorBead
E~reasion- defined • 

840 

44,86 
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:INDEX· 

Paragraph. 

Jlanufacture Accounts--
Accounts classification. , 394 
Accounts of expenditure main-

tained as for works. Ex· 
ceptions . . • • 885, 386 

Accounts of road metal dig-
ging not treated as- • 890 

Closing of accounts . , 387, 396 
Each manufacture requires a 

separate account . • 384 
Expenditure chargeable to 
, the account of the opera-

tion • • • • 388, 389 

For jobs· executed in small 
shops • , • • 

Procedure for adjustment of 
loss or gain • . • • 

430 

398 

395 

Procedure for recording manu
facture transactions in 
Stock Accounts • • 

Rules for special incidental 
charges on land, kilns and 
special plants, etc. • 

Valuation of out turn. • 
389 

391-393 

Market Rate-
Expression- defined • . 45 
Issue Rates should be within.... 193 
When should stock be issued 

to contractors at- . 195, 308, 309 

Materials Account-
Cases in which - may be 
· opened for minor estimates 318, 339 
Closing of - on completion 

ofwork • • , . 359 
Detailed accounts of materials 

issued direct to Works • 817-.320 
Disposal of surplus materials 821 
Finai1Pial control ofDivisional 

Officer . . . ·• 3\9 
Forms--

Detailed Statement of 
materials . . • 318-820 

Register of Clearance of 
Materials Account • 328 1 

Reports of Verification of 
unusedMaterials • • 322-828 

Opening of- in Works Abs• 
tract , . • • 339, 335, 845 

Review of- . . • 580 
Sourcesofreceiptofmaterials 817 
Verification of . unused 

balances • 322-328 

Measurement Book
Endorsement in- on making 

payments . • . • 295 
Filling in rates by Executive 

Subordinates 292 Rule 8 
Form and_use '• • 271, 280 

Paragraph, 

Measurement Book-contd. 
Measurement of materials re. 

ceived . . • • 180, 281 
Measurements of Road metal 

received . . • • 235 281 
Measurements of works done ' 

by departmentallabour • 278 (g) 
Measurements fo1· work done 280, 281 
Procedure for recording 

MeasureJDents . • 281 
Procedure of exaJnination and 

· paYJDent of bills . . 293-295 
Review of measurements . , 283 
Scrutiny of entries in - on · 

preparing bills 292 
Standard- • • . 282 
Submission of- to divisional · 

office with bills 294 

Medicines and Hospital neces-
saries-
Accounts classification. 518 Rule 1 

Military Labour 882 

Minor Estimate--
Expression- defined • • 48 
Form of Register of Works 

for- . • ·• • 354 
Form of Works Abstract for- 328, 339 
Materials Account for- 318 

Minor Head
Expression - defined • 

Miscellaneous P. W. Advances 
(Suspense)-

See ~uspenee Accounts. 

Miscellaneous Returns 

Monthly Accounts-

47,88 

584 

Abstract Book, Form and use 
of. . • . 572 

Co1npilation of Classified 
AbstractofExpenditure 569 

Compilation of Registers · 
and Schedules • • 563-568 

Compilation of Schedule 
Dockets . . . · . 561, 562 

Date of submission to Audit 574 
Documents subJDitted to 

Audit . . • • 574-579 
Incorporation of sub-divi-

sional Accounts in- . 545 
:March Accounts. Special 

points f'S • • • 579 
Preparation of Monthly Ac· 

count • • • . 570-573 
Submission to Audi~. 

List of documents 574 
.Signing of- 578 

u2 



292 

Paragraph. 

Monthly Accounta-eotit4. 
Submission of Audit.-ontd. 

Special points for March 
Accounts • • 

Vouchers sent with-

Municipal Debentures 
Bu olao Deposita. 

Municipal Fund Wotks
Bu Local Fund Works. 

ltunlclpal Rates and Tues 

Muster Rolls-

679 
678 

443 

881 

Form and preparation 2'71, 2'17-278 
Record of progreaa of work 

done • • • • 278 (g) 
Record of unpaid items 278 (dl, (e) and 

(1), 848 and 851 

Ron-Government WO!kii-
Acoounta claasiOoation of Con

tributions from Central or 
Provincial Revenues to 
Local Funds • • • US. 459 

Audit and account charges 
not leviable in the case of 
- to be eventually the 
property of' Government 458 Rule I 

Cantonment Fund Works. 
See Local Fund Works • 

Deposit Works. Su Deposit 
Works. 

District Fund Works. Bu 
Local Fund Wo>rka. 

Estimate of coat is necessary 481 
Include Deposit Works, Local 

Loan Works, Takavi Works 457 
Loeal Loan Works. See Local 

Loan Works. 
Municipal Fund Works. Su 

Local Fund Works. 
Percentap;e chargee for Eatab. 

liahment, Toole and Plant, 
oto. • • • 275, 828 Rule 1, 

458 Rules, 464, 465, 470, 474, 
478, 56~. 585 Rule a 

Pori Trust 'Fund Works. Bu 
t.ooal Fund Works. 

Takavi Works •. Su Takavi 
Works. 

Tran11f'er of works f'ree of 
oharge to lnoal bodies does 
not nece11itate adjustment 
In aooountl 480 

Wat.eroounes Ul 

Ron-Voted-
Expreaeion cleJlned • U. 80 

Paragrapia. 

0 

ObJection Statement
Set~ Reaulta of audit. 

On Account Payment-
Expression- defined • 49 
Forma of bills , 284, 288-288, 291 

Operation-
Account of expenditure kept 

aa f'or a work • • 885 
Expression- defined • • 50 
Operation charges 88S. 889, 435, 438 

Outturn-
Account of- f'rom manu-

facture • • • 885, 891-893 
Expresaion- defined, • 51 
Valuationof- • • 891, 893 ... 

Outturn Statement ol Manu· 
facture-

Form and use , 

p 

891 

Pass Books (!or cheques)-
Form and upkeep 1159 

Pass Books (Savings Bank)-
Cuatody of'- • • • 444 
Examination of'- on inspec-

tion of Bub-divisional 
offices • • • 102 Rule I 

Submission to Post Office f'or 
interest entries • 444 Rale 1 

Pay and AIJowancet
~angementa to prevent , 
. dell\yB in payment • • 511, 511 
Bllle of Direction and Special 

offices • • • • 53G-li33 
Caah drawn on billa not to be 

mi<ed up with general caah 132,509 
Classification of bill1 • • 504, 505 
Communication of sanctions 

to Audit , • • 513-515 
Di11tribution of'- • • 508, 509 
Encaabment of' bille • 608, 507, 530 
Form of billa • • • 501 
Preperation and claaaification 

of bille • • 502. 505, 531, 

Recoveries from establish-
ment • • • • 1110, 

Scrutiny of' billa anti claim1 

532 

533 

us by DiviaionalAocountao', 
Watch over und.i.i!:lur10d 

amounts • • , 509 
W ark charged eatabliahmeote 302- iuS 



Paragraph· 

Pay Billa-
Classification of- • , 504, 505 
Encaehment of- , 5061 507, 530 
Form • • • • 513, 531 
Preparation • 502--505, 531, 532 
Recoveries from- of eata b- . 

liahment • • • 510, 533 
Special arrangements for en- . 

cashment and disbursement 511 
Work-charged establishment. 

Form of- • • • 302 

Payments-

Billa ond Vouchers-· 
See Vouchers, pay and 

allowances. 
Delivery of cheques through 

subordinates . • • 150 
Examination and payments 

of Contractors' billa • • 292--298 
Forma of Contractors' billa 

and vouchers • • • 284-291 
Into treasuries. See Pay-

menta into Treasuries. 
Manner of- , • • 148-150 
Made on authority of pay 
. order • • • . • 152 
Omission of pies and annaa 
in- . 293 Rules 1 

and2 
Petty sums should be paid 

in cash • • • • 137 
Precautionsagainstdouble- 295, 548 
Procedure in payment of Con-

tractors' bills• • 150·A, 292-298 
Prompt record in Cash Book 128 
On production of Railway 

Receipts • • 292 Rule 1 
To contractors and suppliers 280--299 
To contractors should gene-

rally be made by cheques 134 Rule 1, 
- 148 

To labourers • • • 277-279 
To work-charged establish-

ment 300--306 

Payment on Account-
Expression- defined • • 49, 52 
Forma of billa • • 284, 286-288, 

291 

Payments Into Treasuries-

Accounts classification. 488 
Account submitted to Audit 574 
ConsolidatPd Treasnry Receipt 558 
Entry in the Remittance Book 155 
Procedure for payment ipto 

a bank • • . 155 Rule 1 
Settlement of account with 

treasuries • • • 557-560 
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Paragraph 

Pay Slips- ' 
To be called for from audit 

office when a Gazetted 
officer oceupies a residence 256 Rule 4 

Percentage Recoveries
Accounts procedure 

Petty Works Requisition and 
Account-

563 

. Form and use 278 (h), 328 

Port Trust Bonds • 
See also Deposita. 

Port Trust Fund Works
See Local Fund Works, 

Post Office Cash Certificate 
Su al11o Deposits. 

Post Office Savings Bank (Depo-

443 

443 

aits) • • • • 443, 444 

Bee alllo Deposits. 

Primary Unit ol Appropriation-

Expression- defined • 53, 111 

Responsibility of Accountant 
General for audit of ex-
penditure against-. 115 

Prison Labour 485 

Pro forma Accounts-
Authorities competent to 
· prescribe forma • li87 Rule 1 
Cases in which necessary 93 (d), 389, 

439, 687 
Cemetery Endowments • li92 
Irrigation works, etc. • • 93(d), 589 
Receipts and charges are 

obtained from general 
accounts • 93 (d), 588 

Residences • • 93 (d), 691 
Responsibility for compilation 587 Rule 

2,589-592 
Workshops, manufactories 

and similar qt'-G8i-commer-
cial undertakings. 93 (dl, 889, 

439, 590 
Progresa-

Expresson - defined • . li4 
Exhibition of- in Works 

Abstracts • • • 8381 351 
Posting of- in Registers of 

Works • 355 

Provincial
Expression- defined • .55,88,91 
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Paragraph. 
Provincial Governmeut-
4jExpression.....;, defined • 

I 

P11b1ic Works Account Code
Amended and revised by 

58 

Auditor General • Preface 
· Authorities competent to 

amend rules · • • • Preface 
Effect of treasury orders on 

the rules of·- • • 4 
Extent of application in Ben-

gal, Bihar and Orissa . 7 
Extent of application in Gov-

ernors' provinces • • 8, 7 
Extent of application tn 
a~ency transactions of the 
Central Government. • . 8 

Issued by Auditor General 
under Statutory Rules • 3 

Local Government may 
amend certain rules • • Preface, 8 

Procedure for communicat. 
ing suggestions for amend-
ments . • • • • Preface 

Scope of- • • • Preface.! 
Wholly applicable to Admi

nistrations under the direct 
control of the Central Gov· 
ernment 5 

Public Worka Deposit
See Depoeits. 

Purchases (Suspense)
See Suspense Accounts. 

Q 

Quantity-
Expression- defined • • 57 
Of work done. Se• Progrt'S8. 

Rate-
Expre<Jsion - defined • 58 

Rate• and Taxes-
On 'Buildings 381 

Rate of Cost-
Expression- defined • 59 

Re-appropriation-
Expression- defined • 60 
May be authorised before the 

expiry of the year • • 113 
Procedure laid down by Gov· 

vernment concerned , 117 
Procedure laid down by the 

Government of India • App. 8 
Savings under Loes or Gain 

by Exchange not available 
for- 121 

Pa:agraph. 

Receipts for Payments to Govern• 
ment-

Form and use • 144, 145 

Receipts-
Accounts procedure for l'eceipt 

ofmoney • • • 144·-148 
Appropriation of del)art-

me'ltal-to expenditure 
prohibited • 130 

Dillposal or cash- • . 147 
Divisional Accountants not 

authorised to issue • • 101 (c) 
Payel' should be granted a 

receipt . · . • • 144 
Prompt record in Cub Rook. 144, 173 
RevenuA and departmental 

See Revenue Receipts. 

Records-
Destruction of-- 598 

Recoverable Payme.ot-
Expression- defined • 61 
Particulars to be notlld on 

vouchers and accounts 182, 272, 

Recoveries of Expenditure
Accounts procedure • 
Rules for classification in 

accounts are given in State
mentE of App. 4 

Rectification of Acconnts-
See Corrections in Accounts. 

Rectification of Errors-
SH Corrections in Accounts. 

Relnndl and Remissions-

350 

268 

250 

Accounts classftoation. • 269 
Accounts pt'OCedure • 262, 263, 265, 

548 
Original orders of court oflaw 

to refunds should be sub-
mitted to Audit • 574 Rule 3 

Preoautiona in payment 263, 548 

Registe!' of Cheque (and Re-
ceipt) Books-

Form and use • 593-595 

Register of Clearance of Sus-
pense Account " Mater-
ials "-

Form and use • 328, 359 

Register of Destruction of Re-
cords--
Fol'm and use 598 



Parasp"aph. 

Register ol Divisional Account
ant's Audit Objectiona-
Fol'm and use 100 

Register of Endowment 'Re-
ceipts- . 
Form and use of- • App. 5 

'Register of Interest· Bearing 
Securities-
Form: and use of- 456, 579 

Register of Manufacture-
Form of- (386 

Register of Measurement Books-
Form and use 280 

Register of Miscellaneous Re
coveries-
Form and use 553 

Register of Miscellaneous Sane-
tiona-
Form and use of- - 550 

Register of Relds of Buildings 
and Lands-
Form and upkeep 25'7 1 258, 268-270 
Local or Central audit • 577 

I 

Revenue realised 
• Refunds on revenue 

RegiSter Of--seoeipts and recoveries on eapltal 
acoount 

Extt'acts s~ted to Audit 574 
Form and upkeep . 264-26'7, 563 

Register ol Sanctions to Fixed 
Charges-
Form and use of-, 550 

Register of Stock Receipts and 
issues • • . 180,183-185 

Register of Tools and Plant-
Closing of- · • • • 223 
Form and posting of- : 221, 222 
Local audit or submission to 

audit • 584 
Reconciliation 224 

Register of Transfers.awaited-
Form and usA of- l25 

Re~ister of Works-· 
Additional charges for mate

rials issued to contractors • 
Closing entries and review of 

expenditure • • • 
Closmg of annual ma.inten• 

anceworks 

860 

862 

381' 

295 

l'aragraph. 

Register of Work&-cQtttd. 
Closing the account of con. 

tractors and labourers 3461 3481 358 
Closing the account of mate-

rials . . • • 859 
Closing the accounts on com- . 

pletion of work • • 357-884 
Completion Reports and 

Statements • • • 384 
Excesses over estimates • 363, 864 
Excesses passed by Divisional 

Officer • • • . 363 
Examination by Divisional 

Officer • • • • 356 
Forms and preparation • 354, 355 
Further charges prohibited 

on completion of works • 35'7 
Posting of- • • • 355, 356 
Review of unsettled accounts 580 
Settlement of liabilities on 

completion of works • 358-381 
Works slips 356 

Relations with Audit-
Arrears in accounts • • 97 
Audit inspections • ·, 104 
Commumcation of sanctions 

to Audit . • • 105, 109 
Disposal of documents com- · 

municating results of Audit 108-109 
Duties and functions of Divi

sional Accountant and his 
relations with Divisional 
~:~~tan:.ee Divisional 

Local audit of-
Contractors' Ledger • • 57'7 
Half-yearly Register of 

Sto.ck • • . . 684 Rule 1 
Register of Rents of Build-

ings and Lands • • 677 
Register of Tools and Plant 584 Rule 1 

Maintenance of accounts . 95 
Miscellaneous Returns, sub· 

mission to Audit • • 584 
Responsibilities of Divisional 

Officer in rt'lgard to accounts 
and disposal of audit ob· 
jections, etc. See Divi
sional Officer. 

Submission of accounts to 
Audit • 96, 674-684, 

587-592 

Remissions-
See Refunds and Remissions. 

Remittance Transactiona-
Aocounte procedure • • 489-500 
AdjuRtment in accounts • 489 



296 

Paragraph. 

&emittance Transactlons-eontd• 
Adjustment of establishment 

and contingent char~es 
connected with acquisi-
tion of land • 275 Rule 2, 483 

C011b recoveries and paymenta 
for other divisions, depart-
menta, etc. • • 

Chargee for prison labour • 
Cheques drown on tre&IIU• 

488 
485 

rios, cla..'IBiflcation • • 488 
Cbequee drawn on treasuries, 

ett.lement of account • 557-560 
Coat ofland acquired • • 483 
Examination ond adjustment 

of transfers advised by Ac· 
countont General • • 497 

General rules • • • 482-488 
Payments into treal!1ll'ea

Accounta, classification 
Settlement of account 

Procedure for transfer of 
ohar~tes for work done • 

488 
657-660 

494 
Procedure for advicea and 

acceptances of transfer 
debita or credits • • 495-500 

Prompt settlement of- • 681 
Provisional acceptance of 

transfer • • • • 491, 600 
Railway debits for warrant• 

and credit notes require 
prompt acceptance • 491 Rule 1 

Bente or buildin~a and Ianda 484 
Beaponding transfer adjusted 

on receipt of intimatioQ. of 
original debit or credita. 
Ell:ceptiona • ·• • 

Responsibility of Diviaional 
Accountant • • • 

Responsibilities of respond· 
ln11 office • • • 

Berv1cea rendered or articles 

490 

500 

491 

lltpplied • • • 482, 487 
Tran!lfera advised should be 

accepted in full • 491 

Tranafer advised ahould be 
aupported by vouchera or 
certificate of audit • 492 

Tranafera or Ianda and buDd-
ing" • • • • 460, 488 

Transfer of works free of 
charge to local bodies doea 
not necea11itata adjustment 
in accounta • • • &80 

Tranafera not pertaining to 
the division may be reject-
ed. 491 

Paragrapha 

Remittance"Transactions-eoneld. 
Work done for otherdiviaiona 

and departments
Responsibility for exceaa 

over Pstima te and appro
priation • • • 

ProrPilnre For adjustment 
of transfer • • • 

Schedule of Works Expen-
diture for- • • 

Submission or accounta to 

494 
~ 

Audit • • • • 494 
Remittane '.l;'ransfer Receipt• • 149, 606, 

6ll 
Remittancea to Treasurit's--

See Payments into Treaauri011 

Rents-
Amount due on account of 

hire of furniture or value 
offurniture lost or damaged 254 Rule 

1 
Amount of - specified by 

Divisional Officer should be 
recovered in full • • 256 Rule IS 

Aaseasmentandrevisionof- 691 Rules 
Billa for- . • • 255. 258 
CbangAa in emolument& of 

tenants neceaaitate revision 
of rate of- recoverable • 258 Rule 

8 
Debita for- realised, raised 

in anticipation of credits .490 Rule 1 
Demand of -on vacation of 

quarters . . • 260 
Local and Central audit of- 677 
Of hired non-retoidential build• 

ing11 and Ianda, payable by 
departments concerned • 4; 4 

Of hired reeid11neea i11 charge
able to P. W. D. or in 
special caaea to Depart· 
menta concerned • • 484 

Procedure for recovery of-
from Government aervanta 
and pensioners • • 254-281 

Reeoveri1111 from N on-Gezetted 
Government servants whose 
pa:v is drawn by Heads of 
Offices to be made by the 
latter • • • • 258 

Recoverie11 of - by' treasur
ies of the provmce ad
juBted in account• of the 
Audit office • • • 257 

Recovery from pensioner&. 259 
Recovery of- , made in ad· 

vance from private persons 253 
Refunds of-How accounted 

for • • • 270 Rule 1 
Registers of -, Form and 

upkeep • 288-270 



Paragraph. 

Eents-fmtcf. 
Rep1'eAentations against assess-

ment • 261 
Schf'flule or- • 677 
8e11 nl.•n Residences. 

Report of Value a nil Verification 
of unused Materials-
Form and use Of- • • 82~826 

. ,..- . ..:"·. 

Resenec1 SubJects-
, Expression- defined • • 62,88,91 

Restaenees-
.Additiona, altel'ations, provi

sion of furniture, etc., neces-
sitate revision ofrent . 691 Rules 

.All- should be ent.ered in 
the Register of Rents of 
Buildings and,Lands • 268, 691 

Procedure for realisation of 
rl'nts • • . • 263-261 

Proforma, or Capital andRe-
venue .Accounts of Build-
ings • ·• • 98 (ell, 691 

Recovery of all dues for which 
a Go,•ernment f:ervant may 
be liable in respect of -
allottl'd t.o him • 254 :Rule 1 

Regieter of rente • • 268-270 
Rent due from date of occu· 

pation • • • 691 :Rule 8 
Rente from private persona 

should be recovered i.n ad-
vane~~ • • • • 258 

Rente of hired-, chaJ"geable 
to P. W, D. or in special 
eases to Departments eon- . 
eeTned • • • • 484 

Sanction!! in connection with 
- of II Pads or Local Gov-· 
eTnments and administra-
tions to be pre-audited 105 Rule 8 

Schedule of rente • • 677 

Results of Auc1it-
.Audit ohjl'ctiona raised. by 

Divisional Accountant • 100 
Communicated in the fo1'm of 

Audit Notes, Objection 
Statements, Inspection 
Reports, letters or memo· 
randa • • 106 

Diapo11al of- • • • 106, 107 
ExpendituJ"C incurred on 

repairs without app1'opria
tion durinjl!' 0rRt four month a 
not to he ohjPcted to 115 Rule 1 

PaymPnt.R for stores made on 
production of Railway 
Receipts to be placed und11r 
objection • • t!92 :Rule 1 
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Paragraph. 

Results ot Auc1it-eontd. 
Replies should be based on 

Divisional Officer's own 
knowledge • • • 106 

RceponAibility for clearing 
objections • • • 108 

Resulte ofDiviaional Al'count
ant'll Sl'rutiny O( I!Ubdivi
Siona) accounts and von· 
chers · • • • • 558 

Suggestions to obviate the 
issue of unnecessary audit 
objections . • • . • 109 

Revenue :Receipts-
Accounts, claseifil'ation 248, 250, 262 
.Accounts clnssilicntion of 

refunds end remissions • 262 
Cases in l"bil'h - should be 

recorded by works 93 td), 264 
Credited in accounts on reali-

sation·. Exceptions • 251 
Procedure for demands and 

recoveries of rents of build-
ings and lands • • . 253-261 

Procedurl' for irrigation reve-
nue collected in Civil De· 
partment • • . 252 

Procedure for refunds and 
remissions • • • 263 

Recovery of debts due should 
receive special attention • 251 

Registers of rents • • 268-270 
RegistereorRevenue • • 264-267 
Responsibilit.ies of depart. · 

mental officers for- • 249, 252 
Rules for assessment, realisa-

tion and account procedure 
prescribed locally • • 248, 249 

Review-
. OfContractors'Ledger • 877, 580 

Of Deposit. Register • • 580 
Of Expenditure against ap-

propriations • • • 123 
or grants mode for public 

works from Central Revenues App. 8 • 
OfMeasurements • • 283 
Of Registers. books and ac-

counts of Divisional and 
Subdivisional offices 596-A 

OrRegietor of Cheque and 
Rl'ceipt Book • 595 

Of Register of Stock • • 205 
or Registers or Works 856, 862,580 
Of Rent Registers • 680 
or Ruspense Acl'OUnts • • 580 
or Tools and Plant Accounts 218 
Of Unsettled Accounts. • 580, 681 
Of Works Abstracts • • 853-680 
Of'\\'orkahop.Annual.Acconnts 440 
OfVoucbers ' 678 
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Paragraph. 

B.evi3a1 B11dget E1timateJ..- J 

Public works chargeable to 
Central Revenues • • App. 8 

Road Metal
Accounts classification. 
Accounts classification of 

174 

239 
• 235,238 

237 
235 

charges for quarries • 
Acco)J1nts of- . . 
Corrections in accounts 
Payment for supplies • • 
Prompt record of transac-

tions • • • • 
Schedule o£ Rates for- • 
Statement o£ Receipts, !Aues 

173 
238 

and Balances o£- Form 235, 238 
Verification o£- 238, 237 

Road Metal Bate Book
Form and use o£-

Bunning Account-

238 

Expression- defined • • 83 
Forms o£ Bills • • 284, 288-288 

Running Account Billi
Forms and use • 284-298 

s 
Sale Account-

For Stock sold • • 
For Tools and Plant sold 

• 198(al 
.229B.ule1 

Sanctions and Orders-
Carriage, handling, etc., char

gesforatock. Audito!-587Rule 1 
Communication to Audit-

Divisional Officers sanctions 
to excess expenditure • 109 

Divisional Officers sanctions105 Rule 

Procedure is settled locally 
Sanctions affecting gazet-

ted officers • • • 
Sanctions affecting non-

1 
105 

613 

ga.,.etted officers • • 513 
Sanctions to contracts 105 Rule 2 
Sanctions to creation or 

abolition of posts • 514 
Sanctions to scales • • 514 
Transfers o£ divisional, 

subdivisional or other 
executive charges • 

Compliance with orders in 
force • • • • 

Nece81ie7 of sanction before 
incurring expenditure 

515 

100 

110 

Sanctions and Orders-con&~. 
Paragraph. 

Pre-audit o£ - to works in 
connection with Viceregal 
Estates and residences of 
Heads of Local Govern-
ments and administrations 105 Rule 3 

Procedure in respect of -
affecting two or more dis-
bursing officers • • 551 

Scrutiny by Divisional Ac-
countant • • • 100 

Should be recorded in suitable 
registers • • • 550 

Utilization o£ savings on an 
estimate to carry out addi
tional work. Sanction re-
quired 883-A 

Schedule Dockets-
Audit by Divisional Account-

ant • • • 561 Rule I 
For percentage recoveries • 562 
Form • • o o 561, 562 
Transactions for which neces-

sary • • • 561 
Preparation of- • • 561, 562 
Submission to Audit • • 574 
Tacking of vouchers . 574 (15), 578 
When may be dispensed 

with 561 Rule 1 

Schedule of Debits or Credits to 
Miscellaneous Beads ol Ac
count-
Form and use of- • • 563, 564 
Submi88ion to Audit • 574 

Schedule of Debits or Credits to 
Remittances-
Form and use of - • 563, 564 
Submission to Audit • 574 

Schedule o! Debits to Stock-
Form and use of- • • 561, 567 
Submission to Audit • 574 

Schedule of Demands-
Public works chargeable to 

Central Revenues App. 8 

Schedule of Deposits-
For March should be accom

panied by an Account of 
Interest-Bearing Securities 579 

Form and use o£- • 454, 455 
Submission to Audit • 574 

Schedule o! Deposit Worn-
Form and use of- 463, 465, 563-565 
Submi88ion to Audit • 574 

Schedule of London Stores-
Form and use of- • 417-424, li63 
Submission to Audit o 574 



DIDBX. 

Paragraph. 

Schedule of Miscellaneous P. W. 
Advances-
Form and use of- 574 

Schedule of Monthly Settle-
il1! ment with Treaaurie..
'1 Form and nse of- . 

Schedule of Purchases 

Schedule of Rate.-

559 

574 

For Road Metal 238 
For worlul 366 

Schedule of Rents of Buildings 
and Lands-
Form and nse of- 577 

Schedule of Takavi Works-
Form and nse of- 477-479, 563,566 
Submission to Audit • • 574 

Schedule o! Works Expenditure-
Form and nse of- • • 561, 565 
Submission to Audit 565 Rule 3, 574 

Scope of Sanction-
To an estimate-defined 383-A 

Secondary Unit of Appropria-
tion-
Expression- defined • 64, 111 

Sectional Officer-
Date of closing of stock ac-

counts of- • • 538 Rule 2 
Expression- defined • • 65 
May be authorised to record 

collectively once a month 
the issues of petty stores 185 

May enter rates in abstracts 
of measurements and bills 292 Rule 3 

·May issue stores without 
Indents . 181 

Secured Advance
Expression - defined • 
Form of bill • • 
Posting in works abstract 
Procedure • 
When may be granted 

Security Deposita
Sse Deposits. 

Service Bead
Expression- defined 

66 
284, 287 

343 
298 

299-A 

• 86Rule1 

Soil-
Charges for examination of-, 

treated as worlul outlay 380 

Special Office
Paragraph. 

Expression- defined • , 
See alBo Direction and Special 

offices, 

•Special Officer-
Expression- defined • • 
See alBo Direction and Special 

offices. 

67 

- 68 

Standard Measurement Books • 282 

Statement o! Receipts, Issues and 
Balances o! Road Metal-
Form and use of- 235, 236, 542 

Statement ol Rents recovered 
in cash or by deduction· from 
pay bill.-
Form and use of- • • 256 · 
Inclusion of all dues for which 

a Government Servant; is 
liable in respect of his resi-
dence · . . . 256 Rule 2 

Verification on receipt of 
audited copies of- from 
Audit Office 257 Rule 1, 258 Rule 1 

Stock (Suspense)-
See Suspense Accounts. 

Stock Account.-
Accounts kept by objects of 

expenditure • • • 199, 567 
Abstract of Receipts and 
·Issues-

Form and posting of quan-
tities • . . • 186-188 

Submission to divi-
sional office . • 541 

Valuation • . . 197-199 
Authority for receipt of stock 179 
Carriage and incidental 

charges • . ·198, 379, 567 
Rule 1 

Cases in which purchases of 
· materials are chargeable to 

Stock • • . • 174 
Corrections in accounts 190, 212-215 
Date of closing . • . 538, 543 
Description of arrangements 

for keeping stock 177 
Form • • . • 568 
Fictitions adjustments in-

prohibited • . • 173 
Half-yearly Balance Return-

Form and maintenance : 189 
Reconciliation with Regis-

ter of Stock • . • 201 
Submission to divisional office 542 
Indents-

Form preparation and exa-
mination . . • 181-183 
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~---------------------------------,---------------------------------
Stock Accounts-eontd. 

Paragraph. 

Issue-
Authoritv ofthe DiVisional 

181 
or Subdivisional Officer 
required. Exceptions • 

Entry in the Regtster of 
Stock Issues • • 184, 185 

Indents. Preparation and 
examination • • • 181-183 

Issue Rates Su Issue 
Rates. 

Mode of recovery • • 198 
Monthly Abstracts of quan-

tities • • • • 188-188 
Prompt record of transac-

tions Exceptions • 173, 185 
Purposes expla•ned • • 181 
Recovery of supervision 

chargee • . • • 198 
Responsibility for recovery 

of value and clearance of 
outstanding& 

Ledger-
Form and maintenance • 

Maintenance of- in aubdivi
aional and divisional offices 

Receipts-
Procedure on taking dell-

198 

207 

178 

very • • • • 180 
Monthly abstracts of quan-

titiea • • • • 188-188 
Payments for supplies • 191, 192 
Should bo entered in the 

re~iater of Stock Re· 
ce•pta. • • • 

Should be recerded in 
Meaaurement Book· 

Sources deaeribed • • 
8 up pliers to be given aoknow• 

ledgmenta • • • 
Regiater of Stock- • 

180 

180 
179 

180 

Form and maintenance • 20G-206 
Local audit 684 Rule 1 
Review • • • 205 

• · Submission to Audit. 684 
·Register of Stock Issue-

Form and maintenance • 183, 184 
Prompt record of transac-

tions. Exceptions • 173, 185 
Begister of Stock Receipts-

Entry on receipt of mate-
rials • • r • 

Form • • , • 
180 
180 

Besponaibility for maintain-
ing correct accounts • 172, 173 

Besponsibility of Divisional 
Officer • , 171 

Sale Account • • • 1116 
Schedule of Debita to Stock . 667 
Separate account for stock 

under the charge of Divi. 
aional Officer • • • 178 

Paragraph. 

Stock Account ...... eonld. 
Stock Account • • • 668 
Stock-takin~. procedure • 208-211 
Supplier&' bill-

Examination and prepara-
tion • • • 1911 292-1!95 

Valuation. procedure • 197-199 

Stock-taking-
Materials charged to works • 822~825 
Road Metal • • • 236, 237 
Stock materials • • 208-211 
Toola and Plant 232 

Subdivisional Accounts-
Cub Balance Report • , 139 
Cloaing of cash and stores 

account& • • • 138 
Incorporation of- in month-

ly accounts ofthe division. 145 
:Miacellaneoua account& re-

turns • • • • 1542 
Review of - by Divisional 

officer 1596·A 

Scrutiny of- by Divisional 
Accountant • • • 1548-1556 

SubmiBSion of copies of Caah 
Dock to divisional office • 1510 

SobmiBSion of montha 
account& to divisional office 640, 641 

Upkeep ofinitialaccounta • 637 

Bubdivisional Officer-
ExpreBSion - defined • · • 69 
Responsibility of- on trans-

fer of charge • • 695·A&B 

Bub-head(s)-
Expression- defined • • '70 
Determination of- in ao-

oount•ofworka • 33Q-840 

Sub-workls)
Expression- defined • 
Works Abstracts for-

Bupenlsion charge..._ 
Expression- defined • 
Recovery of- • 

Supplementary Accounts
Date of submission • • 
Definition and preparation 

of-

'71 
829, 838 

'78 
198 (0) 

1583 

68S 

Preparation and aubmiaaion 
to Audit • • • 682. 1583 

Supplementary grants-
Public worka chargeable to 

Central Revenue• An. 8 



SuppUea and Senlces-' 
Expression- defined • 
Form of bill · 

Sane.:v Report ol Stores- ' 

Paragraph. 

&18 Rale 1 
621 

Form and use of- • 218, 284, 235, 
237 

Saspense Accounts- . 
Accountsclassification. • 897 
Appropriations intended for 

net expenditure 110 (a) Rula1,· 124 
(b) 

Ezpression-defined • 73 

London Store-
Surcharge leviable • • 421 
Balances. • • • 422, 423 
Classification ofindentefor · 

stores • ' 425 
Credits • 418 
Debita • • 419 
Form of acconnt • 424 
Indian charges • 420 
Objects ofthe account 417 

Miscellaneous P. W. Ad· 
vance
Classes-defined 
Clearance • 
Form of account 
Restrictions 

Purchase
Credits • 
Debits • • 
Form of accounts • ' 
Unclaimed balances 
Valuation 

Stock-
Account: when necess81'7 
Debits and eredits • 
Form of general account 
Limit for reaerve- • 

• 408, 418 
415 
416 
414 

898 
400 
402 
401 
899 

403 
405 
407 
404 

Sub-heads • 
Subsidiary accounts 

Subordinate to accounts 
work-

• 406 
• Chap. VII 

of 

Classes • • 840 
"Contractors" -

Adjustment of balances 
due to or by contrac. 
tors • • • 847 

Advances on security of 343 
materials • • • 843 

Advance• payments • 842 
Other Traneactions • d48, 844 

., Labourers" Account • 844, 348 
Materials Account • • 341, 845 
Unpaid balances due to 

contracton and labourers344-848 
Watch over balances of 

oontractol'll and labourers 848 

301 

Paragraph, 

Saspense Accountl-ccnld. 

Workshop Suspense-
Credits , • 
Debits • • 
Form of account 

427,428 
428 
429 

Saspenaa Register 402, 407, 416, 663 

System ol Accounts-
Main features explained 118 

Bee al6o Accounts. 

Takavi Works-
Accounts classification. • 4'77, 480 
Accounts procedure , 4'78-480, 668, 

674 
479 Closing of accounts • • 

Cost may be recovered in ad~· 
vance or in arrears • 478 

. Procedure for recovery 
through Civil Departmeni 480 

Provision offunds • • 476 
Schedule of Takavi Works • 4'7'7, 563, 

• I i 674 Techn1ca Sanct on-
. Expression- defined • 74 

Temporar.:v Advance Account • 167 

Temporar.:v Establishment char-
ged to Works- . 
Leave salary, travelling allow. 

ances, etc., to be regulated 
by the Rules applicable to 

· temporary establishment 301 Rule a 
Tents- · 

Carriage of 228 

Transactions with Other Divi
sions, Departments and Gov
ernments-
Bee Remittanoe Transactions. 

Tools and Plant-
Accounts classification of 

transactions • • 174,218,275 
Accounts of Issues of Tools 

and Plant-
Form and upkeep • 220 
Submission to Audit. 674 
Submission to divisional 

office • • • • 641 
Accoun ta of Receipts ofToola 

and Plant-
Form and posting • 219 
Submission to Audit, li74 
Submission to divisional 
office - li41 
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Paragraph. 

Tools and Plant-r.o,.u: 
Corrections in accounts 
lBBues-

233, 234 

220 

220 

Procedure and posting in 
Account of Issues of

Len t or sent out for repa~ 
Acknowledgments . • 
Posting inAccount ofiBBues 

of Tools and Plant 220 Rule 1 
Posting in Accountof Re· 

: oei;pts of Tools and Plant 219 Rule 2 
Postmg in Register of- • 222(c) 

Numerioalaooount kept both 
for ordin ary and special 
tools and plant 

Ordinary- defined • • 
Payment for supplies • · • 
Prompt record of transaotiolll!l 

in accounts • • • 

217,275 
Rule1 

216 
225 

173 
Reoeipts-

Aoknowledgmenlls to suppliers 219 
. Examination and count • 219 

Posting in the Account of 
Receipts of- · . • 

Recoveries and Adjustments-
Hire, etc. • • 227 

219 

. Carriage charges of tents 
Sales and transfers • 

• 228 
• 229-231 

• , Use on works • 226 
Register of-

Closing • . 223 
Form and posting . • 221, 222 
Opening of - every two 

or three years . . 224 Note 2 
Reconciliation of divisional 

and subdivisional regis. 
ters • . • • 224 

Separate - for divisional 
office to be dispensed 

. with . • • · 224 Note 1 
Submission to Audit. 684 

Review of accounts of- • 218 
Special tools and plant and 
• kilns for manufactures. Ac-

counts classification 
Special- defined • 
Special- , sanctiolll!l to 
Stock-taking 
Verification 

389 
216 
216 
232 
232 

Transfer Entry-
How registered • • ·• 246, 247 

. Responsibility of Divisional 
' Officer • . • • 244 
Should be supported by an 

order of Divisional or Sub-
divisional Officer • 242-244, 247 

Should set forth esplanation 
. for correction or adjust-

ment • • • 245 
Submission to Audit; 678 

Paragraph. 

'l'ransfer Entrr....!.coned. 
When necessary 159, 190(b), 241, 

685 

'l'ransfer Entry Book
Form and upkeep 
Date ofclos1ng • 

'l'ransfer Entry Orders-

246, 247 
544 

Form and use • • • 242-247 
Posting into Schedule Dockets 561 
Posting into Registers and 

Schedules • . 663 
'l'ransfer of charge-

Divisional Accountant • 596 
Divisional, Subdivisional or 

other executive chargee • 515 
Papers to be submitted on-

of Divisional and Subdivi-
sional officers • • 595-B 

Responsibilities to be dis-
char~ed by Divisional and 
Subdivisional officers on - 595-A 

Transferred Subjects
Expression- defined • 

'l'ransfer Transactions-

75,88,91 

See Remittance Transactions • 

'!'ravelling Allowance Bill&-
See Pay and Allowances. 

'l'reu1lfJ Pall Book 559 

Treasury Order&--
Efiect of - on the rules of 

the Public Works Account 
Code • • • • 4 

Scopeof- • • . 4 
Subsidiary rules framed by 

tbe local Government 8 

Treasury Remittance Book 155 

u 
Unit of Appropriation

Expression - defined • 

v 
Viceregal Estate&--

Pre-audit of 11anctions to 

76, 111 

works relating to- • 105 Rnle 
3 

Voteci-
Expreaaion- defined • 77,90 
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nmu.· 

-. 
Paragraph. 

Voueher.-
Aceeptance of Value payable 
· covers (with invo1ce and 

bill) as- • • 153 Rule 2 
Acknowledgments on- 153, 154(a), 
• 298 

Cheek by Divisional Account-
ant • • • 548-548, 555 

Comparison with Cash Book 160 Bule 1 
Examination of Bills and 

precautions • 191,292-295, 
548 

For liabilities incuned en 
behalf of contractors . 350 

General rules for preparation 
and completion 151-154, 278-308 

Particulars of classification 154(b) 272 
Pay Order on- • • 152 
Payments should be support-

ed by- • • • 
Posting into Schedule Dockets 
Posting into Registers and 

151 
561 

Schedules . • • 
Review of- by Divisional 

Officer • • • • 
Submission to Audit • • 

563 

578 
576 

Works- Form preparation, 
examination and payment 284-298 

w 
· Watching of Actuali

Procedure • 122-125 

Water Courses
Accounts Rules • 
Expression- defined • 

Work-ehargea Establishment
Claslrification of charges 
Conditions of employment 
PRy bills • • 
Travelling expenses 
Unpaid wages , . 

Work done for other Dhrisionl, 
Departments, etl!'-
See Remittance Tranr""tions. 

Worklt-
Expression- defined • 

481 
78 

808 
800, 301 
302, 803 

805 
804 

79 

Works Abstract • • • 328-858 
Additional charges for mate-

rials issued to contractors 837 
Check and completic>n in 

divisional office , • 352 
Classification and reoord of 

final cbarp:-
Major Estimates , 330-338 
Minor Estimates 839 

Paragraph. 

Works Abstract-:-c:ontd. 
Closing of contractors' ac-

counts • • . • 
Examination by Divisional 

Officer . . • • • 
Form for Major Estimates , 
Form for Minor Estimates • 
FormforPettyWorks • 
Kept for each working esti. 

847 

353 
328 
3!18 
328 

mate and sub-work or por-
.ti~n.s ~hereof . . • • 829, 332 

L1ab1htJes not mcorporated 
Exc~ptions • • ." 349-350 

Mater1als account 334, 31!5, 339, 841, 
345 

Parte of works pu1led down 
orrebuilt • . • • 336 

Percentage charges for estab· 
lishment, etc., are not 
included in - • • 828 Rule 1 

Petty Works Requisition and 
Account • , • 328 

Pre:paration, completion and 
d1sposal . • . 352, 853 

Rece1pts and recoveries of · 
expenditure . . 338 

Record of progress . . 333 351 
Sub-beads, bow determined. 33~339 
Sub-beads, ma:y be assigned 

numbers • · • 330 Rule 1 
Suspense Accounts • • 340-348 
Unpaid wages oflabourers on 

completion of works· . 346 
Watch over contractors' and 

labourers' balances , 

Works .Accounts-

Accounts returns of Subdivi-

348 

sional officers • 539-542 
Adjustments . • , • 327 
Cash payments • • • 276-306 
Classes of workto executed by 

tbeP.W.D .. · •• '81 
Closing the accounts on com· 

pletion of works • • 357...;.864 
Completed works include 

abandoned works 17-A 

Contractors' Ledger-
See Contractors' Ledger. 

Corrections of errors after 
elosing accounts • • 365 

Cost of works executed in 
divisional workshops .for 

.private bodies to be reco· 
vererl in advance • . 432-A 

Disposal of surplus matetials 315, 321 
Forms ofbillsand vouchers. 284-298 
General principles regard· 

ing- ' • 271-275-A 
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DDU.. 

Paragraph. 

Works Aooouats-coJtld.. 
Inolude the oost oflancl ~15)1ula 8,483 
Iaaue or materials-

JDireot to works-
. ~ Sse :\hteriala A.oooant. 

To Contractors
- J Sse Oontraotora. 
M"terial1 A.ooount-

Sse ~aterials A.ooount. 
Mea!lurem9ntl for work d.,oe 

ouupplie1 reoeived • 281)-283 
See :alBo .~basuromeot Books. 

Objeot or lc"3ping aooount by 
aub-beads • • • 214 

Payments to oontraotora a 'lid 
auppliera • · • • 230-299 

Paymentto labourera • 2 7 7-279 
Paymenta to work-oharg~ttl 

establi•broent • • • 8DIJ-81)8 
Regiater of works-

See Register of Woru. 
Re-openinq ofaooounta • 385 
Review of un~ettled aooouo~ 58D 
Sobedule Doolcots-

See :iobeJule Dooketa 
Sobe.lule or Ehtes • • 388 
Solle:iulesor Dlposili works 

and l'akavi work• • • 588 
Sobeiule of Works lh:p3n•li• 

t.ur-
Forms an,J preparation 585 

811bmiuioo to A.udit ,. • 574 
Bpeoial prooetlure for DOll• 

Go.,emm.,nt \Vorks-
See ~on-IJovermmeoa \Vorka 

Suspense :\.ooo11nts 3JJ-148, 358-
360 

Transaotions'acljustod Bnally 
in tne aooounts or Divisional 
O.Boer. EK08(Jtionl • 81 

Tran!lfer of works free or oos• 
to looal bodies doea noll 
n9oeasitateadj111tman11 ill 
aooounts • • • 480 

Unaut.hori&ed liability to be 
reporte<l to high9r autbo-
ritiea - 110 (a) aula s 

Works Acoounta-collel4, 
W orka A.bstrac ts

See Work• A.bstraofl. 

Work• Erpanditura and Works 
Ootlay-
EKpreaaiona- defined • 80 

Workshop Aooounts
Aooounts of oommeroial un. 

dertakings are preaoribe<l 
looally • • • • 431 

Annual Pro /M'rrttl aooounfl. 
Preparation aad review • 439, 440, 

690 

Applioable to larger abops • 431 
Classifioation or tranaaot.aona 433-435 
Direot and indireot ehargea • 433-438 
Direct ohartzN on joba • 435 
Estimates for jobs • • 432 
Form of aooounta ia preaoribed 

looally • • • • 431 
Indireot; char~ea are pres-

cribed looall.v • • • 431 
Indirect; charges enumerated 437 
Iodireohhargea on jobs • 431. 438 
Indireot; charges, reviaioa of. 440 
Jobs- • 

Direct; oharges 435 
Eatimate of ooat • 43Z 
Es"outed in amallahopa • 430 
Indireot obarges • • • 431, 438 
Settlement of aooounfl • • 438 
·<4 

Jobaexeouted in lmallehopa, 
aeooun,ed for aa works or 
manufactures • 430 

Limit olthecoatofajob 431 

Workshop (SlllpeDSa)-

s,. Suspen~e Aceouu. 

Works Slip • 358 . 

== 5 



• .. . 
. • .. ·' ~ ' . -

' . 
• 

.... ...... .E • I ·•· . .l.--~··, 

'\ 

Serial number o£ 
correction. 

I Rule af£ecLed. 
I 

1 Dale .......... 

Seri11.l number of 
correction • 

Rule af[ected. 

, Date of posting • 

Serial number of 
correction. 

IBWo .... led. 

I Dato of posting. 

~ 
I 

~ a 
~ 

~ 

~ 
~· 
~ 

~ a .... 
~ 
~ 

C» 
0 
Ot 



Serial number or 
correction • 

.. 

Rule affected. 

Date of posting. 
-

. Serial number of 
correction. 

Rule a!Tected. 

I ,. .. ot ..,. .... 

Serial number of 
correction. 

I Rule affected. 

I Date of poatlng. 

i 

I 

I 

~ 
0 
~ 

-.<; 

~ .... 
~ 
~ 
c 
~ 
~ a o· 
:::! 

i 
~ 
0 
I:S 
<+ 
0. . 

(I) 

8 



Serial nnmber or I 
eorrection • 

. . .. .. 

Rule afi"ected, 

I Date of posting. 

-
Serial number or 

correction. 

l Rule affected, 

,. Date of posting. 

jsuu.In~bKof 
correcuon, 

I Rule ........ 

~ I Date o£ post:: 
,; 

~ 
~ 

~ 
~. 

~ 
~ 

~ 
~ 
~. 

0 

~ 
l 
8 
~ p.. 

~ 
0 .... 



I Serial number of 
correction. 

I I Rule affected. 

Date of posting. 

-

'""'"' num""' ol 
correction. 

Rule affected. 

I Date of posting. 

'Sed&! numb" ol 

' 
correction. . 

- Rule affected. 

I Date of posting. 

I 

j 

~-
~ 

~ 
~ 
~ g. 
~ 

~ 
~ 
~ 
(') 

s· 
;;:l 

i 
c:l 
0 
::;1 
~ 

p.. 

to 
0 
00 



, ...... n~mb" or 
correction. 

-
Rule affected • ... 

I ' I Date of posting. 

I Serial number of 
... correction . . 

Rule affected. . 
I I Date of posting. 

-
Serial number of 

correction. 

Rure affected. 

Date of posting. 

~ 

~ 
~ 
~ 
~ .... 
~· 

CQ 

cQ. 

~ 
"" a .... 
§ 

i 
0 
0 

S: 

~ 
~ 



~I r -w 
~ 

> 
0 

f 
'" ... 
~ .,, ... 
I 

$>' ., 
0 

? 

-

I 

I Burial nu~ber of 
correOtlOD. 

Rule affected. 

Date of posting. 
-

· I Serial number of 
correction . 

Rule affected. 

\ Date of p~tiog. 
Serial number ot' 

correction. 

I Rule aft~cted. 
I 

Date· of posting. 

~ .... 
(1:1 -

~ 

~ 
I"<> .... 
~· 

~ 
~ 
~ 
R 
~· 

i 
c:':> 

g 
(') 

?= 

~ ...... 
c 


