GGVERNMENT OF MAHARASHTRA

URBAN DEVELOPMENT, PUBLIC HEALTH _
"AND HOUSING DEPARTMENT

.The Mabharashtra Munlclpal Account‘
Code, 1971

QY2

m IN"INDIA BY- THE MANAGLR, GOVERNMENT CENTRAL PRESS. BOMBA"
MD PUBLISHED BY THE DIRECTOR, GOVERNMENT PRINTING, PUBLICATIONS
AND STATIONE.RY MAHARASHTRA STATE, BOMBAY,

19
lfrgce_TR.; 95



. " URBAN DEVELOPMENT, PUBLIC IIEALTH AND HOUSWG Dl;gé
Sachivalaya, Bombay -32 : B.R., 16th Septernber ‘1971’ 5 ?f"

zmm MUNICIPALITIES AcCT, 1965.
0. UMR..1866/1 1400-Unification-IV.—In exercise of the powers conferred by sub-sectiohs (/) ann - rlause

f sub-section (5) of section 101, sub-section (6) of section 101,' sub-section (/) of section 102, clauses (a) and (5) of sub-section {2) of -
30 104 and sub-section (/) of section 115 _of the Maharashtra Municipalities Act, 1963 (Mah‘ XL of 1965), and of all other powers
4 2z it in that behalf and in supersession of all previous rules made in this behalf, the. Gevernmeng of Mgharashtca hpretgy ,gn,akpglgl}c;__..
& ing rules, the same having been previously published as required by sub—secnon (%) of the sald scctmn 321 pamely t— ‘

CHAPTER I.
' Inmonuc-ronv

L. Short -title and commencement.—(1) These rules may be, called the MaharaShtra Mumcxpal Account Code, 1971, and shall come
into force with effect from the 1st day of April 1972. .

¢ 9( 2) )’I‘he rulm in thc Code shall apply to all the Mumclpal Counclls constxtuted under the Ma.harashtra Mumc:pahtles Act, 1965 (Mah. XL
0 1 635,

2 Deﬁmtmm -—In these rules, unless the context chmrcs otherwlse—i'
@) “ Act™ means the Maharashtra Municipalities. Act, 1965.; . ... . .

@ * Auditor * means the Chief Audltor, Local Fund Aocounxs Bombay or any othcr person authorised by him to perform the
functions of an auditor ;

. - ){f-‘l}" Authorised  Officer * micans the Chicf Olﬁccr or ‘any other oﬂi’cer :au,t'lqufised E}:Q‘n under sub-section (2) of section 77 of

At

- (d) * Bank " means a Bank specified under sub-section, (J) of section 99 ;
“'(¢) “ Chief Auditor * mcans the Chicf Auditor; Local Fund Accounts and lncludes tha Dcputy Chief Audltor. Local Fund Accounts ;
{f) * Committee ** means a Commpittee appointed under thc -Act and incharge of any particular work of business ;
() * Contingent Charges " means expenditure which is mcndental to the working of an office and includes all miscellancous char-
. ges, other than those for establishment and travellmg allowance and which a municnpal officer’ of servant is required to incur in con-
, necnon with his duucs H :

) * Engfnecr * means the Municipal Engmccr spccxﬁcd in Sub-secuon (2) of ‘section ‘75 or such other oﬂ'icsr apDOlnted by ths
municipal council to perform the functions of an engineer ;

- (@) “ Form ™ meaps Form appended to these rules ; - L
" (j) * Government * means th Government of Maharashtra :*'" "

(k) * Head of Department ” means an officer placed in cbarge ofa dcpartmcnl H

A Major Hedd ** means a main unit of classification of rcvenue and expcndrfurc in the aocounts of a Council ;
(m) “ Minor Head " means a sub-division of a major head ; _ L
~ {m) ** President.? means the President of a Council and includes the chc-Premdent when acting for the President ;
- (o) Re-appropnation » means the transfer of funds from one budget head to apother _ ,
'(p) “ Recirring Charge ™ means a charge which mvolv&c a lla.'bihty bcyond the ﬁnancxal ycar in which lt is originally sanctioned;
‘ (q) “ Section ** means a section of the Act ; '

.--i"f

(r} “ Superintendent ” means the tax superintendent or other superintendent appomtcd “to superwse the collection of
taxes including octroi. ¥ no one has been so appointed, superintendent means the Chief Officer ; =

‘ (s) “ Suspence Account ™ means the head of account under which transactlons of a ;cmporary character which are not
to bcdagjustzd forthwith in the accounts as final receipts or outlay or the correct classification of which cannot be determined, are
recorde

-(f) * Temporary Establishment ** means establishment emiployed for a I'Imitcd period ;
(u) “ Treasury * means a Government Treasury or Government Sub-Treasury H

(v) ** Treasury Officer ” includes a Sub-Treasury Officer or,Manager of the Bank tc which the Govu'nmcnt Treasury business has
been made over ;

(w) “ Year ” means the financial year as defined in the Bombay (eneral Clauses Act, 1904 (Bom. I of 1904) ;
(x) Words or expressions used in these riles, but not defined, shall have the meanings, respectively, assigned to them in the Act.

"+ 3. Genaral—The registers and fortits prescribed in these- rules provide for account transactions and procedure relating to
all Municipal Councils, The accounts and. the financial records of the Councils ‘shall be maintained in the forms and Registers
prescribed in these rulcs No addition’ to or alteration in the forms may be made except with -the sanction of Government. 7

4. Chief Auditor, Local Fund Accounts 1o guide Counc:ls.—ln matters of details connected with accounts the Council shall be gu:d
5y the Chief Auditor, Local Fund Accounts, )
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CHAPTER IL

. GENERAL.

5. Computation of time.—Whenever in these rules, any act or proceeding in th_é Council or Head Octroi Office is direct
to be done ’:)r takcnfon a certain day or within a prescribed peried, then if the office is closed on that day or
day of the prescribed period, the act or proceeding shall be deemed to have becn done or taken in due time if it is done or t
next working day. . .

6. Accounts to be for financial year.—The accounts shall be maintained separately for each financial year.

7. Language in which accounts fo be maintained.—The accounts and registers should be maintained in Marathi : Provided that 'Wl_lere.
itis not ﬁo:sgi'blg to maintain the Accounts and Registers in Marathi they may at the discretion of lhg Council be meintained either in}' Hindi
or English. T -

8. Manner of keeping books of accounts, etc.—Books of accounts, registers, receipt and bill-books, shall be strongly bound with pPhages,
serially numbered and each page or folio scaled with the Common seal of the Council. The number of pages of each k
or register contains shall be certificd in writing, after actual varification, on the last page by the Authorised Officer,

9. Account of Receipt Books, ete.—An account of all the receipt books, licence forms and other similar articles and form
having money value, brought to stock by the Council, shail be maintained in Form 1, The following instructions regarding the
maintenance of the account shall be strictly observed (— - o :

(1) The stock of receipt books, licenses, etc., shall be in the custody of the Authorised Officer who shall maintain
an account thereof in Formn 1. Receipt books, licenses and cheque books, ete,, pertaining to different departments shall be
recorded on different pages. -

{2) As soon as the receipt books are received from ‘the ﬁness.' the total number of receipts contained in each book
shall be examined and certified by the Authorised Officer on the last page of the book. The receipts shall be stamped
with the common seal of the Council at the time of issue of the books. Y

{3) Out of the stock of receipt books with Authorised Officer & certain number will be handed over to each Head o
Department for use. Each Head of Department will maintain a stock account in Form 1 and follow the instructions i
this rule in all respects. 4 .

{(4) No reccipt book shali be issued to the collection staff unless it is immediately required foruse. Fresh issue shal
not be made until after the completed books are returmed, and when this is not always possible, the return of receip
books immediately after completion shall be ensured. : .

(5) The note of every issue of a receipt book, etc., in the Register and its return after completibn shall be duly attested.
(6) The books shall be issued in serial order, the number of receipts contained therein being also noted in Register.

{7 Unless the partly used receipt books are brought into use during the next yeoar, the unused receipts therein shall’
be cancelled at the close of the year and an endorsement to that effect shall be made by the Authorised Officer.

(8) On return of the completed books, or during inspection the entries therein’ shall be carefully scrutinised by the
Head of Department or the Chiel Officer or some other Officer duly authorised by him and the. original receipts therein
shall be counted to see that none have been removed or misused, anu a certificate to this eflect shall be recorded on th
reverse of the last original receipt. FErasures and corrections shall be critically scrutinised and the used books shall be kept
in the personal custody of the Authorised Officer. : ]

- 10. Corrections in Acconnts.—Every correction or alteration in accounts shall be made neatly in red ink (a single line being
drawn through the original entry to be corrected) and attested by the dated initials of the Authorised Officer. All corrections
and alterations in bills and vouchers shal) be similarly attested by the officers drawing the bill or person preferring the claim,
while those in the pay orders shall be similarly attested by the officer signing them. Erasures or over-writing shall be absolutely
forbidden and no document with an erasure or over-writing shall be accepted.

11.  Moneys pertaining to Mimicipal Fund to be credited 1o appropriate head.—No money pertaining to the municipal fund, with
the exception of authorised advances and amounts remaining undisbursed out of bills already paid, shall be kept apart from
the general balance at the credit of the Council, but shal} be credited at once to the appropriate head of account and kept
intact into the treasury or bank. No portion of the coliection shall on any account be kept back or used for current expenditure.

12. Al moneys 10 be acknowledged —Moneys received by any authority of the Couﬁcil shall, without exception be acknowledged by
a receipt in double sided carbon duplicate in Form 2 issued on the date of receipt. If the amount exceeds Rs. 20, the receipt
shall be stamped with a revenue stamp and handed over to the payee.

13.  Bill or voucher to bear order to pay.—Every payment charged to the municipal fund shall beer on the bill or voucher an
order to pay the amount which shall be expressed both in figures and words as indicated in rule 16 and every such order to

p:ge sshall be signed by the Chief Officer after it has been approved by the competent authority, in cases where approval Is
n sary.

-

14, Money to be paid only by cheque.— Subject to the provisions of rule 15, no money shall be paid from the munici
except on a cheque signed by the Chief Officer and the President : P unicipal fund

Provided that, the signature of the President shall not be necessary in respect of payménls from the mupicipal fund on
the following accounts ;— ) : :

(i) Salaries and allowances of the staff ;
(ii) Advances and withdrawals from the Provident Fund ;
(éi{) Payments of instalments and interest of Life Insurance Corporation Loans :

(iv) Payments to the Life Insurance Corporation on account of insurance premia collected i i
holders from amongst the municipal employees ; P ected by the Council from policy

(v) Payments to be made to any Government Departments ; :
(\'i.)- Payment n.garding recoveries on behalf of Co-operative Societies, Banks, Cumulative Time Deposils ;
(vii} Such other payment as the State Government may by special order, from time to time direct :
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- Pravided further that, every cheque drawn by the Chief Officer under the first proviso shall be accompanicd by a 'ccn.iﬁmte in the
following from :— -

) “ Certified that the Cheque No. ............ edated ...l 190 .. is towards payment to be made on account
4 of % eereven.... O ...... 80d does not require the counter signature of the President ™.

*Here specify one of the purposes mentioned in the first proviso.

1S. Tash payment in certain cases from the permanent advance.—In cases of emergent payment, sums for amounts less than Rs. 100
-in the case of a Council for * A * Class Municipal areas, Rs. 75 in the case of a Council for * B ' Class Municipal area and Rs. 50 in the
case of a Council for * C * Class Municipal area, and if the payec so desires, refunds of octroi shall be paid in cash from permanent advance.

16. Manner of preparing Bills and Vouchers.—All bills and vouchers shall be prepared and signed in ink but where carbon copies are
required to be made copying or indelible pencil shall be used. The amount of the bill shall, as far as whole rupees, are concerned, be written
in words as well as in figures ; paise may, however, be written in figures after the words stating the number of rupees, but if there are no
paise the word “ only ' shall be writlen after the number of whole rupees. Care should be taken to leave no space for interpolation. Every
Bill shall have written across it in red ink an amount a little in excess of the amount of the bill and in whole rupees, e.g., on a bill for
Rs. 50-15 should be writtea * under Rupees fifty-one . o

' . R . ‘. T . Re) L . .

17. Manner of payment on Vouchers.— Charges against different major heads shall not as far as possible, be included in the same voucher.
No payment shall be made on a voucher or order signed by a person other than the officer authorised to sign the ** passed for payment ™
order. No money shali be paid on a voucher or order signed with 2 rubber or facsimile stamp. When the acquittance on a voucher is given
by a mark or seal or thumb impzession it shali be attested by some person known to the disbursing officer. Vernacular signatures shall
always be transliterated. C

. ! . ' . Lo : Al gl - -

18. Money payable to be rounded off to nearess multiple of 5 paise.— Transactions of the Council involving transactions of a rupee, if any,
co:l'lprilsin% gvery payment to anindiv idual on each bill on account of pay, allowances, pension or T. A. may be rounded off to the nearest
multiple of 5 paise.

Note.—1t will not be necessary to round off every item if an individual's claim in a bill like Railway fare, mileage by road, daily allowance
etc. comprising an individuals’ Travelling Allowance ¢laim. It would be enough to round off any onc of these items in such
a manner as would bring the portion, if any, representing the transaction of a rupee of the net claim, to be paid, to a figure which
is multiple of 5 paise :

Prc:;vidcd that, in respeci'c;l' contingent aﬁd otﬁer éhargﬁ. when claimants have no objection, the rounding off of the fraction of a rupee
sl':ﬁll be done only in respect of the net amount payable om a bill and not in respect of the individual items of claims or adjustments in the

. 19. Acknowledgement of payment and lost vouchers, etc.— Every vouchers shall bear or have attached to it an acknowledgement of the
payment, signed by the person for whom or on whose‘behalf the claim is put forth. No payment shall be made in the absence of the neces-
sary acknowledgement. 1f a voucher be lost, a certificate of payment prepared in manuscript and signed by the disbursing officer and
endorsed by the superior officer shall be placed oo record. Full particulars of all claims shall be set forth. Payments to illiterate persons
shall be %:.rtiﬁed by the disbursing officer and the thumb impressions of those persons shall be obtained against their names on the vouchers
concerne: P - s -".- ' - T . . .

20. Date of payments to be noted, etc— Dates of payments shall invariably be noted by the payees in their acknowledgements. If, for
any reason such as illiteracy or the presentation of a receipt in p.ntlcgauon of payment it is not possible for the payee to note the date of
payment, the date of actual payment shall be noted by the disbursing officer under his initials either scparately for each payment, or by groups
as may be found convenient. - ‘

21. Payment by Post Office, etc.—In the case of payments made by remittances through the Post Office, the Postal money-order receipts
shall be kept with the vouchers. In the case of payments for articies received by value payabie post, the value | 'yable cover, together with
the invoice or bill showing the details of the items paid for, shall be kept with the voucher. . )

: \ 5
22. Idemnity Bond.—A claim for an amount not exceeding Rs. 500 preferred on behalf of a deceased person may be paid, without the
production of a legal authority, under orders of the President after such enquiry into the right, title and interest cf the claimant as may be
deemed sufficient. In the case of claim exceeding Rs. 500, if the President is satisficd as to the right, title and interst of the claimants and
considers that undue delay and hardship would be caused by insisting on the production of letters of administration or other legal authority
ke may obtain the orders of the Council for payment on execution by the claimant of an indempity boad in Form 3 w:th such sureties as the
President may fix. :

1In case of doubt paymex;t shall be made anly oﬁ production of a legal authority.

" 23.  No duplicate receipt to be granted for money received.—No duplicate or copy of a receipt granted for money received, or of a bill
or other document for the payment of moncy which has already been paid shall be issued on the ground thatthe original has been lost.
If any necessity arises for such a document, a certificate may be given that on a specified day, a certain _sum on a certain account was
received from, or paid to acertain person. A fee of Re. 1 shall be charged for each su.ch certificate in respect of a lost challag or

receipt.

N ' ..

24. Pass Book.—All sums paid into the Treasury or Bank on account of the Council and all payments made by cheques shall be entered
in pass book which shall be sent periodically to be written up at the Treasury or Bank. At the close of each month, the entires on each
side of the pass book shall be totalled and the balance struck under the signature of the Treasury Officer or the Manager of the Bank. No
entries shall be made in the pass book except by the Treasury or Bank Staff. \

' CHAPTER 1II
. BUDGET
25. Preparation of Budget Estimates.—(1) The Budget Estimate of a Council shall be prepared in the Form 4 incorporating therein—

(@) the income and expenditure of the Council for the previous financial year ;

() the income and expenditure of the Council from the 1st day of April to the 30th day of November of the financial year then
current and an estimate of the income and expenditure for the remaining portion of the current year ;

(¢) an estimate of income and expenditure of the Council during the ensuing financial year and an estimate of the closing balance
in the Municipai Fund at the end of the current year ; _ - .
(d) proposals for any change in taxes, fees or other charges to be levied for the ensuing year.

(2) The consolidated budget estimate shall be accompanicd by subsidiary statements detailed below 1=
(@) A statement in Form 5 showing the details of the scaje of municipal establishment provided for in the budget ;
(6} A statement in Form 6 showing the details by works of the estimated expenditure on works proposed 1o be undertaken de--
the year ; - : : e amall
V 4546—1a
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(¢) A statement in Form 7 showing the estimated expenditure to be met out of the loan funds obtained from Govemment or raised
In the open market;

.. (d) A statement in Form 8 showing loan liabilities of the Council;
(¢) A statement in Form 9 showing the estimated receipts and payments on account of any trust funds administered by the Council

with the opening and closing balance in each case.

26. Instructions fo be oburved while prcpart’ng budge: emmares.—'l'he follovnng mstrucuom shall be observed in preparing the budget
estimate:— . )

() The budget estimate shall be for what ls expected to be recelved or pald during the year and not for demands or liabilities
likely to fall due within the year. - -

(if) All existing liabijlities which cannot be l:qundated before the commencement of the year for which the budget is being prepared
shali be ascertained and provided for. .

(iii) The estimate of income should be based on a comparison of the last three years’ receipts. The estimate from taxes and other
sources for which there is & fixed demand should, however, be limited to the average of three years' receipts or to the year's demand
plus a reasonable percentage of the recoverable arrears, whlchever is less,

{iv) The estimate of total expenditure should not exceed the average of actual reoelpts of the previous three yeers or the estimated
receipts of the budgel year whichever is less.

(v) The estimate of expenditure on fixed establishments as well as fixed monthly recumug charges on aecount of rent, allowanm
etc., should be made according 1o actual sanctioned scale, irrespective of savings.

(vi) For contingent expenditure, the estimates shall be based upon the average acmnl expendnure ol' the pasl'. three years, excluswe
of any special items of expenditure that may have been incurred during those years.

(vii) The proposals for additional taxes, fees, etc., under sub-rute (1) of rule 25 should be such as to cover the whole of the a.nt:c:pat-
ed expenditure and to leave the minimum cash balanoe specified in rule 27,

(viii) If there are any abnormal variations in fluctuating receipts and charges, brief explanations for such vanatlons shall be gwen

(ix) Invested funds of the Council shall be shown separately in the opening and closing balances. Particulars of investments as
obtained from the investment register shall be indicated fundwise, giving the amount invested in Government prommory notec, ﬁxed
deposits, etc., with the rate of interest in a foot-note,

27. Minimum cask balances.—Minimum cash balances to be'maintained by Councils, at the end of the year should be as follows;—

LY i PR ' Balance
(03] Councnl having income not exewdmg Rs 50 000 _ae Mtri‘:um ef[ua.l to one month's average expend:ture of the prevxous
- ancial year, -
(2) Councxl having income more than Rs. 50 000 bdt nof Amount equal to one month's average expenditure of the prewous

exceeding Rs. 1,00,000 (one lakh), financial ym but not exceeding Rs. 8,000.
(3) Council having income more than Rs. 1 00000 (onc Iakh) Rs. 8
i but not exceeding Rs. 2,00,000 (two lakhs) . '
{4) Council having income more than Rs. 2,00,000 {two !akhs) Rs 15 000 St
but not exceeding Rs. 3,00,000 (three lakhs),
(5) Council having income more than Rs. 3,00,000 (three ' Rs. 20 000 or 5 per eent of the mcome of the previous ﬁnanclal

lakhs) but not exceeding Rs. 5,00,000 (five lakhs) -~ - year whichever is less.
{6) Council having income more than Rs, 5,00,000 (five lakhs). Rs 30,000 or 4 per cent of the income of the previous ﬁna.ncna.l
vt e yearwhxchevensless.

The minimum balance mezns the free balancé with the mummpal council, that is to say, excludm the balanoe f ail
1c_!cpnsus ulnuuhscd t:aalast'u:o.-,.'.l oi}' gra::ts and loans for sg;cxﬁc uzurpolzes, balances of earmarked funds, get.\:., which m:not ;tca:;’tggpi;ul:fé,
or general purposes. Similarly, the income mentioncd in this rule should include rece Vernment gran
reccived for specific purposes. . ipts from Go ent s other'than  those
28. Prohibition of expenditure w.rrhaur budger grant, —Aftcr the budgct has been assed, no expendit
budget head in excess of the amount provided, unless pmws:on for the excess is made%y any one o%elfgumomlgl 1:?:f:n.‘llllocc‘!lsrmd under say
(i) by transfer from some other head under which savmgs are avallable or
(i} by an addmonal allotment, or
(m) by a revision of the budget 3 St -
Provided that, the expenditure incurred undcrcmL ency provisi nsm;d i l b-secti ion -
after its occurrence in the manner specified above. e YP e xR .e m»elalnse(a) of su on (7-) of section 101 may be regulated

29. Manner of payment of claims.—All claims on the municipal funds shall be paid as they fall due as far as possible and recorded 'u.uder

the appropriate head of account. If there is no budget provision or budget coed
addmonal funds by additional appropriations or reappropnauons befor%ethl:r;ev;srlgﬂw cly to be ex od, steps shall be taken to obtain

" 30, Re-appropriation~—(1) In 0
taken into aocgﬁntp ~(1) In proposing transfers all po ssnble tmmmn’ t‘“ the °]°3° of the year on closmg of accounts should be

{2y The standing committee, a subjects committee appomted under the Act, may within
priation subject to the following ceiling limits from one sub-head Ao ancther ‘t:)l:" fro:i‘gne m:ggrbg:!ggt t:oa;a;‘iltgnuegd:ra?ﬁtmn o tajor
head and controiled by the same Commmee, and subject tp the prov:smns of sub-section (6) of section 101: € same major

[ . r

] . a

L Criling limits of re-appropriation

Class of Municipal Area D Controlllng Subject Standing
_ Committee Committlee
| 1 i o 2 3
[ ¢ . | : B . Rs. Rs.
$ SERE SR 3o T

2,000

(3} Statement of re-appropriation shall be submitted to the Council in Form 10,

(4) All re-appropriation statements should contain a certificate t
to meet a new jtem of recurring expenditure not provided for in the %ug;gcegm:x} :]1::: ﬂ.m“ in question are not bemg re-appropriated

31 Sums set apart 1o be used for the same purpose.~ Any sum st apart by a resolution of the Council for a particular purpose

: be utilized for the purpose for which it js earmarked
and sh;
\.-;he previous sanction of the Council. Any sum set o a1l S0t be used for any other purpose cither temporarily or permanc: tly

t
o~ prescribed minimum cash balance of the Counc‘:la;o !igl;ma &a;:lﬁmuﬁ;em llt'l. this manner shall be considered to be an
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CHAPTERIV.

* MUNICIPAL ACCOUNTS.

32 General Cash books.—(1) All monies received or disbursed by or on behalf of the Council including Government Grants shall
jmimediately and without any reservation be brought in the General Cash Book in Form 1. . :

(2) All receipts and realisations in cash or by cheque shall be entered in the cash book daily and all payments made in cash or by
cheque shall be entered in chronclogical order daily as and when the transactions occuf, Every entry of payment shall be attested by the
Officer responsible for maintenance of the Cash Book.

.. €3) The Cash Book shall be maintained under the supervision of the Authorised Officer,

i "1 (;l) The Cash book shall be closed and balanced daily under the signature of the concerned Officer as provided in Sub-rule (1) of
rule 51. :
33. Receipt—{1} Every Municipal servant entrusted with the collection of Municipal Revenue shall be supplied with a collection
register, a printed receipt book containing receipt forms in duplicate and challan. Every page of receipt Book and collection register shall
' be nummbered consecutively and stamped with the common seal of the Council,

{(2) The collection Register shall be in Form 12 and the chalan in Form No. 13.

34, Collection Register—The Collection Register shall be in the personal custody of bill collector or a clerk in charge of collection
and the particulars in it shall be written up from the orginals of the receipts issued at the itime of, collection. A chalan shall prepared at
the end of the day from the Collection Register. . N

-

1

35. Remittance of Cash received by bill Collectors.— (1) Each bill collector or clerk in charge of collection shall remit his collection
at the appointed time either daily or at intervals fixed by the Council. Whea doing so, he shall bring with him or send the receipt book,
a chalan and his Collection Register. The ackowledgement of the person receiving the amount in the Municipal Office, shall be taken
on the chalan and also in the Collection Register. '

(2) Every Bill collector, or clerk in charge of collection shall, before the commencement of duty every day, declare to his immediate
superior the amount of personal cash with him. If, atan octroi maka, there is no immediate superior available, he shall before the
commencement of duty, enter the amount of personal cash in regiseter specially kept for the purpose. Any cash in excesss of the amount
so declared found with the empolyee shall be liabie to be forfeited to the Council unless it is satsifactorily accounted for. :

(3) The Chief Officer shalf arrange to receive in the municipal office collection of cash from the bill collectors orfand clerk in charge
of collections on Sundays and public Holidays, The acknowledgement of the person receiving the amount in the Municipal office shail be
take:in_ 1?31 thselchalan and also in collection register. The amount so received shail be brought to account in the manner prescribed in sub-rule
(2o e 51. "

36. Record of remittances received by Inspector and in Council Office—(1) If the remittances are made direct to the Accountant or
Cashier at the Municipal office, the Subsidiary Register in Form 14 or 15 shall be maintained for each kind of revenue wherein the entries
shall be made from the chalans submitted by the Collceting Clerks and the daily total be carried to the General Cash Book.

(2) If the Collections are received by an Inspector or other officer specizlly entrusted with the work, he shall enter them in his Collec-
tion Register to be maintained in Form 16, The Register shall be closed daily and the money remitted to the Accountant or Cashier along
with the register and a chalan for bringing it into account in the General Cash Book.

' 37. Money Order Register—A secparate register of money order receipt shall be maintained in Form 17 wherein shall be entered
serially all amounts received by means of money orders. The Register shall be attested by the Authorised Officer, at the time of signing the
money order acknowledgement and the credits should be traced by him to the General Cash Book at the close of each day.

38. Separation of Cash and Accounts Branches.—In the Municipal Councils for * A *and * B * class Municipal areas and in the Municipal
Councils for * C ’ class Municipal arcas as far as possible, the cash and accounts branches shall be maintained distinct from each other
under separate officer who be designated as its * Cahshier ” and ** Accountant " respectively.

39, Cashier's Cash Book.—(1) The Cashier or in case of a Council which do not have an independent Cashier, the Accountant, shall
maintain an account of all cash received and disbursed by him. For this purpose he shall maintain a Cash-Book in Form 18. On the
receipt side of this book the amount received on account of each chailan submitted by the collecting staff or of receipts issued by the Cashier
himself shall be shown. All payments and remittances to the Treasury ot Bank, shall be shown on the payment side of the Cash-Book.
At the close of each day the Cash-Book shall be totalled and the balance struck and stated in words as well as in figures, It shall also be
checked with all the vouchers, chalans and receipts. The balance in the Councils, treasure-chest after addition of the treasury and bank-
balances shall then be agreed with the balance shown in the General Cash-Book.

(2) In token of such verification the cash-book shall be signed at the end of every day by the Officer entrusted with the work of super-
vising the Cash-Book. . ‘

40. Reconciliation of Cash-Book balance with monthly abstraet bf receipts and expenditute.—At the close of every month the reccipts
and disbursements as recorded in the Cash-Book shall be totalled as shown below and tallied with the monthly classiied abstract of
receipt and expenditure:— .

Rs. P.
Opcning bealance on the st .- - .o .o e
Receipts during the month . . . .
' Total .e
Expenditure during the month . ve e . .

41, Remittance into the Treasrury or Bank.—{1) Money received in the Council’s office shall be remitted in full to the Treasury or Bank
not later than the day following the receipt thereof. Where, however, there is no Treasury or Bank, it shall be remitted in full at regular
intervals or as soon as the balance in the Council’s Treasury chest reaches the amount fixed by the Council for remittance of the same to
Treasury the Treasury, subject to the maximum prescribed in Sub-rule (2).

(2) The maximurn amount which can be kept in"cash in the office chest by sach class of Municipal Council where there is no
or Bank shall b¢ as follows :(— :

Class of Municipal Council ) Amount in Rupees,
B . . .. .. .. . .. . . 1,000
C . . - - .. .- . . . 500

o (3) Every remittance to the Government Treasury or Government sub-treasury shall be accompanied by the Pass-Book and ack "
in duplicate in Form 19 and the remittance shall be entered in the Treasurer’s Cash-Book under the laitials of the Authorised Off-...
duplicate of the chalan when received back from the Treasury shall be used as a voucher for the remittance and filed separatelv -
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(4) Every remittance to the Bank shall be accompanied by the Pass-Book and a chalan in the form prescribed by the Bank and remit-
tance shall be entered in the Treasurer’s Cash Book under the initials of the Authorised officer. The counter-foil of the chalan when received
back from the Bank shall be used as a Voucher for the remittance and filed separately (or preserved intact).

42. Expenditure.—(1) All bills or other vouchers presented as a claim against the Council except a voucher pertaining to recoupment
of the permanent advance or to fixed recurring charges, shall be received by the Accounts Department and entered in a register of bill in
Form 20. The bills shall then be sent to the Departments or officers concerned for scrutiny and admission or rejection of the claims nad
return. The Head of Department shall sign the bill in token of its correctness and genuinencss. The Accountant shall then examine every
bill or claim as to its correctness as to the existence of budget provision and as to the appropriaté sanction of Competent Authority and
if satisfied of all these points, shall submit the bill to the Chief Officer who shall scrutinize the bill similarly and sanction the payment of
bill if it is within his powers to do so 6r shall obtain the sanction of the Conl?etent Authority, The approval takes the form of a ''Pay Order*
at the foot of the bill to be fully signed by the authority sanctioning it. If, however, the bill is defective in any respect it shall be returned
for rectification along with a disallowance statement in Form 21. The bills for payments for supplies shall be in Form 22.

(2) After the bill has been Fassed in the manner prescribed in sub-rule (1) and_the order to pay endorsed thereon, the procedure pres-
cribed in rules 14 and 15 shall be followed for the payment of the bill. The bill when paid by cheque shall be stamped “paid by
cheque No. . s dated 19 * numbered consecutively and filed for audit along with the payee's receipt. If the
payment is made in cash, the bill shall be stamped “* paid in Cash™ and retained in the custody of the holder of the permanent advance
till it is presented with a voucher for the recoupment of the permanent advance. A note of payment shall also bo made in Form 20 under
the signature of the Authorised officer.

(3) At the end of each month, the Authorised Officer shall, examine all bills of the month except those for establishment charges and
satisfy himsell that the charges have been propertly vouchered for and the sub-vouchers have been so defaced as to preclude the possibility of
their being used in support of any other claim.

(4) When a payment is made on a duplicate bill, or a duplicate receipt is attached to any paid bill, the Authorised Officer shall certify
thereon that the original bill has not been paid or that the original receipt has not been used in support of any other bill, as the case may be.

43. Unpaid Amounts.—(1) When any amount drawn in cash or.by cheque remains unpaid, owing to the absence of the payee or for
any other reason, such amount shall be carried to a ““Register of unpaid Amounts™ in Form 23, a note of the transfer being at the same
time made on the vouchers concerned quoting the serial number in the register. Payments of unpaid amounts shall be watched through
that Register, a note of payment when made being recorded against the original entry in column 3 and also on the original voucher.

(2) All amounts credited to this register and remaining undisbursed for moro than three fi i
be Al scounts crodited to this g _ months from the date of their drawal shail

44. Arrear Claims.—(1) No claim on account of pay and allowances or any other account, not preferred withi i
becoming due against the Municipal Council, can be paid without sanction of the Council. P within one year of its

(2) The one year’s period shall be reckoned in the case of travelling allowances bills, from the date of return to head
the 1st of the month if the tour continues over that date; in the case of officiating pay’from the date of receipt of th:a or(clll;?n:arzcgli‘oﬁion':
}2: prc;;nla:)tlol} if tl-;?l o‘fjﬁctlatu}ghpay :iz due for a pl?Stl complcteg month or monfths. otherwise from the following pay day : in the case of
ve ry, irom the date of the order granting the leave ; and in other cases from the date on which a clai ’
e e tion ot The cifce, : aclaim became due, to the date of

{3) The claim presented for payment six months or more after the date of sanction will agai i i
Autiokity for o Do gain require the sanction of the Competont

45. Time barred claims.—All claims against the Municipal Council, which are barred by time under any provisions of law relati
limitation, are ordinarily to be refused, and no claim on account of such time barred items is to be paid without i an
This question may be decided on the merits of each case. paid without the sanction of the Commf

46. Cheques.~(1) Cheques drawn on a Treasury or Bank shall be in counterfoil in the form prescribed by the
shall be bound in books. Each book shall bear a book number and each cheque shall bear thepbook numger andTgc:csrl;;ly :Jrr?gg'kb:l:g
e e e e o oy o e Ot
a number of the cheque rought i i i
of cheque books shail be maintained, as i the caso of receipt books, I:q Forn 1. ght newly Into use from time to time. - An account

(2) When the drawing Officer receives a cheque book, hs shall cause the cheques to be counted -
leaf under his dated signature as to the number of cheques it contains. When relie\crled of his office, theaﬁ:l:t;o?jg:fi :)%iggrfﬁldt?kon the fly
from his successor for the number of unused books and cheques handed over to the relieving officer, ¢ a receipt

(3) No cheque shall be signed unless required for immediate payment. No cheq
other than the actual payee, exceptin the case of pay or travelling gllowance of C
contingencics.

ue shall be drawn in favour of an
lass IH and Class IV staff or of estaglistl:m

(4) All cheques/drafts on Banks for amounts exceeding Rs. 1,000 (Rupees one thousand), i i
allowances, pensions etc. of Municipal Officers and servants or pensioners, drawn in fa\rc.vur)ofna:a i];m ojper than i
etc. for services rendered or supplies made by them to the Council, should invariably be “crossed”

“ Account payee only” between the crossings.

val, a co y pa!y{nent of sgw
al, mpany/statuto d
with the adpdition of th;y words).(

(5) No cheque shall be current for more than three months from the date of issue. N i ;
“yalid for threc months only”. After the expiry of that period payment will be refused at thg tig.gt:l;:)hﬂt lt”l;elsl:::g un(lﬁs ft bears a stamp
for the payee to return the cheque for revalidating under the dated signature of the drawer, a note of the l'ova,lidationanf ! Sh?“ bon :
made in the General Cash Book against the original entry and upon the counterfoil of the cheque itself. Such chg a stale cheque being
within one year of its drawal, shall be considered a5 cancelled and a fresh cheque shall be issued when requried and o, Not fevalidated
being made in the General Cash Book against the orignal entry. anda note to that effect

A dyment due to a contractor may be made to any bank if the contractor e .
of su(fl)x Bar;:k. Cheques issued t0 3 contractor may be made payable to order and cr:g::;e& a power of attorney or transfer deed in favour

(7 All corrections and alterations in a cheque shall be attested by the drawing officer by his full signature

47. Cancellation of cheque.—Whenever a cheque is cancelled after drawal it shall “
officer and attested by him. The fact of cancellation shall be noted in red ink under g?seigiic:lg 3;3?'31?20 C"-‘i!'?-_clled * by the drawing
order of payment which has beea enfaced upon the voucher. unterfoil and also acrross the

48. Lost or Destroyed cheque—If a cheque is lost or destroyed an intimation of the fact i
or Bank and its payment stopped after it has been ascertained from the pass book, and by engﬂ?g??o%:;vme a_ll}onee to the Treasury Officer
it has not been cashed. The loss of the cheque shall be noted on the counterfoil. If a fresh cheque is not issued | Officer or Bank that
destroyed one, the procedure laid down in rule 49 shall be followed. ' If a new cheque s issued its by ot issued in place of the lost or
* ¢he original entry in the Cash Book with the remark that the original cheque has been y r and date shall be quoted against

*~ on the counterfoil of the cheque :— lost or destroyed and the following note shall be

. be~ v, i li No. , da
wﬂ in lieu of Cheque ted the lost or destroyed ™,

N .‘n,pli



7

49, Accounting of cancelled or lost cheque.—When a cheque is cancelled before the General Cash Book has been closed for the day of
issue of cheque the entry in the Cash Book and also in the classified abstract shall be struck out in red ink under the initials of the Chief
Officer. When the cheque is cancelled after the General Cash Book has been closed the amount of the cheque shall be adjusted by minus
entries in red both in the General Cash Book and under the Corresponding Expenditure Heads in the classified Register of Payments (Form 24).

50. Disposal of cancelled cheques—Cancelled cheques shall be retained until the accounts for the period to which they relate have
been audited, after which they shall be destroyed by or in the presence of the Government auditor, who shall certify upon the counterfoil
of each cheque that the cheque has been destroyed.

51, Closing of the General Cash Book.—(1) The General Cash Book shall be closed and balanced daily and shall be signed by the
Authorised Officer,

{2) All moneys received after the General Cash Book has been closed, or on Sundays or Holidays, shall be kept separately in the
MuRicipal Treasury Chest together with the chalan dated and signed by the remitter until the next working day when it shall be brought
to Account.

(3) At the end of cach month the receipts and expenditure entered in the Cash Book shall be compared, item by item with the pass
book and the balances agreed, the difference, if any, being explained in a foot-note, in the general cash book as under :—
- Rs. P.

Cash book closing balance . .e . . . .
Deduct income not yet credited in the Treasury or Bank (2) e .. . . e
Add amount of uncashed cheques detailed below (b) .. o .- .. .-
Balance as per Treasury or bank pass book ... .e . . o

Details of—

(@) ()

(i)

i)

Details of uncashed cheques—

& M

(i

(i)

(4) The details of investments belonging to the Council shall be shown in the General Cash Book at the close of each month. The

investments of Trust Fund shall also be shown unless a separate Cash Book is maintained for such fund.

82, Transfer Entries and Adjustments.—(1) Transfer cotrics, that is, entries intended to transfer an amount from one head of account
. to another shall be made when necessary—

(@) to correct an crror of classification in the original accounts,

(b) to account by debit or credit an amount to its proper head for inter Departmental and other transactions in which cash does
not actually change hands,

(¢} to adjust by debit or credit to its proper head an item outstanding under a Debt head.

(2) Adjustments shall be made, when necessary in respect of the unused portion of an advance or deposit which is recovered or repaid
or in respect of the recovery of an overpayment.

{3) Transfer entries and adjustments shall be passed through the general cash book to ensure that the necessary entries appear in the
classified registers.

53. _Procedure for making Transfer Entries and Adjustments.—(1) When a transfer entry is to be made, a minus entry shall be made in
the classified abstract under the account from which the amount is to be transferred and a plus entry under that to which it is transferred.

(2) When an item has to be adjusted the money, on receipt, shall be brought to account in the general cash book in the usual way,
as a miscellaneous receipt, and the item carried into the classified abstract of receipts. At the end of the month the debt head shall be cleared
by debit or credit to the proper head of account. .

(3) No transfer entries or adjustments shall be made in the accounts of a year after the accounts for the year are closed,

{4) When any transfer entry or adjustment is made, the items affected shall be distinctly specified or marked and reference given
in the foot note as 1o the items of account from and to which the amount has been transferred ; and the reasons for the transfer entry
or adjustment shall be briefly stated.

(5) Transfer entry forms (Form 25) shall be bound in books of 50 pages and each entry shall be numbered serially for the year,

34, Recoveries of over-payments.—Recoveries of over-payments in cash or by short payment shall be adjusted as follows :—
(1) They will ordinarily be adjusted by deduction from the current year’s charge under the detailed head previously over charged.

(2) If a recovery is made by a short payment of an item chargeable to a detailed head under which the previous over-payment,
occurred, no further adjustment is necessary, as the short payments is a set-off against the excess payment.

(3) If a recovery is made in cash, the amount shall be taken to the head * Cash Recoveries ™ as a credit item,

(4) If the recovery is effected by short payment of an item chargeable to a detailed head other than that under which the over-
payment was previously made—

(a} the total payment (i.e., the amount actually paid plus the amount short paid) shall be entered under the detailed head
to which the item short paid pertains.

(b) the amount short paid shall be entered as a credit item under * Cash Recoveries ™.
‘ -
The various credit items pertaining to overpayments during the year shall be entered as deductions in the classified register of
under the detailed heads to which they pertain.  Before the accounts of each month are closed, the total cash recoveries effected in :ﬁ:mﬁtﬁ
shall be debited to the head *“ Cash Recoveries ™ in order to clear the corresponding credit head in the classified register of receipts, -

(5) Recoveries of over-payments relating to previous years shall be taken to the head * Miscellanecus .
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55. Embezzlement or mis-appropriation of Municipal moneys.—(1} Whenever an embezzlement or mis-appropriation of Municipal
monics or other valuable, or los-saﬂl;‘ money or stores etc, by theft, negligence or otherwise, is discoversd, enquiry shoud be made at once by
the Chief Officer and the fact of embezziement, mis-appropriation or loss shell be immediately reported by him to the President and the
committee concerned. Intimation shall also be sent at once to the Chief Auditor, Director and the Collector of the District concerned.
If preliminary investigation discloses or lcads to the suspicion of a criminal offence (like forgery, theft, etc.) the matter shall be reported to
the Police Authorities also by the Chief Officer. In case where the default has been brought to the notice of the Municipal Council, Director
and the Collector of the District concerned, by the Chief Auditor, and if the Municipal Council fails to lodge the complaint with the police
within a month, the Collector of the District shall take steps to lodge the complaint with the Police, under intimation to the Director,

(2) When the matter has fully been enquired into, the Chief Officer shall send a complete report to the Chief Auditor, Collector and
the Director showing the total sum of money or value of stores mis-appropriated of lost, the manner in which the mis-appropriation was
effected or the loss occurred and the steps taken to recover the money, to punish the offenders and to prevent the recurrence of similar
embezzlement or losses in future, :

56. Classified Registers.—For the purpose of administration the items of receipts and expenditure posted in the Cash Book shall be
classified through subsidiary classified abstracts in Form 24. One such abstract shall be maintained for income and another for expenditure.

57. Monthly Totals—At the end of each month, totals and progressive totals shall be made under each head any traasfer or
adjustment entries under rules 52 and 53 being taken into account. ..

58. Monthly Accounts—After the monthly accounts are closed the total collection as shown in the collection segisters shall be
checked by the Accountant with that shown in the classified registers of receipts and any discrepancy rectified.

' 59, Quarterly and Annual Accounts.—(1) The quarterly and annual Accounts showing the receipts and expenditure of the municipal
fund under each head of receipt and expenditure the charges for establishment, the balance, if any, of the fund remaining unspent, shall
be compiled from the totals of classified registers and laid before the Council on due dates. The guarterly accounts shall be made up in
Form 26 and the annual accounts in Form 27. The accounts for original works shall be compiled in the Annexures I and 1I to Form 27.
The accounts shall be accompanied by a memorandum explaining the principal differences between the estimate and the actuals.

(2) ‘The final accounts for the month of March shall be separate from the accounts for that month and also for that quarter ph:parcd
in accordance with rule 57 and sub-rule (i) above respectively.

(3) The quarterly and Annual Accounts shall be open to Public Inspéction as required by section 103,
(4) The annual account shall accompany the annua! Administration Report'of the Council. .

60. Abstract of Annual Account.—The abstract of the annual account specified in sub-section (3) of section 102 shall be prepared in
Form 28 and shall be forwarded to the Director, Collector and Chief Auditor not later than 3ist day of July every year.

61, Statements of Assets and Liabilities.—In order to ascertain the financial pesition of a Council, a statement of assets and liabilities
shall be prepared in Form 29 as soon as the accounts of the year have been compiled and shall be attached to the Administration Report.
A copy of the Administration Report shall be laid before the Auditor at the time of the annuat-audit of the accounts. A statement of assets
and liabilities shall be forwarded to the Director and Chief Auditor along with the Abstract of Annual Accounts specified in rule 60.

62. Custody of Cash—(1) The money that will be received in the custody of the Council shall be kept in a strong cash chest preferably
having two locks of different pattern. All keys of each lock should be kept in the custody of the Municipal Accountant or Cashier.,
The keys of one lock shall be kept apart from the keys of the other lock and in custody of different persons where practicable, The chest
shall never be opened without both custodians being present. et T :

(2) The Authorised Officer shall be responsible for the custody of the cash in the chest. The Chief Officer shall count the cash on
hand at least once a month and the balance by actual count shall be compared with the cash book balance and excess or deficit, if any, noted
in the cash book and reported to the President. The counting should be made on the last working day of each month after closing the cash

account of the month, but where this is not possible, the cash balance may be counted on the first working day of the following month
-before disbursement is made on that date, ‘ ' " ‘

63. Payment due to the Councils from Government or Vice Versa—All financial transactions between the Municipal Council and the

State Government shall be regulated by the appropriate provisions of the rules contained in the Maharashtra Treasury Rules, 1968 or with any
other rules relating to such transactions. . -

CHAPTER V.
Ocmot.

. 64. Form of Octroi Receipt—For every collection of octroi made at a Naka, a receipt shall be issued in Form 30 taken out of
printed book containing the receipt forms in double sided carbon duplicate. The carbon duplicate shall be made over to the party
concerned and the orginal receipt shall be retained in the office for record. In the Municipal areas where check nakas are established
the receipt shall be made in double sided carbon tn_plwnte and the duplicate and triplicate receipts shall be handed over to the importer.

. 65, Octroi Register—(1) Particulars of reccipt from octroi shall be posted into a collection Register in Fo i i r
of the receipts issued and totalled at the end of the day. The register shall be signed and dated by the %‘laka Clerl:.m ls-lle Ll}la:lllletl’:::a;rg;g:e
2 chalan for the day’s collections in Form 13 and send it to the head office along with the remittance.,

(2) The Chalan shall be prepared in duplicate and one copy thereof may be retained by the receipient and the other should be returned

to the person remitting the collection. Every Chalan so presented should be given a serial No. i i
and filed in a chronological order. P ‘ # by the Cashicr/Accountant on both copics

66. Octroi Deposit—(2) In cases where 'rulu provide for reco of deposits on accoun i i
recovered as deposit shail be given in Form 3 ad pos uat of octroi, & receipt for the amount

(2) For Octroi deposits the Naka Clerk shall prepare a chalan in Form 33 with full details of receipts issued.

. 67. Outdoor Inspection.—If an Octroi Inspector on checking an octroi recei
inspection of the articles, finds that the full amount of octroi has not been paid
a receipt in Form 34. : :

pt or Transit pass and verifying the entries therein by
and collects the undercharge, he shall grant the importer

68. Railway Invoice Register—(1) When an importer receives the railways receipt of goods consigned to him by Railway, and if heis

required by provisions in the rules to take or send it to the Head Ociroi Office with the invoice or in the absence of the invoice with &

written declaration of the details of the consignment, the reccipt and the invoice or declaration in respect of goods liabl i hall
be abstracted into a Railway Invoice Register to be kept in Form 35. The railway receipt and the invoice shsll be st:m;;; :fsl:tt]ioé ﬂ:ﬂﬂi&:ﬂ

stamp and returned to the importer to enable him to obtain his goods fro i i i
the head octroi office, P h goods from the railway. The declaration shall be stamped and_ filed in

- (2) The entries in the Railway Invoice Register (Form 35) shall, where the Railway Authoriti i
. 'way records by the Authorised Officer and a certificate of such comparison a.hal{ be‘;eco:ldlo:l’ i;s:;.fl::i:&:pued periodically with

-
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69. Remittance of Collections to Head Office.—(1) In the case of Council in which there is no Collecting Octroi Inspector, the Clerk
at each Naka shall take daily to the head octroi office or the Council’s Office at an hour to be fixed by the Council, his cash and a chalan
duly certified by the Octroi Inspector after verification with the originals of receipts transit passes and collection register.

. (2) Similarly, in the case of Councils where the Octroi inspector himself collects the remittance, each Inspector shall prepare a chalan
in detail showing the amount of each receipt separately and take it and his collections together with the Collection Register to the head

octroi office.

-

(3) The entries in each of the Collection Registers and chalan of the Clerk or the Inspector shall be examined in detail by the Octroj
Superintendent. The totals of the remittances of each Naka shall be worked out and agreed with the cash tendered by the Inspector. A certi-
ficate of agreement shall be endorsed on each chalan and the Coliection Registers under the signature of the Superintendent and the total
collection brought to account as prescribed in rule 70. . , .

T0. Accounting of Collections in the Books of Accounts— Cash shall be brought to account as follows:—

(1) If, at the Council’s office, the Accountant or Cashier receives the Collections, he shall enter the amounts of each chalan into
ahsubmdilary register in Form 15 and then carry the total to the General Cash Book and remit the amount to the Treasury or Bank in
the usual way. o _ .o - _

(2) If the Octroi Superintendent receives . the collections, be shall enter them under the appropriate head in columns 1 to 8 of the
Collection Register to be kept by him in Form 36. In column 6 he shall show the amount remitted to the Council’s Office. The
register shall be closed daily and the money remitted to the councils Office with the register and a chalan in Form 13. The Accountant
or the Cashier shall receive the money remitted by the Octroi Superintendent and bring it to account in the General Cash Book.
He shall acknowledge receipt of the remittance in the last column of the Octroi Superintendent’s Collection Register and shall retain
the chalan as a voucher for his entry in the General Cash Book. The Authorised Officer shall check the collection Register once a month
with the Naka Chalans and test the daily totals and sign the register in token of having done so- .

{3) The Chalan shall be filed in order of date of receipt and the particular order of Nakas. They shall be numbered and these
numbers shall be quoted in the General Cash Book or the Collection Register of the Octroi Superintendent, as the case may be.

(4) The Chalan shall be prepared in duplicate and one copy thereof may be retained by the receipient and the other shall be retained
to the persons remitting the collection.. Every chalan so presented should be given a serial number by the cashier/Accountant on both
copies and filed in a chronological order. - ST

71. Account Current.—(1) Whenever public bodies, firms or individuals, allowed to have an account cumrent under section 142 bring
taxable articles within municipal area, a declaration in Form 37 signed by an accredited representative of the firmor public body or by
the individual shall be presented at the Import Naka. On receipt of the declaration, the Naka Clerk shall see that the name of the person
who has signed the declaration is borne on the list of firms, bodies or individuals allowed to have an account current and if so, he shall
on satisfying himself, see that the articles imported agree with the details entered in the declaration and fill up the certificate at the foot

thereof. He shall grant the presenter of the declaration a pass in Form 38.

(2) The Naka Clerk shall send the declaration to the head octroi office where it shall be examined to see that the certificate covers
the details of the declaration. The deciaration shall then be filed separately under the name of each firm, body or individual.

(3) From the declarations an account of the amount of octroi due from each individual or firms shall be prepared in Form 3% If
goods are in closed boxes or parcels and are subject to assessment on their imvoice price, the amounts of octroi shall be entered in the account
current or receipts of invoices from the importer and after examination of contents of the consignment. For every sum adjusted against
the deposit of the importer thie carbon duplicate of a receipt in Form 30 shall be issued to him.

+72. Refund of Deposits.—The adjustment and fefund', if any, of deposits in respect of goods_in transit and goods which are assessed
on production of invoices shall be made at the head cctroi office according to the rules authorising such refunds. Refunds of deposits

shall be watched through a register in Form 40.
" 73. Toll.—(1) The toll leviable under clause (3) of section 108, shall be collected by means of face value tickets. Such tickets shall be

in Form 41 without counterfoils and in different colours for different rates. Each kind of tickets shall be bound in books of one hundred
each and shall bear consecutive numbers printed or machine-numbered and stamped with the common sea) of the Council.

(2) A stock account of the face value tickéts shall be maintained in Form 42 separately for each denomination. The stock of tickets
shall be kept under proper security arrangements. - At the end of each year, an agreement shall be effected between the value of the opening
balance of the tickets plus the value of tickets received from the press during the year and the amount realised plus the value of unused
tickets. The closing balance of the unused tickets in the previous year shall be carried over, as the opening balance for the succeeding year.

. his(3)akTahe tickets shall be issued to the Collection Clerk and the total value of the tickets so issued should be treated as an imprest
in his naka. - :
: -l

be (431 The face value tickets issucd by the Collection Clerk shall be defaced by him when issued to the tax payer So that they may not
used again.

(5) The daily collections shall be transcribed into a collection register in Form 42. At the close of the day, this register shall be totall-
ed and chalan in Form 13 shall be prepared for remittance of collection in the municipal office.

The chalan shall be prepared in duplicate and one copy thereof may be retained bythe receiptient and the other should be retumned to
the person remitting the collection. Every chalan so presented should be given a serial number by the Cashier/Accountants on both copies
and filed in a chronological order. o -

(6) Collections on account of tolls shall be verified by the Octroi Superintendent and the collected amount shall be brought into
account in the manner laid down in rules 69 and 70. -

(7) A personal ledger account in the manner prescribed in rule 108 shall be maintained the pame of each clerk entrusted with the
collection of the tax. The physical verification of the unused face value tickets with the clerk shall be done once a month.

" *' CHAPTER VI
- Taxes oN LANDS AND BUILDINGS AND OTHER TAXES

74.  Assessment List.—For the purpose of determining the demand on account of property ax, an assessment list prescribed under
sub-section (Z) of section 115, shall be prepared in Form 43.

75.  Instructions for compiling and maintdtining Assessment List—The following instructions shall be observed in the preparation,
completion and authentication of the list besides those prescribed by the Act, namely:— . :
(1) The arrangement of entrics in the Assessment List shall be first according to wards and thereafter’ according to &
of buildings or land or both. A separate register for each ward may be prepared, an abstract of assessment of all war
in the assessment list of the ward or in a summary register of assessment.
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(2} Tf each of the tenements, forming part of a property bearing the same number is separately assessable, such tencments shal
be marked with suffixes A, B, C, etc., added on to the number of the property. . .

(3) If the mode of assessing the tax is different for different kinds of property, the necessary particulars shall be given in the assess.
ment list by providing additional columns in order to arrive at the correct rateable value of the property or determine the amount of
the tax leviable. .

(4) 1f in any case the property is exempted from the payment of the tax, the grounds of such exemption shall be given in the remarks
column of the assessment list.  In no case shall property, exempt from general taxes, be omitted from the assessment list,

(5) The book required to be kept under sub-section (2) of section 119, by the Chicf Officer for registering the objections to valuation
and assessment 10 any property in the assessment list shall be in Form 44.  The result of the investigation and disposal of objection
shall be duly noted in the tegister and on the applications under the initials of the authorised valuation ofiicer or if there is no such
officer appointed by the State Government by the Chairman of Standing Committee.

(6) A statement of houses for which completion certificate were issued during the month shall be f urnished by the department which
grants permissions to the Collection Department at the end of each month, _For this purposc a Register of Building Permissions in
Eorm 45 shall be maintained by the department which grants permission. The applications for permissions shall be entered in the
register in the order in which they are received. The Sanitary Inspectors’ and the Tax Inspectors shall also furnish monthly staterent
to the Tax Depariment showing for their circles all cases of new buildings or enlargements of existing buildings noticed by them.

(7) Every change in the demand due to any reason mentioned in the section 123 shall be first entcred in Register of Increases or
Decreases to be maintained in Form 46 and shall then be incorporated in the column ** Result of appeals and subsequent alterations ™
of the assessment list by necessary amendment which shall be duly attested by the Chief Oflicer after the amendment proposed to be
made is accepted by the authorised valuation officer, In the course of this attestation the numbers of the entrics in the Repister of
Increases and Decreases shall be quoted in the assessment list in the Remarks columns against the entrics corrected. The dillerence
between the eriginal and the new assessment shall be entered in the columns * Plus ™ and ** Minus ™ as the case may be, any excess
over the original being posted in the former and any deficiency in the Jatter column. The totals of the columns for increase and decrease
shall be struck and the net increase or decrease shall be cartied over 1o the abstract prepared at the end of the assessment list for
working out the total assessment for the year. The Chief Officer shall on the said abstract sheet indicate the total ratable value
of all lands and buildings assessed and also the total assessment of tax,

76. Demand Register.—{(1) Immediately after the assessment list has been completed and authenticated, the demand register for the
year shall be opened in Form 47, Where there are several wards the register may be maintained for each ward, an abstract of demands
collections, arrears, etc., of each ward being given in the register of the last ward or in a separate register in order to work out the total
demand, collections and arrears for the municipal area,

(2) The entries in the demand register shall be serially arranged as in the assessment list. The arrears shall be brought forward from the
previous year's register. The amount and the year to which they pertain may be entered separately, if required. The column * current
demand ™ shall be posted from the assessment list and sub-divided according to the instalments prescribed for Payment. After the demand
columns have becn duly completed, a certificate signed by the Chief Officer shall be given in each volume to the effect that he has satisficd
himself that the entries of demands have been correctly brought over from the assessment list for the year and from the previous year's
demand register. The column for ** Collections ™ shall be posied as the recoveries are being made from the carbon duplicates of receipts
or from the entrics in the collection register according to convenience. Those for refunds, write off, etc., shall be posted from the connected
documents, and brief notes of relevant sanctions shall be made against the entries concerned in the remarks columns under the signature
of the Tax Inspector, Superintendent or the Accountant. These postings shail be examined from time to time by the Chief Officer to see
that the work is done promptly. The balances, wherever outstanding, shall be worked out at the end of the year and attested under the
signature of the Tax and Superintendent or the Accountant.

(3) At the end of the year when all the necessary entries in the demand register have been made, the totals of all money columns on
cach page shall be cast and carried over to an abstract at the end of the register and the totals checked by a person other than the poster,

(4) No corrections in the demand register shall be made except under the orders of the Tax Superintendent or the Chicf Officer and
shall be duly attested.

77. Bills.—When demands have been posted in the demand register, bills shall be prepared in Form 48 and presented to the tax-payers.
The number and date of issue of the bill shall be quoted in the remarks column of the demand register. prese ¢ Hapayers

78. Collection of Taxes—(1} As soon as any sum is received by the Tax Collector, a receipt in Form 49 duly signed and dated,
shall be issued out of a printed book containing the receipt form in duplicate by using double sided carbon. The carbon duplicate shall be
made over the party concerned and the original receipt should be retained in the Office for record,

. (2) When two or more instalments of 1axes or other Municipal dues are recoverable from a party and when payment of only one
instalment is received it shall be credited against the earliest instalment due.

(3) The particulars of cach receipt issued shali be posted into a collection register in Form 50. The entrics | is register she
on serial order of the receipts issued and be totalled at the end of the day and signed by the Tax Colleclor. H?:lgimlll:t !ll?ll: sgﬁﬁ::‘!tnr'n:];::ljp?rs
a chalan in Form 13 for remittance of the collection to the Tax Collection Inspector or the Head Office, as the case may be.  In the Chalan
he shall show mercly the total receipis of each tax and the grand total of collection. The oflicer recciving collection shall pasg
an acknowledgement of their receipt in the collection register and on the last receipt.

79. Check on record of collections.—Before collections are received in the Tax Department or remitted to the Cashier, the Tax Depart-
ment sh_a]|1] agranﬁeitha; the eptn&s in (tihe c(;)llec:uor;i register are compared with the original receipts, totals in the register ‘are tested agree-
ment with the chalan figure is effected and a certificate of these checks having been applied is recorded, under t i the pers
applying the checks, s un cr the signature of the person

80. Accounting of duily collection.—The daily collections of each ward or circle shall be brought to ac i 'r lai
in rule 70 for octroi collection. 2 count in the manner laid down

81. Notices and Distress warrants.—{1) Notices of demand and distress warrants required to be jss . 3
shall be numbered consecutively and bound in books. a ssued under section 151 and 152,

(2) A register of notice and warrant fees shall be maintained in Form 51.  Entries of demand sh e i
C 1 ., all be made from the notice -d and
from the warrants issued or distresses or attachment made. The demand register shall be maintained in the manner prc‘;crikb:::.lk illz\rul:l:s 76

(3) The procedure for the accounting of notice and warrant fees shall be the same as prescribed for the property taxcs.

82.  Remissions ar refunds and write-off.—(1) Remissions or refunds of taxes shall be allowed in accordance with section 127
}Grec.ovcrz;‘blc taxes maydalstlv be written off 1'9 accordance with section 167 and the rules made by the State Government in that behalf
otices of vacancics and other applications from tax-payers in this connection and orders passed there : i il ¢ and

i ereen shall be file ricl or
aCCOfdlng io wards. P shall be ﬁ]Ld in seriil order and

2 . n "ﬂ'll"" . H . .o . ot
of su(cg II:}L ;fji;t-mds shall be noled against the items concerned in the remarks columa of the demand register to prevent double payments
83. Tax on profession, trades, callings and employment —(1) The assessiment list of
profession, trades callings and employment shall be in Form 52.
(2) The register of objections shall be in Form 53.

(3) A demand register in Form 54 shall be opened immediately after the assessment list ; T
; eI . h . s completed e e
~ register shall be maintained in the manner prescribed in rule 76. pleted and authenticated.  The demand

all Companics and persons liable to puy tax on
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(4) On receipt of the amount of tax, a receipt in Form 49 duly signed, shall be issucd out of a printed book containing the reccipt
forms in duplicate by using double sided carbon. The carbon duplicate shall be made over to the party concerned and the original
receipt shall be retained in the office for record.

{5) The daily collections shall be brought to account in the manner laid down in rule 70 for Octroi collection.

TAX oN CINEMAS, THEATRES, CIRCUSES, CARNIVALS AND OTHFR PERFORMANCES AND SHOWS TAX

84. Assessmoent.— (1) For the purpose of determining the amount of tax on cinemas, theatres, circuses. carnivals and other
parformances and shows Tax, an assessment list may be maintained in Form 55.

{2) The demand register for tax on Cinemas, theatres, circuses, carpivals and other performances and shows tax shall be
in Form 56. The register shall be maintained in the manner prescribed in rule 76.

85. [Issue of receipf.—When a Tax is collected by the Municipal scrvant from the Proprictor or Manager or any person
who is responsible for the management of the show, receipt in Form 49 shall be issued duly signed and dated out of a
printed book containing the receipt forms in duplicate by using double sided carbon. The carbon duplicate shall be made over
to the party concerned and the original receipt retained in the Office for office record.

86. Tax on advertisement other than advertisements published in newspapers.—(1) A register of advertisements shall be maintained
in Form 57. -

2) The demand register for tax on advertisement other than advertisements published in the newspapers shall be in Form 358 and
entrics thercin shall be made from the rcgister of advertisement maintained under sub-rule (1) above. The demand register shail be
maintained in the manner prescribed in rule 76.

{3) All the objections by the persons liable to the payment of Tax, shall be entered in the register of objection which may be main-
tained in Form 59.

(4} As soon as any sum is received by any Municipal Officer authorised to collect the Tax, a receipt in Form 49 duly signed and dated
shall be issued out of 2 printed book containing the receipt form in duplicate by using double sided carbon. The carbon duplicate shall
be made over to the party concerned and the original receipt retained in the oftice for record.

87. Tax on Vehicles, Boats and Animals.—(1) The assessment register of persons liable to pay tax on vehicles, boats and animals
may be maintained in Form 60. The demand register shall be maintained in the manner prescribed in rule 76. -

(2) The demand register lor tax on vehicles, boats and animals shall be kept in Form 61.

(3) Notices claiming remission or refund shall be numbered consecutively and filed separately after necessary notes are taken in the
demand register, the authority for the remission or refund being quoted in the remarks column.

(4) When the tax is received from the owner of a vehicle, boat or animal a receipt shall be issued in Form 49 duly signed and dated
out of printed book containing the receipt forms in duplicate by using double-sided carbon. The carbon-dupiicate shall be made over
to the piurty concerned and the original receipt shall be retained in the office for office record.

88. Rates for supply of water.— Registers of private pipe connections, shall be maintained in Forms 62A and 62B wherein the parti-
culars of connections, shalt be filled in from the details given in the reports of the Municipal Engineer or any other oflicer in charge of the
Water Works or the applications of the parties. Each entry in the register and any change therein shall be attested by an Ofticer duly
authorised in the remarks column. '

89. Metered Water Supply.— A Meter Book in Form 63 shall be kept for all metered connections. After all the meters have been
read, the book shall be sent to the Council's office before a prescribed date each month to enable the necessary entrics 1o be made in the
demand register. The Meter Book shall be returned to the Water Tax Department immediately thereafter.

90. Charges for Water—(1) The demand register in respect of the Water rate fixed for supply of water by measurement, shall be kept
in Form 64 and in column 4 thereof shall be quoted the serial numbers of the entry in the Register of Private Pipe Connections and  below
it the page and number of the Meter Book in case of metered connections. The demand register shall be maintained in the manner pre-
scribed in rule 76.

{(2) When the Council charges for water on the basis of the size of ferrules, the number and size of ferrules shall be entered in column 6
of the demand register.

{3) When the Council charges for water according to the quantity registered by a meter, the number of litres shall be entered in column
6 of the demand register.

(4) When the Council supplies water and charges for the same by compounding with the consumer for a fixed payment, the particulars
of composition and the sanctioning orders shall be noted in column 6 of the demand register.

(5) When the Council supplies water for garden, agricultural, irrigational and other non-domestic purpuses and charges for the same
on the arca supplied with water the area of tand so watered shall be entered in column 6 of the demand register.

{6) When the Council supplies water for building purposes otherwise than through a meter and the charges for the same arc based
on the actual measurements ol the building work done, the measurements shall be entered in column 6. In cases in which the clarges
are made on the estimated value of m:asurements of the buildings, which are proposed to be errected, the amount of the charges shall be
recorded in advance.

Y1. Rent of Meters.—Where rent of meter is chargeable, column 6 of the demand register shall show the number or other
distinguishing mark of the meter.

92. Other Receipts.— Other receipts pertaining to water work or charges for fixing private pipe connections, sale of pipes and fittings,
charges for repairs, saie of cilinders, ashes and other rejected articles and miscellaneous receipts which shall be paid direct at the Municipal
Oftfice and necessary particulars shall be given in the receipt and its duplicate to admit of the transactions being easily identitied. If
a demand is not settled as soon as it occurs, adjustment shall be watched through the register of miscellancous demands and
collections. In respect of work for which fees are recoverable in advance, the Municipal Engineer or the water works Engineer
shall not cn{;ertuin any applications unless they are accompanied by a receipt of the Municipal Oflice in token of payment of
the amount due.

93. Miscellaneous.— A census of the private pipe connections shall be undertaken at feast once a year by the Water Works Engineer
or any other Officer deputed by him to see that no connections have escaped the levy of the fec. When a connection is temporarily cut
oIl a note to the elfect shall be made in the demand register but no entry need be made in the Register of private pipe conncctions.

94.  Special Sanitary Tax.— (1) On receipt of an application from the owner or occupier requesting the Council to arrange for the
cleansing of his latrine, premises or compound, the Council shail issue a notice in Form 65 to the pwner or accupier stating that the service
will be rendered from a specitic date and fixing the amount of the tax to be levied according to_the sanctioned scale.  These notices with
their counterfoils shall be kept in bound books and shall be machine numbered in a consecutive series. Where the rules provide tur
recovery of instalments ol the cess in advance, the service shall not be commencec until the payment of the tax is made in advanee
Iy such cases, the amount of the tax shall be presented by the applicant with his application and the service of the notice ¢ rred o »'
is not necessury.
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(2) The demand register of the tax shall be maintained in Form 66. For the first year it shall be prepared from the notices or applica-
tions in cases of pre-payments ; additions and alterations being made from time to time with reference to the notices issued and objections
reccived during the year. For subsequent years, the demand register shall be written up from the previous years register as fairly corrected
and additions and alterations shall be made during the course of the year in the same way as above. The demand register shall be main-
tained in the manner prescribed in rule 76. . . X . .

(3) Notices from tax payers for discontinuance of the service received, shall be numbered in a separate consecutive series, and filed
separately. As soon as orders have been passed on a notice, the necessary alterations shall be made in the demand register in the column of
demand with a note of the date from which the service is to be discontinued, and such entry shall be attested by an officer duly authorised.

(4) Reports of Sanitary Inspectors showing new services undertaken and those discontinued during a quarter shall be in Form 67,

These reports shall be compared with the notices issued by the Municipality or with the applications in case of prc-payments and notices
received from the parties for discontinuance.

95. Assessment of Tax based on the letting value .—In case where the tax is based on the letting value of the buildings or lands to be
charged, it shall be assessed along with the taxes assessed on such letting value,

96. Tax on dogs, drainage Tax and special education Tax.—(1) An asscssment list shail be prepared in Form 68 for each ward separetely
of persons liable to taxes. The list so prepared shall continue to be in force for such period as the Council may decide.

(2) This list will form the basis of the demand and collection Register, and should be prepared with great care.

{3) Demand and collection Register posted for assessment lists shall be in Form 69. The entries in the Registers shall be checked
by an Authorised officer of the Council, who shall place his initials in the Register on each page as he completes his examination of it, The
outstandings of the previous year or years shall be brought forward, and posted separately and recoveries thereof as they are affected shall be
shown against their postings. The demand register shall be maintained in the manaer prescribed in rule 76. )

(4) When the Tax is collected by the Municipal servant a reccipt in Form 49 shall be issued to the Tax payer, in the same manner as
laid down in respect of other Taxes. ‘

97. Pilgrim Tax.—(1) The Pilgrim Tax shall be collected by means of face value tickets. Such tickets shall be in Form 70 without
counterfoils and in different colours for different rates and shall be bound in books of one hundred each. The tickets shall bear consecutive
numbers printed or machine-numbered and stamped with the seal of the Council. .

(2) The tickets shall be issued to the Naka Clerk and the total value of the tickets so issued should be treated as an imprest in his name.

(3) The face value tickets issued by the Naka Clerk should be defaced by him, when issued to the tax payer, so that they may not be

again,

(4) A general stock account of the total receipts and issues of Pilgrim ticket books shall be maintained in Form 71, At the
close of each fair, urus or jatra an agrecment shali be effected between the valye of the opening balance of tickets of each denomination plus
the value of the tickets, if any, received from the press and the amount realised plus the value of unused tickets. The closing balance of the
unused tickets shall unless destroyed be carried over as the opening balance for the next fair, urus or jatra. When the unused Tickets are
required to be destroyed, they shall be destroyed under the supervision of an officer duly authorised by the Council in this behalf and
a certificate to that effect shall be recorded by him in the register.

(3) Atthe end of the day or whenever remittances are made during the course of the day the Naka Clerk shall prepare a chalan in Form
13 showing inter alfia the number of tickets issued by him and the value thereof. He shall send the cash together with the chalan to the
Octroi or Tax Superintendent or to the Council’s office as required by the Council. The remittances shall be verified and the cash collections
counted and brought to account in the manner laid down for the collection of octroi in rules 69 and 70.

(6) The chalan shall be prepared in duplicate and one copy thereof may be retained by the receipient and the other should be returned
to the person remitting the collection. Every chalan so presented should be given a serial number by the Cashier/Accountant on both
copies and filed in a chronological order. ' - : voan :

98. Pilgrim Fund Account.—IN connection with the maintenance of the Pilgn' im Fund A t and i ilgrim

Receipts (lt)ht:\ﬁ)llol\;.-ing instructions shall be observed :— ccount and the allocation of Pil Tax
collections of pilgrim tax and other receipts shall in the first instan: i ¢ i ilgrim— i
i e Mo e ons of o » P instanoce be crednlted to the head * Deposits—Pil Receipts *
(2) The Committee entrusted with the management of the fairs will meet all direct charges from the b i
the Pilgrim Fund Account or if there be an insufficient balance, from the advance to bcobtaingd fr(mn1l tir:e tzla:ﬂg: ?:ot:ﬁetﬁ:eg: 0{
Accc;u;:}zt 'l?if tilnle %oung]. S_uchPaldvanca shall be adjusted before the close of the year, nera
&) e head * Deposit—Pilgrim—Receipts * referred to in sub-rule (1) above shall be cleared at the end
adjusting all indirect and such other charges as may be fixed by the Council with the approval of the Collector undtg'rsé}l;fc{;t?;t;(isf:)c;
clause (c) of proviso t_o sub-section (1) of section 90 by transferring the balance to the Pilgrim Fund Account,

99. Procedure for collecting and accounting of cesses.—The procedure for the (/) issue of bills, (i i i i
of demand register and (i¥) refunds and write off prescribed for property Taxes shah apply m;l:m;ig‘rgmc?gﬁg‘:g %rlll?el;eg:é:nce. {ifi) posting

100. Water Supply Reserve Fund,—(1) The accoun of ‘ ¢ PO .
(6) of section 50 shall be in Form 72. —(1) ts of the water supply Reserve Fund required to be maintained under sub-section

(2) The amounts to be deposited to the fund shall in the first instance be credited to * Deposits—Water Supply Reserve Fund ™

101. Salary Reserve Fund—(1) The accounts of the Salary Reserve Fund built il i
9] shall be in Form 73. Contributions to the fund shall be drawn on a voucher sup?)%rl:t):(dt}tla; Eggﬂgg,}ﬁ :
(2) The Salary Reserve Fund shall be kept distinct and separate from the Municipal Fund.
(3) The amount to be deposited in the Salary Rescrve Fund annually shall be credited to the head * Deposits Salary R "
(4) The recoupment of Salary Reserve Fund shall be strictly in accordance with the orders of the Collector. ¥ Reserve Fund,

CHAPTER V1L
MisceLLaneous Revinvg
102, Licence Fees.—(1) Licence fees chargeable in res i .
and accounted for according to sub-rule (2).3‘ pect of a licence at the rates fixed by the Council shall be recovered in advance

(2) Licences in Form 75 shall be issued as soon as the fee is paid. Thea ; .
in Form 76. 1If necessary, separate pages may be set apart for different kin?s?f%c%?cé? flected shall be entered in a Register of Licences

the manner laid down in section
in Form 74.

103, Written permission fees.—(1) The fees for permission for temporary erecti . ..
occupation of any public street or other land vested In the Council, shall %e ggral:f: l;gpo:’: l{lcgp?;.f':ltllirs]fi c:g)izsmy pl‘tﬁ.f{icchon or for temporary

(2) The permission shall be grantcgd to the applicant in Form 77 and the particulars shall be noted in a Cgcl).ﬁ]elc‘t'i on Regi .

(3) On the permission being granted, the application for temporary erection on or temporary occupaltion of such g‘;’-‘stcr in Form 78.
land vested in the Council shall be sent to the Inspector for verification and report of the ares actually used uch public strect or other
The Inspector shall report the date of final removal of erection or of vacating the lang, Y used or occupied by the applicant.

(4) The applications shall be filed in serial order of their dates of reccipts wi P .
of reosipt losued in each case. | lp'. with notes of permission granted and quotation of the number

104. Accounting of rece:]otsﬁ'Omfee-’-—ThCIDl'OcedUi‘cIfOI i‘émittanceé collecti i ;
taxes shall be applicable to reccipts from fees, Coa LT olection and check to be excrcised over receipts prescribed for

\0S. Fees and Revenues derived from Markets and Slaughter Haﬁses.—ln tixe case

P . f stallage or oth { .
mg'hter house, the accounting procedure for demand and collection’ of © g er rents of any municipal market
. "and lands with suitable modifications in the form of the demand rcgistgxcs shall be the same as that prescribed for rents
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106. Departmental collection of fees—(1) When fees are levied and collected departmentally, they shall be recovered by means of
receipts in carbon duplicate in Form 79, or face vaiue tickets with foil and counterfoil in different colours for different rates shail be used.

(2) In the latter case, a stock account of face value tickets shall be maintained in Form 71. ‘The procedure prescribed in rule 73 (1) for
keeping the account shall apply in this case also.

107. Remittance of daily collections.—(1) The daily remittances of collections made by the collecting clerks shall be accompanied by
a chalan in Form 13 showing in detzils the number and value of each kind of ticket actually issued. The cashier or any other person
receiving the coliections shall pass an acknowledgement of such remittances.

(2) The Chailan shall be prepared in duplicate and one copy thereof may be retained by the recipient and the other should be returned
to the person remitting the collection. Every Challan so presented should be given a serial number by the Cashier/Accountant on both
copies and filed in a chronological oraer.

108. Opening personal ledger account for each Collection Clerk.— A personal ledger account in Form 80 shall be opened in the name
of each clerk entrusted with the collection of revenue by means of face value tickets. The account shall be debited with the number and
value of each kind of tickets issued to each clerk and credited with the amount of his collections paid daily into the council's office. The
balance of tickets in his hand shall be struck at the end of every month, and checked by physical verification at the same time.

109. Collection through outside agents— When the fees are framed out, the demand and recovery of the instalment shall be watched
through a register of miscellaneous demands in Form 9i.

110. Rent of Land and Buildings, etc.—(1) A demand register for rents of lands and buildings shall be maintained in Form 81,
separate pages being separate for rents of buildings and lands. A separate number shall be allotted to each plot of land, and noted in
the register. A similar procedure shall be adopted for buildings bearing municipal numbers. The arrears of rent, if any, shall be brought
over from the register of the previous year.

(2) A receipt in Form 2, shall be issued to the lessee for payment of rent. The daily collections shall be recorded in a collection re-
gister in Form 78 and remitted to the office with a challan. An ackoowledgment of the Cashier or any other person authorised to receive
such collections shall be obtained in token of receipt of such remittances.

(3) The collections of arrears and dues shall, as soon as they are made, be posted in the rent register from the duplicates of receipts.
The orders for remissions, if any, and reports regarding vacancy, etc., shall be quoted in the column provided against the entries concerned.
The outstandings shall be worked out at the end of the year.

{4) The lcases and rent notes obtained from lessees shall be serially numbered and filed separately for each kind of lease.

111. Miscelianeous Sales.—For recording transactions connected with miscellaneous sales, effected from time to time, of distrained
property, roadside trees, stores and materials, produce of lands and gardens, street sweepings, night soil, land, etc., a register in Form 8§2
shall be kept. Separate pages shall be set apart in this register for each class of sales according to the budget heads. A separate register
may be maintained for recording sales of each department of the Council.

112. Sale of night soil and compost.—An account of night 30il or compost sold shall be maintained in Form 115, the name of the
purchaser and the particulars of sale being noted therein.

113. Auction Sales—The different bids at each auction sale shall be recorded in a book of proceedings to be specially maintained
which shall be signed by the officer or officers conducting the sale, the amount of the bid accepted being stated in words as well as in figures.
The signature of the person whose bid is accepted, shall be taken in the book of auction proceedings as a token of acceptance.

114, Miscellansous Receipts—Recoveries effected by means of receipts in Form 2 shall be noted in the register of miscellaneoys
sales in Forra 82 as soon as they arc made. Amounts outstanding at the end of the year shall be carried forward to the register for the
next year.

115. Hospitals Receipts.—The account of demand and collection of the hospital fees shall be kept in the forms, registers and books
prescribed by Government in the Dispensary Rules. The fees collected at the dispensaries shall be remitted from time to time to the Muni-
cipal Office by a challan in duplicate, the duplicate receipts being filed in the dispensary.

116. Garden Produce.—(1) When garden produce is sold on credit, a ledger in Form 83 shall be kept by the garden establishment
and every day’s sales shall be noted in the respective ledger accounts. At the end of each month bills in Form 84 (modified where necessary)
shall be prepared in &ccordance with the schedule of rates for various kinds of garden produce fixed by the Council. The bills thus pre-
pared shall be entered in a monthly bill register in Form 85 and presented to the parties concerned. The particulars of the bill shall be
transcribed into a Register of Miscellaneous Demands in Form 91. . .

(2) Every payment made by a purchaser shall be duly entered in the bill register and acknowleged by means of a receiptin Form 2.
The daily receipts shall be shown in a collection register in Form 78. .

(3) The daily cash sale proceeds shall be remitted to the Council's office with a challan. The remittance shall be shown in the subsi-
diary register of receipts and brought to account in the general cash book. . o

(4) In cases where (i) the garden itself is leased out for the year, or (ii) the whole produce is soid by auction in lump, the collections
shall be accounted for as receipts for miscellaneous sales and the recovery watched through the demand register in Form 91.

117. Record Room Receipts—(1) Every application for dopies of Council's records shall, on receipt be recorded in a register of copying
fees in Form 86 and serially numbered. A receipt for the fee received in advance shall be issued to the applicant in Form 2.

(2) After the copies of records have been made, the copying and comparing fees and other charges due as per rates fixed by the Council
shall be calculated. The balance, if any, due to the applicant shall be worked out and detailed on the application. Thercafter the dues
shall be transcribed into the appropriate columns of the register of copying fees. If the amount paid in advance falls shoit of the actual
dues, the deficiency shall be recovered from the applicant before the certified copies are handed over to him; and receipt in Form 2 issued
for the deficiency recovered. i ) ' .

(3) The acquittance of the copist is for copying fees, if the work is done by an outsider, and of the applicant where any balance is
refunded to him shall be obtained on the application after the payment has been made and a receipt in Form 2 issued for the deficiency
recovered. .

(4} The fees shall be remitted by the Record-keeper daily to the Cashier or the Accountant; and these receipts shall be brought to account
in the cash book direct or through the Collection Register of Miscellaneous Receipts. -

(5) The applications shall be filed in consecutive order after disposal. . .

(6) The register of copying fees and the account of the Record-keeper shall be examined by the Chief Officer or any other officer deputed
by him, once in every month. ) . . i o

) (7} The register of copying fees shall be renewed every year and the entries pertaining to the outstanding applications at the end of
each year shall be carried forward to the next year's register. .

118.  Receipts from Travellers” Bungalows, Sarais and Dharmashalas.—(1) Whenever rent is charged to occupiers of a travellers® bungalow.
sardi or dharmashala owned by a Council, & register in Form 87, shall be kept at the place in charge of the watchman. ’

(2) Traveliers shall be required to note the date and hours of their arrival and departure and make payments before their departure
in accordance with the scale fixed by the Council and enter the amount in the proper columns of the register with their signature,

(3) The watchman shall bring the register to the Council's Office and pay the collections every day and obtain an acknowledgement
of the recciving officer in the last column of the register. The Accountant or the Casher receiving the collections shall examine the register
and bring any short recoveries to the notice of the Chiefl Officer so that he may take steps to recover them from the traveller concerned |
from the watchman in charge of the bungalow or sarai or dharmashala. med-
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119. Recoveries For Services Rendered.—(1) No work for a private individual shall ordinarily be undertaken by a Council, unless
its estimated cost is paid in advance. The Council may also charge for supervision at a rate to be fixed from time to time.

(2) When a deposit for work or for service to be rendered is received by the Council, it shall be accounted for under the suspense
head * Deposils on account of services rendered to private individuals " and entered in the register in Form 88. "On the completion of
the work a bill of charges including supervision charges shall be prepared and the deposit adjusted by debit to deposits and credited to the
proper budget heads. The charges for supervision, etc., shall be recovered in addition to the actual cost; and the balance, if any, due from

or to the person concerned shall be recovered or refunded as the case may be. All outstapding accounts shall be carried forward to the
next year's register. .

120. Hire of Municipal Property.— A register of hire of Municipal property shall be maintained in Form 89. The amount of hire
charges due with particulars regarding the articles and the person to whom they are left on hire shall be filled in from the details in the
application of the party and the orders passed thercon by the competent authority. The cate of return shall always be noted in the rcgister
as soon as the article is received back. At the end of the ycar the arrears of fees if any, shall be carried to the next year.

121. Register of Suits.—A register of suits in Form 90 shall be maintained in which advances made to conduct suits filed on behall
of or against the Council, recoveries of amounts due under decrees obtained from Courts and payments under decrees shall be shown.

122. Miscellancons Demands.—The recovery of demands not otherwise provided for in these rules and all other recurring demands, .
shall be watched through the demand register in Form 91 in columns 1 to 7 of which, the demands shall be posted as they occur.

CHAPTER VIII.
\ ESTABLISHMENT.

123. Scale Registers.—(1) The whole establishment of the Council shall be recorded in a scale register in Form 92 in which every
appointment shall be entered under the initials of the Chief Officer, a page or pages being allotted to the establishment chargeable to each

item of the budget. Whenever any revision is made the revised number of posts and scales of pay or allowances shall be noted in the
columns provided for the purpose.

(2) Temporary establishment shall be recorded separately at the end of the space allotted for the permanent establishment and shall

not be mixed up with it. The period for which the temporary establishment is sanctioned and the order of sanction shail istinct
specified in the Scale Register. be distinctly

(3} All fixed recurring charges such as House rent allowance, pension contributions”and the like shall be ded - '
of the Scale Register. " recorded on a separate _page

124. FPay bills—Disbursement of pay or allowance shall not be made earlier than on the first working day of th i
month for which the pay or allowance is due: . & day ol the month following the

Provided that, in the event of dismissal, resignation or death of a member of the staff, the disbursement of pa 1
him, shall be made, as spon as may be, after his dismissal, resignation or death. pay or allowance due to

Note.—Pay or allowance shall, irrespective of the hour of death, be payable for the day on which death takes place:

Provided further that, in special circomstances disbursement of pay and allowsnces mhy. with the sanction of president be mad
any time during the last three working days of the month for which they are due only when Gov i - made at
pay of Government employees before the due date. Y cmment sanctions the disbursement of

125, Preparation of pay bills.—(1) Bills for pay, fixed allowances and leave salaries shall be prepared i F
permanent and Temporary establishments. The name of every substantive and officiating or tcmp}))mell?yél incugbcg:‘ghg?l' beses?g;::cl: t_‘mt'
each pgst, ang agamslt_t each }emporﬁ:li;y’ ggst shal&ebe lt"(;lt:d tt"w saglctz:n thereto. The rate of pay claimed shall always be noted and &,?::n
ay is drawn for a portion of a mon e number o ich it i i i it
B the body of the Bill. : ys for which it is claimed shall be stated against the name of the Municipal Servant

(2) The various sections comprising the establishment shall be shown separately, giving the ipti i
sanctioned number of posts included therein. _ parately, giving the description of each section as well as the

Note—All fixed allowances such as conveyance allowance gtc., should be drawn in the establishment pay bill.

(3) The pay and acting and leave ailowance to be paid shall be entered in columns 4 to 8. P jati
drawn but held over for future payment shall be entered in column 9, reason for ms s:, bﬁeﬁ;yﬁ:g; lﬁ?ﬁcp;m&[eavle salary, ot
the amount is subsequently drawn on 2 suplementary bill, reference to that bill shall be given in the original bill, from wh(;ghmﬁ,n' When
g;as mmtlll:llld bl: grc‘h: ctt{l:ypsrevei:;itesé secgnd clag:n :ﬂom bgmfh entelitamed. Deg:dctions on account of fines, income~tax and other r:oocm-:"g:
any, s isti pecified and shall own in the columns prowvi . s
persg'n shall be enfgelr%d in columtll‘ 12. hall not be o for the purpose, and the net amount payable to each
(4) The pay of labourers, workers etc., not be drawn in the regulay pay bill form but only on muster roil
(5) Fixed monthly recurring charges, that is to say, house rent, conv allowan i : 5
shall be drawn on sa!aryublll]ls along wit}l1 the pa¥ ?lf t]t:cuoﬁi cors contéem ed_cyance ce, contingent or stationery allowances of clerks
(6) The entries in all the money columns of the bill shall be totalled separately und i must
a fesponsible officer other than the person preparing the bill, parately under each section and the totals must be checked by

(¢) When leave salary based on the average pay, is drawn for the Municj v: s ot .
dra\ag)shall be accompained by a statement attested by the drawing officer sgowil::z?l'lnm et he bill in which the leave salary is first

of leave ?alanlf has b;:cn _deg:;:tded. ol ) e calculations ll'.)y which the amount dsawn on account
b) If the leave salary is on a pay and not on average pay, followi i ' -
salar Maimed js admissiole woder rulefby Law. .-« e: et enees 8¢ pay, folloying certificate shall be attached to the bill, *that the leave

(8) Fines shall not be recovered in cash from the pay of establishment but shall be shown in the column * fines ™ in the Pay Bill

126. Recoveries.—The following classes of recoveries shall be made by deduction from pay bills namely :—
{(a) Fines imposed on members of establishment;
(b) Recoveries on account of advances for the purchase of a conveyance;
(c) Recoveries on account of security deposits by employees;
(d) Recoveries on account of advance of pay ;
¢) Recoveries on aocoun: o; {Ig?nyal advance; b th
Recoveries on account of life insurance premia, with the written permission of t ici .
Recoveries on account of Providenj fund subscriptions and advanp:cs; he mupicipal servant;
A) Income-tax ; ¢
~ () Premia for Postal Insurance; .
() Recoveries of dues of Co-operative Societics; and .
(k) Other rocoveries (to be Specifically Stated. in the Pay Bill)
h of these deductions should be fully and properly classified.

[ .
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127. Absentee Statement.—The monthly bill shall be supported by an absentee statement in Form 94. Officer or scrvant absent on
lia\i'le gg on dgputatlon or under suspension shall be clearly shown in the pay bills and officiating arrangements that may have becn made
sha noted.

128, : Increment.—(1) To the first bill in which a periodical increment is drawn for a Municipal Servant, a certificate in Form 95 shall
be appended. The certificate shall be signed by the officer empowered to sign the pay bill under rule 130.

(2) When an increment claimed opcrates to carry a Municipal Servant over an efficiency bar, it must be supported by a declaration
from tll'l]e abuthonty empowered to allow the increment over the efficiency bar that it has satisfied itself that the Municipal Servant is fit to
cross the bar.

129, Arrears of pay, ete.—Arrears of pay, fixed allowances, or leave salary shall not be drawn in the ordinary monthly bills, but shall
be drawn in a separate bill, the amount claimed for each month being entered separately with the quotation of the bill from which the charge
was omitted or withheld or on which it was refunded by deduction or of any special order of a competent authority granting a new allowance
or an increase in pay. A note of the arrear bill shall invariably be made in the office copy of the bill for the period to which the claim
pertains, over the dated initials of the drawer of the bill in order to avoid the risk of the arrears being claimed over again. A certificate
* that no part of the amount claimed bhas been drawn previously, and that a note of the arrear claim has been made in the office copy of
the bills for the period to which the claim pertains ™, shall be recorded on the supplementary bill.

Such bills may be paid at any time and may include as many items as are necessary.

130. Signing of pay bills.—Pay Bills shall be signed by the Chief Officer. Cheques for the payment of salaries to the staff shall be”
drawn in favour of the Authorised Officer. -

131, Deduction of Income tax.—The total amount of Income Tax deducted through the Pay Bills shall be credited to Government.

132, Disbursement of Pay.—(1) The Authorised Officer shall be personally responsible for an amount drawn on a bill signed
by the Chief Officer until he has paid it to the persons entitled to receive it, and obtained a legally valid acquittance on the
office copy of the bill. If, in any case, owing to the large sizc of an establishment or for any other reason, it is not found
feasible or convenient to obtain the receipts of the payees on the office copy of the bill, the head of the office may maintain
a separate acquittance roll in Form 96.

(2) If for any reason payment cannot be made within tne course of the month, the amount drawn for the payee shalf be refunded by
short drawing in the next bill, his pay or allowances may be drawn 2 new under rule 127 when the occasion for making payment arises :

Provided that, if in the opinion of the President this restriction is likely to operate inconveniently, the amount of undisbursed pay or
allowances may, at his option, be retained for any pericd not exceeding three months, but this concession shall not be availed of unless the
President is satisfied, that proper arrangements can be made for the safe custody of the sums retained.

(3) For amounts drawn but not paid during the month, a register shall be maintained in Form 23 to watch payments.
133. Travelling allowance.—Claim for travelling allowance shall be preferred in Form 97.

134. Provident Fund—(1) A Provident Fund Account shall be kept for each subscriber separately and shall show the amount of his
subscription, the municipal contribution and interest accrued thereon,

(2) As soon as possible after the close of each year, the Account Officer shall send to each subscriber a statement of his Account in
the Fund showing his opening balance as on Ist April of the year, the total amount credited or debited during the year, the
total amount of interest credited as on 3ist March of the year and closing balance on that date.. Subscribers should satisfy
themselves as to the correctness of the annual statement and errors, should be brought to the notice of the Accounts Officer
within three months from the date of receipt of the statement.

(3) For subscribers to Provident Fund, a Provident Fund Ledger in Form 98 and broad sheet in Form 99 shall be maintained and
-wrilten up in accordance with the following instructions :— -

{a) Amounts credited or debited to the Provident Fund shall be posted in the Provident Fund Ledger as soon as practicable but
not later than the last day of the month in which the transactions take place.

{b) The entries of interest in the ledger shall, except in cases provided in sub-rule (4) be made once a year only.

{c) As soon as possible after the close of the month the balance at the credit of the account shall be entered in column 15 of the
ledger, and carried into the broad sheet.

(d) At the close of the year, the columns of the broad sheet shall be totalled and the interest earned shall be calculated and entered
in columns 8 of the leager.

(4) When an account is closed in the Provident Fund Ledger, any amount at its credit shall be dealt with, in accordance (i} with the
rules framed by Government in respect of officers specified in sub-sections {J) and (2) of section 75, (/i) with any general or special order
issued by the Director in respect of posts minimum salary of which is Rs. 75 or more, or (ifii) with the by-laws made by the Council in
respect of posts the minimum salary of which is less than Rs. 75 per month on this account.

(5) The recovery of advances from the Prgvident]Fund shall also be watched through the Provident Fund Ledger in Form 98.

(6) A Provident Fund Cash Book shall also be maintained in Form 100 to show the balance at the credit of the Provident
Fund Account.

- 135. Pension—(1) If a Council has established a Pension Fund, the contribution to such a fund by the Council and the interest earned

on the fund shall be adjusted in the Municipal accounts on due dates, and the contribution payable, if any, by Municipal Officers or senvants
shall be recovered monthly by deductions from their pay biils.

(izeln order to watch the payment o ’bension bills, a register in Form 101 shall be maintained’in which a scparate page
shall allotted for each pensioner. The amount of pension shall be noted at the Top of each page and against the month
for which pension is paid, the date of payment and the voucher number only shall be notcd under the initals of the Chief
Officer. .

136. (1) When the Council makes a permanent arrangement for contributing to Pensions payable by it to its permancnt employecs
or for any specific class or classes of them by payment to the Pension Fund established under by-laws under the Act, it shall contribute
at one ninth of the average cost of the post and the amount of the contribution shall be added to the establishment bill and
paid from the Municipal Fund for credit to the Pension Fund immediately after the monthly Establishment bill is cashed.
Such persons shall on retirement receive their pensions from the Pension Fund.

(2) On 1st March of each year or soon thereafter but not later than 15th April, the Council shall prepare in the forms prescribed for
submission of the Establishment Returns in Government Departments, a Statement of its establishment, as it stood on 1st March and
keep the same on record for being checked during audit. The Annual rcturns of Municipal Establishment, for which no
contribution is paid shall be separately prepared. -

(3) The pension of the Municipal employees shall be regulated in accordance with the rules framed by Government and by-lawyg
framed by the Council with the sanction of the Compelent Authority.

{4) The amounts drawn for * credit to the Pension Fund shall be debited to the sub-head ™ Contribution to Pension Fund to be opened
under the major head ** 4-Pension and Gratuities .

(5) Pensions payable to the retircd employees shall be debited to the Pension Fund and not to the General Fund. No
amount from the Pension Fund shall be spent for any other purpose without the previous sanction of Government.

(6} (a) The Pension Fund shall be under the control and administration of the Council. A separate account of the Fund -

shall be maintained. h
P
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(b) Pension fixed at a monthly rate shall be payable monthly on or after the first working day of the month following that for which
the pension is due: .

Provided that, when there is a variation in the rate of pension consequent on the disbursement of commuted value or a portion thereof
pension for the broken part of the month at the original rate may be paid before the end of the month.

() 1f the first six days of the month are public holidays on which pensions are not disbursed, the competent autherity of the Council
may, if it thinks fit, direct the payment, on the last working day before the holidays, of such of the pension bills of pensioners drawing
pension of Rs. 100 or less. The Council may in special cases relax any of the conditions specified in this sub-rule.

(d} The Council shall as soon as practicable invest all accumulated Funds, of the Pension Fund in Government securities within the
meaning of clause (a) of section 2 of the Indian Securities Act, 1920 or in the securities of the nature specified in clauses (), (c) and (d)
of section 20 of the Indian Trust Act, 1882, through any bank approved for the purposes of section 99, subject to the limils prescribed
by Government, from time to time: :

Provided that, moneys which are required to be applied immediately within 12 months may be deposited in accordance with the
procedure prescribed in section 99.

(¢) All expenses in connection with the keeping of accounts of the Pension Fund shall be met from the Municipal Pension Fund.

(7) The pension cases of all those who have retired during the year previous to the year for which the audit is taken up shall be
placed before the Government Auditors or post audit.

(8) The pensiens payable wholly by the Council shall be sanctioned by the authority competent to fill the appointment held by .
pensioner. The pension payment order shall be issued by the President of the Council in Form 102,

(9) A Bill in Form 103 shall be presended at the Municipal Office whenever the pension becomes payable to any pensioner.

(10) The Authorised Officer shall— .

(a)Tattach to the Pension Payment Order a specimen signature of the pensioner, if he can sign his name, as well as the thumb and
finger impressions of the left hand duly attested by him.

(b) paste a certified copy of the pensioner’s photograph in passport size on the disburser’s portion of the Pension Payment Order.

{c) identify the pensioner, check the claim against the sanctioning order, pay it either out of the permancnt advance or by cheque
and initial the note of payment on both halves of the Pension Payment Order.

{d) keep a register in Form No. 104 of the Penson Payment Orders issued. After seeing that a new order is correctly entered
in the register, he shall put his initials in the columa of ** Name of Pensioner " and rule a red ink line across the page below the enry.
The column offremarks will be kept blank as long as the order of payment in force but when both portions of the pension payment
orders are returned on account of the death of the pensioner or otherwise, strike it permanently off the list of pensioners under his
payment, the date and cause of return shall be entered under the disbursing Odficer’s initials.

{e) on receipt of an intimation about the death of the pensioner, record the fact in the register of Pension Payment Order and on
the disburser's portion of the Pension Payment Order.

{11) After the commuted value of a portion of the pension is paid, both portions of the pension payment order shall be returned without
delay to the Chief Officer who will arrange to issue a fresh Pension Payment Order duly authorised by the President for payment of the
reduced pension in future,

(12) Pensions not exceeding Rs. 50 per month may at the pensioner’s option be remitted by money order as under :—

(a) the pensioner shail on the first occasion personally present his half of the Pension Payment Order together with a declaration
that he desires to have his pension remitted to him by money order ;

(k) the Authorised Officer shall, after identifying the pensioner, place the declaration and both the halves of the Pension Payment
Order in a separate file. On or before the 5th of each month, the Accountant shall make out a money order for the pension deducting
the money order commission therefrom making necessary entries in the Pension Payment Order, and shall submit the money order
and the Pension Payment Order along with the Register to the Authorised Ofiicer who shall sign the money order and initial the entries
on the Pension Payment Order after carefully comparing the three documents;

(c) as a protection against fraud the Authorised Officer shall compare the signature on the money order receipt every month with
pcns}gneli'!se rxoo;ded s;dpeggen sihgnl?ture; hrough ¢

)t uthori cer shall arrange through some suitable agency for reporting promptly to the Munici
death of the pensioner whose pension is paid by money order. .g prompty unicipal Accountant the

(13) In the case of female pensioners, whose pensions are terminable on their marriage or remarriage, the A i
before remitting the pensions for December and June, obtain the half yearly declarations prescribed in For?n 105. uthorised Officer shall,
(14) Every Pension Bill which is not personally presented, shall be accompanied by a life certificate. When i i
certificate, it shall be made only for one or more complete months prior to the date of certificate. payment is made on a life

(1 g) dSave as hereinafter provided, a pensioner must take payment in person after identification by comparison with the Pension Pay-
ment Order.
\

(16) A life certificate submitted under sub-rule (14) of this rule, must be signed by any member of the Council or the Police Patil
any person exercising the powers of a Magistrate or the Registrar or the Sub-Registrar under the Indian Registration Act, 1908, o any
Pensioned Officer, who, before retirement, exercised the powers of a Magistrate or a Chaplain or any Gazetted Government Office r %EY
Authorised Officer shail also satisfy himself on 1st April and 1st October each year that the pensioner is alive., T ¢

(17) At the beginning of each month, the Authorised Officer shall record the following certificate :—
(@) Certified that I have satisfied myself that all pensions included in the register for the previous month have been aid in th
previous month and that money order receipts from the payees in support of these payments have been duly filed paid in the
(b) Certified that I have satisfied myself that no unauthorised alteration had been made in respect of any of the entries in th
Pension Payment Order Register maintained in Form 104. tes In the

(18) When a Pensioner is a minor or is for any other reason incapable of managing his own affairs and :
guardian or Manager and when no such guardian or Manager is nominated by the Sanctioning Authority, the lclsfng:tgﬁﬁua]s{}]]%;?pmp ed
Council may, on an application by or on behalf of the pensioner and subject to such conditions as it may impose, deciare any suitabl y of the
to be the Manager or the guardian for the purpose of receiving on behalf of the pensioner, the pension due to him and payment of € person
may be made to such Manager or guardian in the same way as to the original holder, provided that sufficient proofs are forthcomir? CI’]StIO{lIS
time of cach payment of the original holder being alive and cligible to receive the pension for the period covered by the Pa_‘fmen% att ;
declarations may, at any time, be revoked or altered at the discretion of the competent authority of the Counci » SUc

s

137. Pension Conlribution.—In respect of any person, having been appoined under seeii_on 66 or 67 of the r
Plstrict Municipalities Act, 1956, to the Hyderabad Area Local Government Service, a Council shall credit to Goycffﬁilgtdevl:mgabag
condribution at the rate of one-ninth of the pay or at such other ratc as may be fixed by Government, from time 1o time, for the ;y o: nt b
payment of pensions to its permanent employecs by Government. * purpose o

138. Register of securities.—A Register of all Securities furnished by each of the officers and servants of the Council shall be maintained
in Form 106,
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CHAPTER IX
CONTINGENT AND OTHER CHARGES

139. Contingent Charges—Moneys required for incurring expenditure on contingent charges shall be drawn on a bill in Form 107.
No money shall be drawn unless it is required for immediate disbursement. They may be paid from the permanent advance in the first
instance and billed for subsequently by the Authorised Officer or they may be preferred by the supplier himself through the Authorised Officer
on bill form suppiied by the Municipal Office. The requisition issued by the Council shall always be attached to these bills,

, 140. Permanent Advance.—(1) The Chief Officer or any other Officer of the Council whose duties cause him to incur petty expenses
which must be paid before money can be drawn on a contingent bill may with the sanction of the Council be allowed a permanent advance
of an amount fixed on the basis of the probable requirements of a month. The permanent advance, when first drawn, shali be charged in
the cash book to the head ** Advances ™ and shall be debited to the holder’s account in the Register of Advances,

. _{(2) Each holder of a permanent advance shall, on first receiving it, and thereafter, on the 1st of April every year, sign an acknowledgement
in the following terms :— -
* ¥ acknowledge to have in my possession a permanent advance of RS. .........ev0vs.... Which sum is due from and is to be

raccounted for by me.”

On transfer of charge of an officer, a similar acknowledgement for the full amount shall be signed by the relieving officer. The
acknowledgements shall be filed. 7

(3} A permanent advance account in Form 108 shall be maintained by each holder who will enter each payment from his advance as
he makes 1t, preserving all sub-vouchers and receipts in support of the payment, to each of which he will assign a serial aumber,

141. Recoupment of Permanent Advance—~When the amount of permanent advance begins to run low, and in any case at the end of
the financial year, whatever the amount in hand then may be, the advance shall be recouped by drawing a recoupment bill in Form!107
grouping the items under the different heads of account to which they are debitable and supported by duly receipted sub-vouchers. This
bill duly signed by the Officer responsible for the permanent advance in token of its correctness shall be forwarded to the Competent Authority

for sanction.

. 142, Inter-Departmental Transfers—(1) In the case of work done at Council’s workshop or stores supplied by the stores department
or other authorised transfers, the officer-in-charge shall, if the adjustment is to be made by book transfer, prepare a monthly bill showing the
quantity and Jxricc of work done or stores supplied and forward it in duplicate to the officer served, who, on approving the bill, shall counter-
sign both and return one copy to the supplying officer. The supplying officer shall on return of the bill forward it to the Accountant for
adjustment.

(2) Where there is a Central Stores Department, all the purchases shall, in the first instance, be debited to a suspense head * Stores
Advances ", and immediately be brought to account in the Journal of Receipts of Stores (Form 109) and also on the receipt side of the
Stores Ledger (Form 111). Issues as they are made to the departments concerned shall be noted in the Journal of Issues of Stores (Form 110)
and also on the debit side of the Stores Ledger (Form 111). In the Stores Ledger separate pages shall be assigned for each description of
stores. All orders for the supply of stores shall be issued by means of requisitions in Form 112 signed by the Officer-in-charge of the depart-
ment concerned. The suspense head *“ Stores Advances * shail be cleared at the end of each month by debit to the department concerned
after return by them of the bills duly countersigned as stated in sub-rule (1) and credit to the suspense head * Stores Advances ”,

143. Stamp Account.—(1) A stamp account showing the purchases and |ssm of stamps shall b:: maintained in Form £13, At the end
of every week the details of the balance of stamps on hand of each denomination shall be shown in the remarks column.

(2) The balance of stamps on hand shall be verified once a month by the Authorised Officer and that officer shall make a note of such
verification in the register under his signature.

CHAPTER X
STOCK AND STORES ACCOUNTS

144, Register of Moveable Properiy.~{1) A list of all moveable mmﬂiu of a permanent or durable nature, such as, engines or
machines, equipment, vehicles, conservancy and road watering carts, ps, lamp-posts, meters, furniture, ¢tc., belonging to the Council
shall be recorded in a register of moveable property in Form 114 under the initials of the Authorised Officer.. When the progerty is disposed

. of finally by sale or otherwise the particulars of disposal shall be entered in columns 9 to 14 under the signature of the Officer aforesaid.
This Officer shall be responsible that the register is a complete record of the moveable property belonging to the Council.

(2) The register of moveable property is intended to be a permanent record and shall be kept under the personal supervision of the
Authorised Officer. Articles of different discriptions shall not be shown promiscuously together but separate pages shall be allotted accord-
ing to requirements, to each kind of property, sufficient space being left betweoen each set of entries to admit of subsequent transactions
being recorded. When a new register is started the existing stock should, after careful verification, be distinctly shown (" Opening balance
ON vevvavsvsnnasess 19,0000, . *) 50 as to be clearly distinguishable from subsequent purchases.

145. Stock of Consumable Stores—{(1) For stores ‘such as bhusa (bran), gram, disinfectants, oils, glass, coal, spare parts of machinery,
etc., which are consumable, stock books shall be kept by the officers in charge of the departments in Form 116 in which a separate page
or pages, according to requirements, shall be allotted to each kind of article, ;

(2) The stock book shall be closed monthly and the balance verified by the Officer who keeps the book.

(3) When coal is purchased at rates inclusive of carting charges upto the destination, the quantity received shall be brought to account
in Form 116 and paid for accordingly, When coal is purchased at invoice rates for, delivery at colliery and railway freight and cartage are
paid by the Council separately, entries in the Stock Book shall be made through a register in Form 117.  Every conslfnmcnt shall be weighed
at the destination and the deficiency, if any, in the gquantity shown in the invoice shall be noted in columns 3 to 5 of Form 117,

146. Oil Lighting Account.—The receipts and issues of kerosene oil in tins shall be accounted for in Form 116. In addition, a register
shall be maintained in Form 118 to show the details of daily issues, This register shall be closed monthly and the balances verified and certi-
fied by the Chief Officer or any other officer duly authorised. To enable the Council to exercise & check upon the quantity of oil consumed,
a scale register shall be prepared showing the quantity of oil consumed, in a given time by lamps of different patterns in use in the Council,
The Chief Officer or other Officer duly authorised in this behalf shall periodically check the consumption of oil according to this scale.

147. Etectric Lighting Account.—(1) A register shall be maintained in Form 119 to show the numb_er of electric lights maintsined by the
Council for strect lighting. The orders regarding the changes in the number of lights shall be quoted in the remaras column of the register.
(2) In cases where electrical energy is paid for according to the number of units consumed a register shall be mintained in Form 120 to

record the monthly meter readings.

148. Live Stock Register—A register of live stock shall be maintained in Form 12]. The register shall be written up every year and
as new purchases or writes-off are made.

149. Fodder Account—An account of the receipts and issues of fodder (Kadba, green grass, oil cake, etc.) shall be maintained in Form
} 122. The account shall be closed every month and the balance verified and certified by an Authorised Officer at least once a quarter,

V 4546—3 . ,
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150, Workshop Acc. ..ts~—The following accounts shall be maintained by the Superintendent of a Workshop, or Technical School,
where instructions are imparted to pupil in handicrafts :—

(1) Allthe purchases efected by the Superintendent or other officer-in-charge, shall bs brought immediately to account in a journal
of Receipts in Form 109, and issue of the articles in a journal of Issues in the same form. Afler the close of the day’s transactions
thepurchases and issues shall be recorded according to the class of articles in the ledgers of Receipts and Issues in Form 111, a page
or pages being allotted for each kind of articles,

(2) An * Order Book ¥ in Form 123 shall be maintained in"which shall be recorded serially all the orders for execution of works
received either from the several departments of the municipality or from the public. Work orders in Form 124 shall be made  out
for all orders received and Bills should be prepared and issued in respect of all completed work orders. The order book should be
treated as a demand and collection register. The order book so maintained shall be treated as a demand register, co_lumns being
provided therein for (7) the raw materials used on the work, (ii) the cost of labour emploved, {ii) cost of supervision, (iv) any other
cost ,(v) the dates of completion of the orders, (v} the amounts due for recovery from the persons concerned, (i) the amounts actually
recovered and (viii) the number and date of receipt issued. :

(3) Bills of demand for articles manufactured and supplied to order shall be issued in Form 125. They shall beac serial
mumbers in duplicate to admit of carbon copies being tuken out and shall be bound in books.

(4) A register of finished products other than those executed to orderandr:f:rrzd to in (2) above shall be maintained in Form 116
slagified according to the different kinds of articles, and their disposals watchec.

(5) A balance sheet showing the receipts and expenditure of the institutions should be prepared at the close of each year to calculate
the sxtent of any loss (Le., the excess of expenditure over the recsipts) incurred by the Council in the undertaking. In arriving at the
value of the balance of stock and machinery on hand, due allowance shall be made for depreciation and wastage.

151 Commercial Undertakings Accounts.—The proceduse prescribed in the above rule shall apply mutatis mutandis to any commercial
wadertaking of & municipality, e.g., Press accounts.

152.  Accounts of Receipt Books.—An account of all the receipt books, tickets and licence forms, ete. brought to stock by the Council
shall be maintained in Form 1. The instructions regarding the maintenance of the accounts have been detailed in rule 9 in Chapter I,

WP153. Petrol Accounts—The petrol account shall be maintained in Form 126, A motor vehicle account shall also be maintained in
Form 127 to enable controlling officers to scrutinise the expr nditure on petrol consumption. The purchases of motor accessories shall be
accounted for separately, separate accounts of the articles being maintained in Form 116 for each motor vehicle.

154. Scrutiny of Bills.—Before any bill for purchase of stores is passed for payment, the officer concerned shall see that the articles
billed for have be m entered in the appropriate stock account or property register, and that a reference to the entry in the resgister is queted
im thefbill. The officer passing the payment order shall be responsible for seeing that this rule is rigidly observed.

155. Registers of Immoveable Properties—All immoveable properties other than lands shall be entered in the Register of Tmmoveable
P}oip:;t:!? i:anFomllzgs' All lands transferred by Government, purchased or acquired by the Council shall be entered in the Register
o orm 129, i

156, Verification of Property.—All moveable and immoveable properties as recorded in the stock books, Register of Moveable Propert
aad the Register of Immoveable Property shall be verified annually. The verifying officer shall initial the engt]ria in the registers,peanz
fusnish a certificate indicating the results of his verification. Any serious discrepancics shall, at once be reported to the President,

CHAPTER XI

WORKS

137. Classification—(1} The operations of this Department, namely * Works ” . “ Pyeio: "»

Repairs ™ or * Maintenance ™. P y orks ” shall comprise of (i} “ Original Works ™ and ()
(2) * Original Works ™ include all new constructions or additions and alterations to existing works, excent i i

also repairs to newly purchased or previously abandoned buildings required for bringing them ‘i!nto tas:: xcvﬁie:e’ :c{:ol?'taigrexrot?;.nwt‘i’s&g:

structure is to be dismantled and replaced, if the cost of such replacement represents a genuine increase in the permanent value of the

property as an assest, the work should be classed as * Original Work ™ the cost (which should be estimated if not known) of the portioa

:ghfgoﬁwﬁm?édtot;h? flsctg:iar;&-‘vfor Original Works ™ and cebited to * Repairs ”. In all other cases the whole cost of the uevf

upiglhfr:ﬁgtg} rlﬂul:u(:lrch;’;y portion of a building which is abandoned or dismantled without replacement should be written off the total

(3} * Repairs " or * Maintenance ™ i
roads and other works in ordinary use.

nclude all operations except the foregoing, required to maintain, in properj condition, buildings.,

158. Preparation of plans and estimates~—{1) All estimates for munici i i

A ; r = t ; pal works shall be pre
Municipal Engineer and in the case of Municipal Councils not having Municipal Engineer by ?hepﬁr:&iéantgoggw}:esermﬂ:éhbzﬂ?::
Officer of the State Enginecring Services as may be designated by the State Government :— & °

(a) Preliminary estimate for administrative sanction with line plans and plinth area.

(b) Final detailed plans and the estimates for technical sanction :
Provided that, no preliminary estimates are required for works for which standard plans exist :

Provided further that, ti i : - e e . :
unless they exceed RS S0, imates need be prepared for ordinary annual repairs, for which administrative sanction is not required,

{2) The estimates shall be in the forms used in the Buildings and Communi

) ' 3 ications igati
of tho State Government in so far as they are not inconsistent with the provisions of tlt?ewl::arrtur?:.“ or lrrigation and Power Department

159. Procedure for sanction to works.—Subject to t isi T e \
ebsarved for all works executed by the Munici pjal Engi::eri?'g% clil‘)?r‘t’:;mﬂ:lts: _oontamcd in this chapter, the following procedure shall be

(1) Admin'istrative ?anction of the Competent Authority as laid down in rule 160 shall be obtained,
{2) Tochnical sanction to plans and estimates of the Competent Authority, as laid down in rule 16}

(3} Pinal sanction of the Competent Authority, as laid down in rule 162 shall be obtained, shall be obtained.

188. Administrativa sanction to works—(1) Applications for administrativ , ]

ibed i i ! 0 sanction shall i imi -
:'::‘f'b':':fb"mg' v::lt.ll: tl}ff ."'tl?c:'i'ﬁ)':lr?g;’:;;u.“fs necessary. But in the case of works for which s?:ndaaf.:g mlggis?y ;gepg:;“:;n:srt!;u::'
saaction, PP flstrative sanction, the probable cost of work being shown in the application for suoh

!
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{2) Administrative sanction shall be grantea by the following authorities:—

Limits of sanction—

@lass of Municipal area

Council Standing Committee Subiects Committee Chief Officer
“A"™ . +» Above Rs3. 50,000 Above Rs. 10,000 but Above Rs. 5,000 but Upto Rs. 5,000.
upto Rs. 50, 000. upto Rs. 10,000,
“B" .o .. Above Rs. 25000 Above Rs. 5,000 but Above Rs. 2,000 but Upto Rs. 2,000.
upto Rs. 25,000. upto Rs. 5,000.
“cn . .. Above Rs. 10,000 Above Rs. 2,000 but Above Rs. 1,000 but Upto Rs. 1,000,
- upto Rs. 10,000 upto Rs. 2,000

161. Technical sanction to plans and estimates— Technical sanction to fipal detailed plans and estimates shall be given as follows:—
_ (1) Plans and estimates for works the cost of which is to be borne entirely from the funds of the Council shall be approved by the
Municipal Engineer and in the case of Councils where there is no Municipal Eugineer by the Public Health Engineer or such other officer
of the State Engineering Service as may be designated by the State Government in this behalf.
(2) Technical sanction to the project or shcheme involving corstruction of a road,bridge, building or water supply or drainage scheme
costing less than Rs. 10,000 in the case of ' A "and * B’ Class Municipal Area and less thap Rs. 5,000 in the case of * C ' Class Municipal
Arca shall be granted by the following authorities :—

Limits of sanction

Class of Municipal Area - - —
Councii Standing Committee Subjest Committee
: Rs. Rs. Rs.
AT .. o .« Above 6000 Above 3000 upto 3000
and“B” but upto 10,000 but upto 6000
“Cc” . . .. Above 3000 but Above 1500
upto 5009 ~ below 3000 upto 1500

(3) Technical sanction to the schemes, specified in (2) above costing over Rs. 10.000 in_the case of A or B Class Municipal area and
over Rs. 5,000 in the case of C Class Municipal area, shall be obtained from such officer of the State Engineering Services as may be

designated by the State Governmnent.

162. Final sanction to Works.~—(1) Sanction to the final detailed estimates for works shall be given by the respective authorities
specified in section 72 in all cases, except where such estimate exceeds the preliminary estimate on which administrative sanction was given
by 10 per cent or over, In the letter case fresh administrative sanction shall be obtained from the authority competent to grant sanction
under rule 160 according to the amount of the final estimate.

(2) The estimate for each work shall bear an endorsement of final sanction quoting the number and date of the resolution order
under the signature of the President or Chairman of the Standing or Subject Committee.

163. Commencement of work —The authority competent to sanction a work under rule 16f may sanction the commencement of
work at any stage subject to budget provision having been made for the work. Such authority may also order the coilection of material
on an estimate sanctioned in the preliminary stage. This procedure shall be acepled only in case of special urgency and the sanctioning
authotity shall satisfy itself first that the cost in the final stage is not likely to exceed the limit of its powers of sanction :

Provided that, where there is a Municipal Engineer, he will sanction the commencement of the work,

164. Signing of Plans and Estimates.—In all cases, plans and estimates shall be signed by the Municipal Engineer and where there
is no Municipal Engineer by the Chief Officer and by the President of Council or Chairman of the Commiittee giving final sanction.

165. Responsibility for technical details.— In all cases the Municipal Engincer (and where there is no Municipal Engir.eer, the Public
Health Engineer or such other officer of the State Engineering Service as designated by the Government in this behalf) shali be responsible
for the technical details of all estimates signed by him. Should local inspection of the site be necessary, such inspection shall be undertakan
before the final detailed estimate is framed. Ordinarily, the scrutiny by the superior officer shall be confir.ed to matters which can ke dealt
with without local inspection and shall indicate points which should be attended to by the Muricipal Engineer and. where there is no Munici-
dal Engineer, by the Public Health Engineer or such other cfficer of State Engiceering Service, as desginated by Goverr.ment in this behalf.

166. Schedule of rates.— (1) To facilitate the preparation of estimates, a schedule of rates of each kind of work commonly executed
shall be prepared in Form 130 by the Municipal Ergineer or the Public Health Engincer or such other officer of the State Engineering Service
as may be designaled by the Government and approved by the Council. The schiedule shail be kept correted up to date so as to be a trust-

worthy record of the rates at which, work is actually being done:

Provided that, the rates shall not be higher than the rates laid Jown by the Statc Goverrment for similar works or development schemes
in the locality. ‘ " .

(2) Ordinarily the rates provided in the estimates for municipal works shall not exceed those in the schedule of rates. If, however,
higher rate is provided the reasons for the variation shali be given in a foot-nole in ord'er to enable the sanctioning authority to approve
the higher rate.

167. Variations in original estimate.—(1) Any deviation from the origit Al estimate shall not be' made without the sanction of the
authority which approved them in the first instance and any deviation sanctior.ed shall be noted in the estimates over the signature of the

officer competent to sanction such deviation.

(2) A revised estimate shall be preparec when the original estimate is likely to be exceéded by more than 10 per cent or where a change
of design or plan is proposed or for a rencwal of a work which was abandongd after partial exedution and shall be submitted for approval
as if it were an original estimate. ‘ ) "

{3) Additional items of work which are not contingent on the proper execution of the work and which are subsequently found to be
necesrary shall be covered by a supplementary instead of a revised estimatg and shall be supported by a full report of the circumstances
which rendered them necessary. L : .

(4) The authority granted by a sanction to an estimate shall be looked uporn as strictly limited to the precise object for which the estimate
was intended to provide; and accordingly any anticipated or actual savings on a sanctiti.ed estimate for a definite work shall not, without
special authority, be applied to carry out any additional works, not contemplatea in the origiral plers and estimates for the work.

(5) The provision for contingencies, if any, provided in works estimate shall be utilised only to meet unforeseen unavoildabls exren.

diture incidental to the main project.
. ‘ .
168. Filling of estimates.—All estimates should be filed in the order of sanction and indexed.
V 4546—3a
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169. Tenders.—(1) Subfect to the provisions of sub-section (6) and proviso thereunder and sub-section (8) of section 93, the Chief
Officer shall invite Tenders with the following specifications :—

?’) The name of work with the amount of the estimate;
ii) The time that will be allowed for completion of the work; | . . .
(iif) When and where the tender forms with Schedudles of quantities and specification will be supplied and at what rate;
(#v) When and to whom tenders are to submitted;
(v) When and where they are to be opened ; . o
(vi) The amount of earnest money which should accompany the tender and the amount and nature of security required in case
the tender is accepted; and . ) . ) L.
(vii) That the Chief Officer reserves the right to reject any or all the tenders received without assigning any reasons:
Provided that item rate tenders shall be invited for the works costing more than Rs. 50,000.

(2) The Contractor shall be required to furnish a declaration, along with the tender, showing all the works for which he has already
entered into contract, and the value of the work that remains to be executed in each case, on the date of submitting the tender.
(3) The amount of earnet money to be deposited with a tender shall be sufficiently large to be a security against loss, in case the con-
tractor fails to furnish the required security within the appointed time after the acceptance of his tender. .
(4) Security shall in all cases be taken from every contractor for the due fulfilment of the contract and shall be either in the shape of a
ump-sum to be fixed by the Chief Officer or a deduction of 10 per cent made from the bills payable to the contractor. Such security shall be
returned to the contractor, only after six months from the completion,of the work and full satisfaction of the Council’s claim against him.
(5) The earnest monry received with the tender shall be credited to cash book, and shall be refunded to the party whose tender is not
accepted. If the tender is accepted the earnest money shall be taken to form part of the security deposit and transferred to the Deposit Register.

170. Opening of Tenders.—Tenders shall be opened by the Chief Officer, at the time and place specified ir the notice inviting tenders
n the presence of such of the tenderers or their authorised agents as may be present. on opening the tenders, the Chief Officer shall initial
all corrections in each tender which may have been made and attested by the tender, If in the tender there are corrections unattested by
the tenderer, a note of such corrections shall be made on the tender itself, when it is opened. The tenders shall then be tabulated and
scrutinized by the Chief Officer and the Municipal Engineer and placed before the Council with their recommendation for orders,

171. Acceptance of Tenders—(1) Subject to the provisions of sub-section (8) of section 93, the lowest tender should ordinarily be
Fcceptgglt unless there be some objection to accept the lowest tender, the reasons should be clearly recorded in writing and made available
or audit.

(2) When the lowest tender is rejected for reasons recorded, the next lowest tender should be accepted, unless adequate grounds can
be recorded for rejecting that tender also.

(3) Where the capacity for work and the integrity of a tenderer are not known, his tender need not necessarily be rejected and extra
security of five or tqp per cent. should be taken where circumstances warrant such a course.

{4) In no case should a tender be accepted at rates other than the rates specified in that tender,

(5) A higher tenderer shall in no circumstances be asked to accept a lower rate.

(6) There shall be no avoidable delay in the disposal of tenders after they are opened. Ordinarily they shall be disposed of within

a week of the date of opening and in no case shall the period exceed one month,

172. Inspecting of works.—{(1) The Municipal fingineer of the Chief Officer or such other officer of the State FEngineering Service
designated by the State Government under section 72, shall inspect as many works of all classes as h i i
(2) The Inspection reports shall be made available to the audit. y as he can while they are in progress.

173. Agreements.—In the case of any work done by contract, the estimated cost of which is more than Rs, 500, the contractor shall

be required to execute an agreement on stamped paper specifying the terms and conditions of the i i
becomes liable if he fails to comply with all or any of them, yine contract and the penalties to which he

174. Payment to contractors.—(1) The Contractor’s bills shall be prepared in Form 131 and shall furnj i
done(g;) g to adnf!ict:;:;f tgﬁ iteglstllaiing in(%&ntiﬁed and checked by a comparison with the estimate, all furnish full particulars of the work
case of Councils which have a Municipal Engineer the bill shall be checked by him with the measurement book and oth d
and if in order, it shall be passed on to the Municipal Office for payment. In other cases thi cised by the Chief Ofiees
a0 m(nr) tighcr ofﬁcen}-‘ dﬁ:ly authorll;esed lzjy > p paym other this check shall be exer by the Chief Officer
3) Payment shall usually madeaip to nine-tenths of the value of work done, the balance being retaj i
contractor has furnished other security. The total amount paid on running bill and on the final bill shgll nﬂ%ﬁd&sﬁsﬁu&?ﬁﬁﬁ :ll::
to;alt c(;'s: le) :-l:]?n‘;o'lik’ ;ehc Igadnangg of I?hpﬁ cent bcr?g paid when the completion certificate has been signed. The Contractor’s acknowled ge-
?;cgr dsed I ordir bli-il? ol . ned on the reverse of his bill. When this is not possible, reference to the separate receipt shall be carefully
(4) When the account is finally closed, the contractor’s receipt shall distinctly state that the account is finally settled in full

175, Deparimental works.—The cost of work executed departmentally shall be drawn i
altered to * Bill for work done or supplies made through dcpamgental agenzy *. The wc;wra ;?laﬁloﬁnﬁa}suth

cipal Engineer or the Chief Officer, and it should be seen that the
cipal Engineer of the Chief . amount spent on the work upto the date

¢ heading of the form being
red occasionally by the Muni-
of measurement represents the

176. Completion report.~~When a work is completed, the Municipal Engineer or wh
of the State Engineering Service designated by Government shalk subﬂlit agclnmpleli;: o
has beet:d?ceeded, he shall compare and explain all differences between the quantity
estimal or. :

e there is no Municipal Engineer, an Officer
reportin Form 132. When any of the estimate -
rates and cost of the work executed and that

177. Completion certificate—When a work is compl ted, . . . ) '
signed by the Authorised Officer. mpleted, completion certificate in Form 133 shall be submitted, the certificate being

178, Final payment 1o contractors—No Contractor shall be finally paj i : ; v
required by these Tules have been furnished. y paid until the completion certificate and the completion report

179. Departmental Labour.—(1) When any work is done by daily lab e
in-charge of the wo:ri?: andIShSa“hbfl g'erittcn up daily, by daily labour a mustgr roll shall be maintained in Form 134 by the officer
(2) A report in Form 135 shall be submitted by the subordinate in charge of the work . L, N
Chief Officer showing the details of the labour employed. The report shal% be used igrth:vgn"ygif:‘glp;ng f!ﬁoc :h:s l\;l]léglfltipalAEnglnecr and the
check the muster roll when presented for payment, Labour employed daily as shown in these reports shall bo ¢ te hc:e:r:mms Office to
practicable by the Municipal Engineer or the Chief Officer who shall attest the musters in token of such check est checked as often as
(3) When the muster is closed, the work turned out shall be measured and recorded on the muster roll in terms of it iven in the
sanctioned mubn;atc.d W#C‘lﬁé"::gcg::g}o&gu%s not s“!';:rpllblg ?15 detailed measurements, such measurements, may be dli:[glrsls%g?tll? th;
ent may be made o officer-in-charge of the work t v IT ith an
gg:::nt own to have been“s%enl: tt:le‘emn} ed £ ) B 1k to the eflect that the work turned out is commensurate with the
" (4) A separate muster roll sha maintained for each work which has been sepa; ; : :
bear the name of IttE: work for wh;::cl;eth& mr;ls_ter is li:ued anadl sé:ll be ““Il;ibcred and stal:n;::jegi ﬁ;ttlhn;a‘:oeg;:;h s:a]]l g??;,‘: g(‘} 1‘1]:12 _tlnuséer_; b 2}}
the Municipal Engineer or wi there is no Municip ineer, by th : ¢ il and sign
ll”hynll be maintl;ined ign the office of issue. gineer, by the Chiel Officer before issue. An account of such forms issued
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180. Measurement Books—(1} All works done whether by contract, piece-work or daily labour, and materials teccived which can be
counted or measured shall be counted or measured and the count or measurement shall be entered in a measurement book ip the Form 136,

(2) The measurement books shall be numbered serially and when completed shall be filed in the Council’s office, where their return
shall be watched through the stock book.

(3) When a bill i3 passed the connected entries in the measurement book shall be crossed over, and cross references given in the bill
and in the measurement book. )

(4) The measurements recorded in the measurement book shall be checked by the Municipal Engineer, or where there is no Municipal
Engineer by the Chief Officer, or any other officer duly authorised, and the measurement book signed by him, The calculations in the
measurement books shall be checked in the office of Engineer and in the Accounts Office. .

(5) A register of measurement books shall be maintained in Form 137. .

181. Register of Petty works.—For every work undertaken by the Council, the estimated cost of which does not exceed Rs. 2,000
an account shall be Kept in a register in Form 138,

182. Register of works.—(1) The accounts of all works other than those mentioned in the preceding rule shall be kept in Form 139
in which the expenditure shall berecorded duly classified according to the several heads shown ip the estimates.  All items, the total estimated
cost of which does not exceed Rs. 500 may, however, be grouped under one sub-head ** Miscellaneous *.

(2) The quantity of work done and the amount paid shall be recorded from the Contractor’s bills as they are passed for payment, and
vouchers drawn from time to time. When a work is completed, a double red line shall be drawn below the entries and the following note
made in the register and duly dated :— ‘

¥ Work completed and completion certificate furnished 0n ......vcvvvevercnsnnveerransncsnsrnresnssseclPuennns ™

(3) Whenitis found necessaryto havea “ Revised " estimate, theregister of the * Original " estimate should be closed and the ** Revised”
estimate entered or a fresh page, a reference to the page in which the * Original " estimate is to be found being entered. The register of
each work on which there has been exgenditure during the monh should be attested by the Municipal Engineer or the Chief Officer.

183. Materials Account—(1) For road materials such as road metal, etc.,a stockaccount shall be kept in Form 140, in which a separate
page or pages according to requirement shall be allotted to each kind of material.

(2) The stock account shall bz closed every year and the balances verified and certified by the Municipal Engineer or the Chief Cfficer.

(3) All surplus materials after the completion or abandonment of a work and all old materials of 2 work which is demolished shall be
recorded in the stock account in Form 111 through which their subsequeot disposal shall be watched.

184. Register of Tools and Plant.—(1) A rc.gister of tools and piant shall be maintained in Form i4] in suitable sections, (i) Plant and
Machinery , (ii) Instruments, and (iif) Tools and Petty Miscellaneous articles.
(2) No entry shall be made in this register for the issue of articles on works done departmentally or by contract. Issues and returns
of all articles shall be watched through a separate register in which the signature of the persons concezned shall be obtained at the time of
- issue and return of the articles.

185. Pudlic Works Department Manual how far applicable to Local Fund Public Works.—Subject to these rules, the Government Public
Works Department Manuals may be taken as a guide as far as practicable,

186, Water Works and Drainage Accounts.—The water works and drainage accounts of a Council shall be maintained in the manner
and forms prescribed for similar Government works from time to time.

CHAPTER XII.
Deptr HEADS.

187. Investments—A record of all investments shall be maintained in a register of investments in Form 142.  Each entry therein shali
be attested by the Chief Officer. Government securities shall be kept distirct from other investments. The investments of Trust Funds
shall be kept distinct from the General Fund a separate page or pages being allotted for the purpose.

1383, Lbau:.—-(l) All loans received by the Council from Government shall be recorded each op a separate page in a register of loant in
Form 143, each instalment of the loan, as it is taken, being recorded in column 4 and each entry in the register teing attested by the Chief

(2) Where a loan is rajsed in the open market and is repayable by means of a sinking fund, a separate account shall be maintained in
Form 144, Payments shall be made into the sinking fund, as soon as they fall due and the balance shall be invested in public securities,
The adequacy of the sinking fund shall be watched and certified every year. :

&3) A separate Cash Book in Form 145 showing on the receipt side the opening balance, if any, the annual instalmen{s, interest on
_nstalm:nts, etc., and on the payment side the cost of the purchase of securities and other payments shall be maintained. .. » . '

(4) Wherea loan is raised by issuing debentures, a separate register for the debentures 5o issued shall be maintained in Form 146.

189. Advances.~~An account of advances shall be maintained in Form 147. All balances outstanding at the end of the year shall be
worked out and carried over to the register of advances of the next year,

190. D:zposits.—(1) All deposits received in cash and refunded by the C.ouncil shall be recorded in a register in Form47_.' separate
registers or sets of pages ir the same register being, if necessary, allotted for different kinds of deposits, e.g. contractor’s depusits, deposits
for works done for private individuals, and other miscellaneous deposits.

. (2) The outstanding balance of each deposit at the end of the year shall be carried over to the register of the next year. Deposits
received during the year shall then be ertered in the proper part of such register as each transaction occurs. The'totalamount of deposits
received, and the rclyunds made, during the year shali be agreed with the total credits and debits under the head “ Deposits ™' in the classified
ahsu.'ac's. N - . . ) i

(3) The deposit balance shall not be drawn upon to meet charges debitable to the general revenues of the Council. However,
deposits not exceeding one rupee unclaimed for a year, balances pot exceeding one rupee of deposits parily repaid during the last year, and
all balances unclaimed for more than three years, shall, at the close of each year, lapse to the Council and be transferrec to the credit of
the Municipal Fund under the head * Miscellaneous— other items — Lapsed aeposits . :

(4) Deposits credited to municipal revenues shall not be repaid without the sanction of the Council ; and, when so reraid, a note
shall be taken against the original entry of lapse in the deposit register.

191, Security Deposits— A separateregister shall be maintained in Form 148 of all securities and other deposits not paid te the Council
in cash, that is to say, savings bank deposits, Government promissory notes, municipal and other debentures, etc. The balances of all
securitics as shown ip this register shall be verified annually and a certificate of such verification recarded under the signature of the President
snd Chief Officer. - . \ - e ) _ v

192. Grants.—All grants received by the Council from Government shall be recorded on a separate page in a register of grants in
Form 148, . W e e n
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CHAPTER XIII
INTERNAL AUDIT

193. Interva’ of audit.—The Municipal Auditor shall complete the audit of each month’s account within the first fortnight of the next
following month and shall give the Municipal Accountant the following certificate :—

“ Certified that the accounts from .......c0..0 JRR I ves-r=-ss.have boen audited by me and found
correct *with the exception of the-following items ™ :—
The Municipal Auditor shall also give a similar certificate at the end of each quarter after the accounts of the quarter are checked by him.

194, Duties—The Municipal Auditor shall—
(1) maintain supervision over Municipal income and expenditure ;
(2) satisfy himself—
(a) that all expenditure incurred is covered by a provision in the Budget sanctioned by the Council ; .
(5) that no expenditure has been incurred except with proper sanction and in accordance with such sanction ;

(c) that all sums due to and received by the Council have been brought to account without delay ; and
(d) that all receipts and payments are correctly classified ;

(3) examine all pay bills for establishments and for fixed grants-in-aid and see that none for the sanctioned cha.rg_u have beca

(4) audit the accounts of debt, deposit, sinking funds, advance, suspense and remittance transactions of the Council and report
upon those accounts to the Council through the Chief Officer and the Standing Committee ; '

(5) examine all bills for articles purchased and see that they are supported by suitable acknowledgements, that the articles hava
been received and brought on the stock accounts where necessary ;

(6) examine all bills for charges on account of all works and other expenditure and see that proper certificates are furnished in
Iuptll)ol:t of them and that no deviation has been made from the sanctioned plans and the estimates without the sanction of the competent
authority ;

(7) examine all receipts for disbursements made, and see that each payment is sufficiently vouchered for ;

(8) cxamine at the end of every month the General Cash Book, check with the entries in the Classified Register and the other
registers of income and expenditure, check the balance recorded in the General Cash Book with the balance in the Bank or Freasuary
and check all periodical abstracts of income and expenditure prepared by the Accountant ;

{9) examine at least twice a year all the accounts and registers required to be maintained under these rules ther
in this behalf and to check the balance in the bank and the treasury ; or any other rules made

(10) examine in particular at least twice a year the Materials account and the Register of Tools and Plant '
with the actual stock of materials, tools and plant ; o ools and Plaat and to check them

(11) totally at least twice a year all the receipt books and chalans with the actual collections ; -

(12) examine and certify all such returns statements and accounts as may be referred to him by the Presi i fhcor
the subject committee, the Standing Committee or the Council ; - Y v the deat, the Chief O !

(13) sign abstracts, bill and accounts that have been examined by him and sign all subsidiary ected wi
that have undergone examination in the course of his audit ; y = ; documents conn with them

(14) examine whether all the grants payable to the Council have been received in the financial year in which they were duo ;

(15) examine whether the demand re risters contain all entries of assessment including those relatin i i
for the first time in the assessment list during the current year ; s 8 o properties etc,, included

(16) verify during the year or at the time of inspection that the securities have been obtained, are dul i
with the cash and valuables handled and the life and solvency certificates of sureties are obtained ; w chﬁed and aro commensurato

{17) advise on all questions of leave or service in accordance with the rules and check all clai i i
oF com tion 3 claims to thva or provident fund,
(18) pre-audit all claims for remissions, refunds, reductions or write-off of taxes ;
(19) prepare replies to the Government audit objections and the audit note ;

(20) generally adopt and recommend all such measures and precautions to secure the Council agai isi
dishopesty, error, irregularity or illegality. against loss or damage arising frem
. 195, Powers of the Auditors—(1) Municipal Auditor may report direct to the President or the Standin i :
any material impropriety, irregularity or illegality in the expenditure or in the recovery of moneys due to the 50?1:’]::;“2:?; ':lt'n any time
accounts and on matters relating to the accounts and financial matters of the C.uncil or to the audit of the said accounts : © counci]

Provided that, a copy of such report shall always be sent to the Chief Officer.

(2) If the Municipal Auditor considers it desirable that whole or any part‘t.)f the audit of any a which a3 »
audit, should be conduqted in the offices in which these accounts originate, he may require that theseyacccg?;l::? tc‘:g:t?erh;i:; H:qmred to
documents having relation thereto, shall at all convenient times be made available in the said office for inspection, alt books aad

(3) The Municipal Auditor shall have power to require that any books or other documents relatin, ccoun! : .
audit, be sent for insepction to him : . . gto lh'e a tshe is required to

Provided that, if the documents are confidential, he shall first obtain the permission of the Presi ar " ,
preventing the disclosure of their contents. " ‘ reeident and shall be respoasible

for
APPENDIX..

; SECTION A

w ‘ GENERAL’ PINANCIAL PRINCIPLES
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cy expended. b i
and that the amoat:nlt’e:tl"e:geptl;ti.?-
1on of the grant in the budget

(*Strike out if umnecessary) o

T

hecking the diture against the provision of funds, it has to be seen primarily that the
to thi.pu:!;oie or pusrposes ?or which the grants sanctioned in the budget estimates, were intended to ::n-ovid!::wn
ture against each such grant does not exceed the amount inclnded in the budget estimates, The distriby



23

eatimates betweea the various sub-hcads and the items may be taken as indicative of the purpose for which the grant is made. A grant is
intended to cover all charges including past liabilities and is operative till the 31st March, after which any unspent balance lapses. Bach.
Hoad of Department is primarily responsible to ensure thau the expenditure is kept within the grant or grants sanctioned for that Departmont.

2. In checking sanctions to expenditure, it has to be scen not only that the expenditure is covered by the sanctions, but also that the
-u!:noﬁrigy sanctioning the expenditure is competent to do so, in virtue of the powers vested in it by or under the Act and that the saagction
B deflnite,

3. Tt isimperative that utmost care and attention is devoted to the work connected with the audit of sanctions to expenditure, as once
a sanction has been accepted in audit, expenditure may have to be passed against it for a length of time.

4. In the audit of sanctions to expenditure, the guiding principles enunciated below should be observed :—

(a) if the sanctioning authocity is vested with full powers in respect of a certain class of expenditure, a sanction accorded under
thesc powers can be challenged only on grounds of propriety i~

{b) if it is vestea with powers which may be exercised provided due regard is paid to certain criteria which are expressed in a general

, sanctions accorded under those powers can be challenged—

() if the disregard of the criteria is considered to be so serious as to make the sanction perverse, or
di (i) di‘t;dthe facts of the case are such as to make the Municipa! Auditor confident that one or more of the criteria have boea
isregar: :

{c) if it is vested with powers which are expressed in precise terms, the Municipal Auditor is bound to ascertain that the order
defining its power is obeyed exactly in every instance ;

(d} for the purpose of financial sanction a group of works which forms one project shall be considered as one work, and the
necessity for obtaining the sanction of a higher authority to a project is not avoided by reason of the fact that the cost of each parti-
cular work in the project does not require such sanction.

5. Al sanction to expenditure should be noted properly, attested in a prescribed audit register or other record against which the audit
of the expenditure will be conducted, and if it is known that the charge will entail a recovery from a third party, or such a recovery has
been ordered by the sanctioning authority, a note of the recovery due should also be made and properly atteste] in a suitable register se
that it may be watched.

6. Check against regularity conyists in verifying that the expenditurs conforms to the Act and the rul:s and orders made thereunder
and also in accordance with the orders issued by any competent authority. It should, therefore, be ensured that alt financial rules and orders
affecting expenditure or other transactions issued by the executive authoritics are infra-vires and are in accordancs with correct priaciples.

7. In the scrutiny of these rules and orders it should be seen—

(1) that they are not inconsistent with any provisions of the Constitution or of any laws made thereunder ;

(2) that they are consistent with the essential requirements of audit and a:zouats

(3) that they do not conflict with orders of, or rules made by any higher authority : and

(4) that, in case they have not been separately approved by conpetent authority , the issuing authority possesses the nocsssary
rule-making power.

8. All orders of delegation by the Council of financial authority should be scrutinised carefully, as once they have bzen accepted, audit
of sanctions as well as of expenditure or other transactions may be conducted against them for any in lefinite length of tins. They should
accordingly reccive the personal attention of the Auditor and should be formally accepted by him before they are admitted.

9. Cases may arise in which though no objection can be taken to the terms of an order of delegation, or other financial rule, pat
the Municipal Aucitor fecls that the order is likely to impair seriously the efficiency of financial control. For instance, the principle of
authorising disbursing officers themselves to sanction special charges may be carried too far or extended to cases in which some sory of
control by the Council, soeins specifically advisable. If such cases are important, the Municipal Auditor should make a suitable represonta~
tion to the Council through the Chief Officer and the President and thus give the latter the opportunity of reviewing the orders.

10. 1t is an essential function of Audit to bring to light not only cases of clear irregularity but also every matter which in its judgement
appears to involve improper expenditure or waste of public money orstores, cven though the accounts themselves may be in order and oot
obvious irregularity has occurred. It is thus not sufficient to see that sundry rules or erders of competent authority have been observed.
It is of equal importance to sce that the broad principles of orthodox finance are borne in mind not only by disbursing officers but alse
by sanctioning authorities.

11. No precise rules can be laid down for regulating the course of audit against propriety. Its object is to support a reasonably high
standard of public financial morality, of sound financial administration and devotion to the financial interests of the Council. The Muni-
cipal Auditor in the performance of his duties should in any case apply the following general principles which have for iong beea recogni-
sed as standards of financial propriety (—

(1) The cxpenditure should not be prima facie more than the occasion demands. Every municipal officer is expected to exorcise
the same vigilance in respect of expenditure incurred from the Municipal Fund as a person of ordinary prudence would exercise im
respect of expenditure of his own money, . ] .

(2) No authority should exercise its powers of sanctioning expenditure to pass an order which will be directly or indirectly e is
own advantage,

(3} The Municipal Fund should not be utilised for the benefit of a particular person or sanction of the community unless :—

(i) the amount of expenditure involved is insignificant ; or
(ii) & claim for the amount could be enforced in a court of law ; or
(iii) the expenditure is in persuance of a recognised policy of custom.
(4) The amount of allowances, such as traveiling allowances, granted to meet expenditure of a particular type should be regulated
that the allowances arc not on the whole sources of profit to the recipients,

12. The proper discharge of duties by the municipal Auditor in this field is a very delicate matter and requires much discretion and fact.
A challenge against expenditure should not be expressed as based on ** Canons of financial propriety " but as transgressing & universally
accepted standard of official conduct or financial administration.

13, The general instructions set out in the preceding paragraphs can be expressed in a8 more detailed form as below., The objcles
of audit of expenditure are to ensure :—

{a) that there is provision of funds for the expenditure duly authorised by competent authority ;

() that the expenditere is in accordance with a sanction properly accorded and is incurred by an officer competent to imenr it

(¢) that the claims are made in accordance with rules and in proper form ;

{d) that all prescribed preliminaries to expenditure are observed, such as proper estimates framed and approved by competenat
authority for works expenditure, a heaith certificate obtained where necessary before disbursement of pay to a Municipal sarvant, stc

(e) that the expenditure sanctioned for a limited period is not admitted beyond that period without further sanction ;

(/) that the rules regulating the method of payment have been duly observed by the disbursing officer ;

-
ol
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' {#) That payment has as a fact been made and has been made to the proper person, and that it has been so ackonwledged and
recorded that 2 second claim against the Council on the same accouat is impossible ;
() that the charge is correctly classified and that if a charge is debitable to the personal account of a contractor, employee or other
individual or is recoverable from him under any rule or order it is recorded as such in a prescirbed account ; .
- (/) that the c{'ates paid for work done or supplies made are in accordance with any scale or schedeule prescribed by competent
- authourity ; an
(/) that the payments have been correctly brought to accounts in the orginal accounts.

4. Recurring charges Which are payable on the fulfilment of certain conditions or uptil the occurrence of certain events should be
admitted in audit on receipt of a certificate from the drawing officer to the effect that the necessary conditions have been duly fulfilled or
the event has not yet occurred as the case may be.

15. (1) Theaudit of rates paid for work done and supplies made should receive special attention, butas objectionis can be raised only
on grounds of financial propriety this audit will usually present considerable difficulty., It demands the exercise of great intelligence and
care. Invdividual abnormalities in rates shodul of course be watched, by the institution from time to time of a comparative examination,
through the wouchers an accounts received for aduit, of the rates paid by various officers in the same on neighbouring localities, may
incdicate ¢asas in which the rates being abnormal further enquiry may be desirable. The assistance of the concerned Government Depart-
ment may be invoked on obtaining reliable schedules of ratesan other necessary information. Inthe the case of Public Works Offices, useful
work in the direction of making a comparative examination of rates can be done also at inspections.

(2) The instructions relating to detail audit of vouchers in support of payments are contained in section B.

. th16. Tt is of considerable importance that the audit checks prescribed should be observed in spirit and not in the letter as opposed.
0 the spirit.
; .

SECTION B
DETAILED INSTRUCTIONS.
Sub-section (1) ; Check of bills—General.

1. The following instructions should be followed in the detailed check of bill presented for payment ¢

.. (@) See that the bills are in the frescribed from (when such form is prescribed) and that they are duly receipted by the payee
and in orginal that a brief abstract is given and is signed by the drawing officer on all vouchers prepared in English are transliterated
and that sub-vouchers contain notes of rates of payment. ‘

{h) See that they are numbered serially.
(¢) Seethat the details work up to the totals 2nd that the totals are inwords as well as in figures.
(4) See that they bear a * Passed for Payment * endorsement by the Chief Offlcer or by an officer authoursed by him.
(e) see that they are stamped * paid™.
* (/) See ténat there are no erasures, and that any alterations in the totals are attested by the officer concerned as many  times
ey are made.
(2) See that unless otherwise provided in the rules of Government stamps are affixed to all vouchers for sums in excess of Rs. 20

and t(];";a.t Sthey ha:lrcs pugched. . 4 Bl 4 od b

. ¢¢ that no dayment is made on a bill or order signed by a subordinate instead of the Chief Officer himself of -
rised by him, or one bill or order signed with a stamp, and that copies of sanctions are certified by the sanctioning officer, a0 officer auth

Note. In the case of charges for which special sanction is necessary no separate sanction need be insisted on if the bill on which
the money is drawn is signed or countersigned by the authourity competeut to sanction the expenditure, but charges of the kind in
question may not be included in the same bill with other non-special items. This dose not apply to the case of temprorary establish-

gan the sanction for which should always be called for and noted in the Audit Register and «he check conducted against suc
nction,

(/) in all cases in which it is prescribed that agreement should be effcected between two different docum'
ment( s}hgulclt }ll)ctq?tcg,ﬁr} bOt":ltl:}:e docur;;cnts and the ggtc initialled by the Municipal Officer/servant who ma‘l:(r;t:tg:lee :agcr;:r;gr:te agree-
(1) Seethatifa bill is paid by transfer, it is stamped as having been so paid, that the head to whi i ited i
on it and that the credit is_traced in the appropriate register when possib?g Which the amount s credited is noted
(k) See that Fund and income-tax deductions have been correctly made.

tion (‘l) )f St‘;ﬁ: tg?):urlxg lI':pilfs for any pay or allowance not claimed within one year of its becomming due have been paiq without the sanc-

2. After check every bill should be enfaced in red ink with the word “chcked’” over the intial of the Assistant and if tixe calculati
have also been tested arithmetically, the clerk who has checked th hould certif’ iti " ” “his
intials. He shall then make the following endorsement on the bill : em should certlly thefact by writing thoword * computed™” over his

Certified for Rs. (in figures) . Rupees (in words)
Municpal Auditor,

3. Ifany objection is taken to a bill or to any item thereof, 3 note of the objecti i ink i i
fulness to make it readily understood. he objection should be recorded thereon in red ink in suficient

Sub-section (2) : Detalted procedure Audit of Establishment
4. In dealing with pay bills of establishment on time-scales of pay, the following instructions should be followed :

(1) On the introduction of a time-scale of pay foran establishment. it is of vital importance to scurtinese the i initi
rate of pay and the date of next increment fixed for each Mucnicipal Officer/servant borne on that wtablisiilm::tl.cuhbtlllo?: gglt:lellelclll: :i;‘ol
corretness of the pay to be drawn year after year until the Municipal Offlcer/servant is stopped atan cificiency bar reaches the maximum
of the time scale. Where the initial rates of pay are depandent to any extent on service, they can be checked only with the service
books. Thewholeora large percentage of the initial rates and the dates of next increment should be checked.,

(2) Where officiating arrangements in leave vacancies are permissible, it will be necessary to record. in an Audit Register in F.
150 separately, the number (/) drawing substantive pay, (i7) on leave and (jif) drawing officiatin » gister in Form
one another with letters S. L. O. respectively, against them thus :— & g pay. Thwe_.can be recorded under

110 .e . . S 6.25
V. L 2:29
5 O 1-2a

The audit check will consist in seeing that S+0and s+ are each within the sanctioned scale,
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The sums held over or refunded need not be noted in the Audit Register, The record of audit of a supplementary clzim should be
made in the original monthly bill from which the claim was either omitted or in which it was shown as held over.

(3) Inthe check of a bill it will first of all be necessary to check all the items in the bill and at this stage the admissibility of the leave
salary and offlciating pay of the persons invoived will come under check. The Clerk will next check all items in the bill corresponding
to the names entered in the increment certificate and make the necessary entries in the fly-leaf, Then the remaining items in the bill
against which there is something in the ¢ Remarks ™" column should be checked and any changes affecting the fly-leaf incorporated
therein. None of the remaining items in the bill need be checked.

(4) On receipt of an establishment bill its calculations should be checked arithmetically, But, it will not be necessary to check
the leave granted by earlier records, or the details of the bill by carlier bills, though, if any such leave appears Prir:a-facie to be contrary

to rules, it should be examined. . ]
{5) Orders issued by competent authoritics regarding the emoluments of any member of the establishment (c.g., orders regarding

persconal pay or with holding or postponing an increment) should be noted on the fly-leaf of the Audit Register.

(6) If the amount of a biil is objected to. it must still be entered in the Audit Register, and the cause of objection clearly stated on
the bill. It is a matter of importance to remark that Estabiishment Audit Registers nin from March to February and that pay is recorded
under the month for which it is due, not that in which it is disbursed. To take an instance a clerk being absent on six weeks' leave
from 25th March, his pay for March is not drawn in the bill for that month ; but when it is claimed in May, it will be pas-ed in the
Audit Register under the past year ; or to take a further instance from the pay bill for April (paid in May) is deducted the pay for
March of person who happened to be absent when it was drawn, and taking leave, did not return in April to reccive it ; the refund
will be noted in the earlier part of the Register under March and in the same place will be passed the bill on which the pay is alterwards

drawn,

Increment Certificates

5. Increment certificates attached to estzblishment bills, or submittcd separately for pre-audit, should be examined so that it may
be verified that the increments claimed are according to rule and sunported by facts state! and have actually accrued. The reasons why
the increment is considered ta be due as stated in the increment certificate should be examined with reference to the fly-leaf of the  Audit
Register (when names are shown therein). At least one-fourth of theentrics in anexplanatory memorandum, staling the reasons why increment
is due, taken at random, must be checked with past bilis. [n the case of certifiacates submitted for pre-audit, if the ipcrements z1¢ found
to be admissible under the rules, the certificate should be returned duly passed and the fact noted in the Audit Register.

Arrear and advance Bills

6. Arrear bills should be passed in the same manner against the section concerned, after reference to the note of amounts due but not
drawn, the necessary addition being made to the total. In cascs where the supplementary ¢laims (other + han those which were shown as
withbeld in the originals) are drawn and these bilis are entered in the Audit Register or noted on the fly-leaf, noting in originals is not

DECessary.
Note 1.—Noting in originals are not necessary in cases where no names are required to be given in pay bills.

Nore 2.— When the increment claimed operates to carry a Municipal servant over an efficiency bar, it should be supported by
a declaration from the authority empowered to witlthold the increment that it has satisfied itself that the Municipal servant in
question is fit to cross the efficiency bar,

Note 3.—To fa.c_ilitat\e the check of leave salary of Municipal officers, the establishment pay bills will be supported by a statement duly
attested by the drawing officers showing the calculation by which the amounts drawn in the bills on account of leave salary have been

reduced. Anarithmetical check of these staternents is ordina rily sufficient, reference to previous pay bills or other connected documents
being made in doubtful cases only. The audit of the leave salary drawn for subsequent months in the same spell of leave should be

ocanducted with reference to the statement received with the first bill.

As, under this scheme, the accrual of increments will be checked against a fly-leaf, a local check of increments after the check of initial
pay, which is most important will not be necessary.

Temporary Estaklishment

7. 'When sanction is received for temporary establishment the requisite entries should be made in the first three columns of the Audit
Register, the period for which the sanction helds good being distinctly specified in the second column below the details of the posts
sanctioned, and pencil lines should be drawn across the cases of the months previous and subsequent to such period so as to prevent

admission by oversight of pay for a period in excess of sanction.

Temporary establishments should be entered in the Audit Register after all the permanent establishments, and not mixed up with them;
ot separate Audit Registers should be maintained for temporary establishment where this course is considered to be suitable by the Auditor.

‘ TRAVELLING ALLOWANCE
Audit of Bills

8. In auditing a bill, the pay shown should be checked with reference to pay bill in those cases where the amount of the allowance
should be passed according to the rate admissible, the steamer fare by the table of fares, and the railway fare by the time-table. In almost

all cases, countersignature is necessary.
9. Countersignature does not dispense with the necessity for formal audit with reference to rates and general conditions. Ordinarily,
the countersignature by the proper authority, or the signature of the drawing officer when a bill does not require countersignature, should

be accepted as final evidence that the facts of the journey on which the ¢laim is based are correct, and that the controlling or the drawing
officer, as the case may be, has exercised the scrutiny entrusted to him under the rule. Occasionally, a test check should be exercised to sce

that these officers scrutinise the bills properly.
10, All arithmetical calculations in the bills should be checked.

Audit of Contingent Expenditure
11. These instructions in this section govern the audit not only of contingent charges proper, but also of other expenditure which is
to be treated in the same way as contingencies. The terms ** contingent charges ™ or ** contingencics ™ is used in this section to cover all
such charges,
Audit of Contingencies

12. So far as contingencies are concerned, the contract grants, if any, may be placed at the disposal of the Chief Officer who may
distribute them annually among his subordinates, reserving a small portion for subscquent allotments in case of need. In either case, no
details of the expenditure beyond such totals of the various contract items as may be required for purposes of classification, need be
furnished in the bills, and disbursing officers are held perscnally responsible for any expenditure in excess of the contract grant until the

excess is sanctioned by the Chief Officer.
v 4546—4
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Audit of Countersigned Contingencies

13. (a) As countersignature is required before ﬁ)ayment, payment will be made on a detailed bill. The first entry should be made
in the Contingent Audit Register when the detailed bill is received. The audit should then be conducted and the entries in the register
completed as prescribed.

(5) On receipt of the detailed bill, it should be carefully checked with a view tg see—

(1) that the bill is duly countersigned ; . ,

(2) that the charges included in it are correct and proper. adjustments should be made if necessary on account of misclassifications;

(3) that details of charges are given where necessary; and_ . . .
- ) thla:‘t:’éhe special procedure prescribed elsewhere in this section and any periodical charges which may be included in the bill
is also applied. . ) , ]
Note.—The President should be the authority for the purposes of countersignature.

14. All contingent bills should be fully vouchered. No audit register need be maintained to record these bills. On receipt of the bills,
it should be carefully checked to see that— . A
(i) the bill is duly countersigned by the competent authority ; : '
(i) the charges included in it are correct and proper. Adjustments should be made, if necessary, on account of misclassifications ;
(iif) the details of charges are given where necessary ; : .
ﬁ(;’;) the special procedure prescribed elsewhere in this section to any periodical charges' which may be included in the bill is also
applied. ‘

15. It is the duty of the Municipal Auditor to challenge extravagant rates, prices or amounts in charges not otherwise objectionable
in character and to refer for orders any item of expenditure which is positively objectionable or even of doubtful propriety. A charge
should not, however, be held to require special sanction merely because it is unusual in the sense that 1t dees not occur at frequent intervals.,
A clock in an office may be necessary article of furniture, though the need of replacing it may not arise for years. When the need does
arise, the expenditure may be readily passed on the competent authority’s sanction, if the price be on face of it reasonable.

16. (a) Sanctions to recurring, contingent ckarges are noted in the Register of Periodical charges in Form 151 each payment as it
is audited being posted with the necessary references in appropriate monthly columns. OQOrdinarily the Register should be used onlyin cases -
in which sanctions other than those of the disbursing or countersigning authorities are involved.

(b) Unless there are separate allotments for such charges, they should be posted in the Contingent Audit Register in Form 152 also.
The audit to be applied will be that prescribed for the particular class of contingent bill in which the charges appear.

Note 1.—When the pay of Class IV servants is treated as contingent expenditure, itneed notbe entered in the Register of Periodical
Chmwl

17. Contingent charges on account of wages of mazdoors engaged on manual labour and paid at daily or monthly rates should be passed
in audit on the authority of a certificate signed by the disbursing officer to the effect that the mazdoors were actually engaged and paid.

18. A call should be made for some of the paid muster rolls in each quarter and they should be checked for verification that they were
properly maintained. P
ENSION

19. The work of check connected with pension payments has to be cartied out in two stages :—
(1) the determination and sanction of the pension.
(2) the payment of the pension.

20. All the papers reduired for the calculation and sanction of the pension of a Municipal Officer/servants shall be prepared by the
Accountant and this work shall be taken up at least one year before the date on which the Municipal Officer/servant is required to retire
After preparation the pension papers together with the service book shall be forwarded by the Accountant to the Municipal Auditor for
check and fina! fixation of the pension as a preliminary to its sanction by tbe Council, or any other appropriate autbority.

21. (@) On receipt of the statement of services for pension, the details should be checked with reference to the service books and from
audit registers or vouchersin order to verify dates of alteration of pay or of appointments, or dates of leave or cof suspension, date of
birth, etc.

(b) The statement should show all periods of leave taken except casual leave, or a certificate should be given to the effect that no leave
(other than casual leave) was ever taken. If, however, any period of leave is inadvertently omitted from the statement, the omission should
be su pglied by the Municipal Auditor by referring to the service book of the applicant for pension. .

(c) It is not intended that at the time of pension verification a _re-audit should be undertaken of the leave salary drawn by a retiring
Municipal Officer/servant during his service, or, that a check should be excrcised as to the correctness of the leave grapted to him. '

' {d) The Officer in charge should himself check the verification of one or two entries in each case.

22. The Municipal Auditor should arrange for the speedy disposal of verifications and reports required in connection with applications
for pension and for gratuities which are invariably to be treated as urgent.

23. {(a) Except in cases for which other special arrangements may be sanctioned, monthly personal payments of pension should be made
only upon Pension Payment Orders issued by the Council or any other authority empowered by it. .

(5) An order granting a pension should, on receipt, be checked with the final report of the Municipal Auditor together with the order
and the Pension Payment Order, for his signature. He should certify the issue of the latter, and the correctness of the entry, by putting his
initials in the column of date.

24. On receipt of the order sapctioning a pension, the Municipal Auditor should issue the Pension Payment Order forthwith but not
more than a fortnight tu advance of the date on which the officer is due to retire. He should also watch the receipt of the report from the
Head of the Department about any event occurring prior to the officer’s actual retirement which may necessitative the re-calculation of the
amount of pension involving the issue of a revised Pension Payment Order, if necessary.

25. (a) The Payment of pensions shall be audited in the Register in Form 153.
(b) In the case of pensions sanctioned for a limited period, the cases for dates of monthly payment in both portions of the pension

Payment Order from the date the pension is to be discontinued should be cancelled in red ink at the time the Pension Payment Order is issued
or re-issued by the Municipal Auditor.

26. {(a) The Pension Payment Order issued to a pensioners should be recorded in a Register in Form 154.
(b) If any pensions have remained undrawn without any explanation being forthcoming regarding them for three years the entries may
be omitted when opening new Pension Audit Registers.
(c) The process of audit will be simply to ascertain that the necessary documents support and justify the charge in the pension bill, and
‘til;%n tatghrecord the date of payment in the proper column of the Register. The bill should show clearly the head to which the charges are
i \

GRATUITIES
27. Form 155 will serve at once for a Register of the grant ‘df gratuities and for their audit; on receipt of the order granting the gratuity
and after check with the report of the Auditor first six columns should be filled up immediately and the order to pay it issued. The voucher
must be the receipt of ¥ 3 person legally entitled to the gratuity, not that of the Head of the Office or Department in which he formerly served.

Every quarter, the Gratuity Register should be examined, and those gratuities which have remained unpaid for more than three moxfths.
noted and investigated. S . .
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" FORM 1

[Ses rules 9, 46(1) and 152] -

StoCK ACCOUNT OF Re

CEIPY
CHEQUB

Booxs

ve+e. Municipa! Council
Kind of Receipt Book .....

. Receipt Issue To whom issued
2
e : Books : Books L .
Date From whom received Number of forms Voucher Number of Designation  Signature o_f the
No. No. of Number of forms No. No. of rson receiving
pages and date pages orms or books .
1 2 3 4 5 6 7 8 9 10 11
Balance Return of books and forms : Initials
Initials of Remarks
the person
returning Clerk  Authorised
Number of forms Books Initials Books the books Officer
Date  Number of
No No. of pages Clerk Authorised forma Na. No. of
) ‘ Officer pages
12 13 14 15 16 17 18 19 20 21 22 23 24

Lt
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FORM 2
[See rules 12, 110 (2), 114, 116 (2) and 117 (1), (2} and (3)]
GENERAL RECEIPT

Cesmsvsesmsectionararsaartanerreseny Municipal Council
Book No. Receipt No.

Received FIOM SHIE cesureemnssassensatsosonsusarsiossasesssasssssssssnserassatotbatstosansnnctasoniseassrtitecesssarene
asumof RS, ...ecvavennces tevesessnvesenannsssssnavens (0 WOLdS) scvcreiiinannas rtracenessan tresesaranana.. ON account of
Date .covieiiciiesenarssarrrrnrinrs sesmisssmrrasactesrasennnn

Signature of Authorised Officer,

sssssmRsesentbssRERssussNtSRRRSRRRS

Signature of Clerk,
Entered on Cash Book » page No,
Accountant/Cashier.

FORM 3
(See rule 22)
ForM oF BoND op INDEMNITY

KNOW ALL MEN BY THESE PRESENTS THAT L (@) .vvvvvivvensrnsvnrinecriracersrsnsnssaasaa.. Fesident of.........

and(b) ----------- ssesssnssans R thQWidOWIthesonof-..-.---.------- wevssmesssveduvasunvandoannt and
IwWel(o ..... cennes e testaensstonsravavsontnanae sureties on her]hisbehalfareheldandﬁrmlyboundtothoMunjcipalCoﬁﬁcilin
the sumof Rupees ............. O to be paid to the said Council or assigns FOR WHICH payment to be weil

and truly made each of us severally bind (s} himself and his heirs, executors, administrators and assigns and every two and all of us jointly
bind ourselves and our heirs, executors administrators and assigns firmly by these presents.

As WiTNEsS our handsthis . e..vvevveereass da¥of o vienvrieninenresa. 19,0003

WaEREAS(d) . 00nn e nes e was at the time of his death in the employment of Municipal Council.or
wag receiving a pension of RS. ...000vveveseeea R8ovituuiienad.. ... from the Council ;

AND WHEREAS the said ... covnvnneennnaans died on the ,.... desirerrers L

and there was then due to him the sum of Rupees ..... Cresarianas Rs. .... for pay and allowances in respect of his sai :

. . . . said office ct
of his pension/death-cum retirement gratuity). AND WHEREAS THE above bounded (@) .............. (hereinafier called * them' (u.l mpte")
claims to be entitled to the said sum as heirof thesaid (d) ...............ccceaiiiiiiiiiiiiao L., but has not obtained letters of
administration of or a succession certificate to the property and effect of the said (d). " 8 O

AND WHEREAS THE claimant has satisfed the (&) ................... cineees that i i . .
would cause undue delay and hardship if the Claimant were required to produce Iettehr: o}tl'garr‘:i;siset?aﬁaf é? ?: : f;oresagq sum and that it
the property and effects of thesaid (d) ...oovvvunians. . - - AND Wiereas THE Municipal Cuncil desires to pay the uc_:msmn certificate to
but under the Municipal rules and orders it is necessary that the claimant should first execute a bond w?th said sum to the claimant
indemaify the Municipal Council against all claims to the amount so due as aforesaid to the said (d) ons surety/two_sureties to
sum caq be paid to the claimant, NOW THE CONDITION of this bond is such that if after payment has been made te before the said
the claimant or the surety/sureties shall in the event of a claim being made by any other person against the M n. m?de to the calimant,
to the aforesaid sum of RS. ................ refund to the Municipal Council the sum of Rupees unicipat Council with respect
indemnify and save the Municipal Council karmjess from all liability, in respect of aforesaid sum and. all cost e and shall otherwiso
of any claim thereto THEN the above written band or obligation shall be void but of therwise the same shall remai li-l:lc?;llquo ;go c::?mmw
maln uc.

In WrTNEsS T0 the above written bond and the conditiontherefore I'We...c.vivnris,.,. d
ll...lll'..III'.IIII.UCI..IIIII an

TR L L L N Y F ] a-nd ""'"""""""""""""-'-hﬂWh@l‘elmtoset. our ha.nds thj‘
day of 9 . ’

Signed and delivercd in the presenceof—
l- sEasaEsRsRetP SRS I sIT PRSIV AsENS

B o eaveesiscesarsaanseirirrne teses

(a) Full name of claimant with place of residence,
(b) State relationship to the dec

(c) Full name or names of suretics.

(d) Name of the deceased. |

(e) Title of the Officer responsible for payment.
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FORM 4
[See Rule 25 (1)]
Budget Estimate for 19 -19

Summary (in whole rupees)

Revised Budget Total Budget Explanation
19- 19 Estimates for increases or
Heads of accounts Actuals 15- 19 decreases

Actuals for Probables for
19 -19 19 -19 19 -19 eight months remaining
four months

1 2 3 4 5 6 7 8 9

ParT 1

General (Revenue) Account.—

{1) Opening balance
{2) Receipts—
A. Municipal Rates and Taxes .o
B. Realisations under special Acts ..
C. Revenue derived from Municipal
properties and utility services and
powers apart from taxation.
D. Grants and contributions
E. Miscellaneous

Total—Revenue ..

Total—Revenue including opening
balance.

(3) Expenditure—

A. General Administration and

collection charges,

Public Safety .. .
Public Heaith and Convenicnce,
Public Instruction
Contributions
,  Miscellancous

-

glolelols

Total—Revenue Disbursements .

(4) Closing balance o .e
ParT I

Capital Account—
(1) Opening balance
(2) Receipts
{3) Expenditure
(4) Closing balance
, Part 111

Extraordinary and Debt and suspense accounts
(1) Opening balance

(2) Reccipts
(3) Expenditure
(4) Closing balance
ParT L, 11 and I Conselidated—

(1) Opening balance - e
(2) Receipts

(3) Expenditure .. .
(4) Closing balance - .-

Details of closing balance—
{1) Cash in hand

(2) Cash in banks and in Treasury
(3) Fixed deposits

(4) Investments in Securities

Accountant. Chief Officer President,



Parr 1
General (Revenue) Account

Detailed Estimate of the year 19 19

Revised for 19 19 Budget for Explanation for
. increases or
Serial Heads of Accounts Actuals for Actugls for Actuals for Total 19 —19 decreases (columns
No. 19 -19 19 .19 19 -19 8and 9
Actuals for Probables for
first 8 months remaining 4
months
1 2 3 4 s 6 7 8 10
Rs. Rs. Rs, Rs. Rs. Rs. Rs.

Opening balance-

RECEIPTS—
Details of * A —Municipal Rates and
taxes—

1 Taxes on lands and Buildings—
(a) General tax . .
(b} General walter tax ‘e
{¢) Lighting tax . e
) Gcncra% sanitory fax .. ..

2 Octyoi .. .

3 7Tax on Prolession, Trades, Callings and

Emp oyments.

Tax ola Cinemas, Theatres, Circuses,
Carnivals and other performances and
show Tax,

Tax on advertisements (other than adver-
tisemeats published in newspapers).

6 Tax on all vehicles (excluding motor
vehicles as defined in the motor
vehicles Act, 1939), boats or animals.

7 Toll on wvehicles and animals ae

8 Tax on dogs .. .

9 a secial sanitory tgx

i0 ad. ainagetax ..

11 spe cial water tax .e .

12 Ta x on pilgrims . .

13 SpScial education tax . ..

14 Cattle Pounds .. . .

I5 Other taxes (to be specified) .
{a) . . .e
(b) - e .-
{c) .. . .

v

L Y
N

- -

Total—A

0t



15
16
17
i8
19

B. Redlisation under special Acts

(1) Hackney Carriages
{2) Public Ferrics

-

(3) Cess on land within municipal limits

{4) Other items (to be specified)—

(a}
{#)
()

Total—B

€. Revenue derived from Municipal
properties and utility services and

powers apart from taxation.

Rent of lands
Rent of buildings

..

Rent of Sarais and Dharamsalas

Rent of Travellers' Bungalows

Income from Gardens

-

-

Income from Educational Institutions ..

Income from Medical Institutions

Velerinary dispensaries

Stables .

s

Fees on vehicles or pack animals bringing

goods for sale in publi

¢ market.

Fees for use of or for right to expose
goods for sale in public market.
Fees for registrations of caitle sold within

municipal limits.

Fees for animals brought for staughter in

the Mumicipal Slaughter Houses.

Receipts from Water Works—
{a) Fees for supply of water through
private pipe connections.

(b} Water pipe connection fees.

{c) Sale of forms and other articles.

Licence fees {as per appendix)

Building permit fecs
Notice fees
Warrant feos

a9

Other items (to be spectfied)—

(a)
{D)
{c}

Total—-C

.

LS




Part I—contd.
Revised for 19 Expilanation for
- Total Busdget t;or increas:s C:Ir
Serial . t : ctuals for Actuals for Probables for ota 19 —19 decreases umns
No. Heads of Acoouats “;‘3““'.’15‘" Afgualflrgr A]gua ..3190 first 8 months remaining 4 8 and 9).
moaths
1 2 3 4 [ 6 7 8 9 10
Rs. Rs. Rs. Rs. Rs. Rs, R,

Brought forward .s

D. Grants and Contributions,

1 From Government—
() Special Road Grants .
(i} Family Planning .

(iif) Primary and Secondary Education.

(iv) Development Plan and Town Plan.
ning Schemes.

{v) Dearness Allowance

(vi} Pay and Allowances of Omm
belonging to common cadre.

(vii) Public Health .e .e

{viii) Fire¢ Brigadey

{ix) Construction and maintenance of
rosds,

(x) Epidemic

(xf) Unclaimed dead bodies

{xii) (O;her amenitics—

.

(&) o
{c) .

Total—D-1 ..

2 From Local Funds—

(i) For education e .o

(i) For medical purposes e

(iif) For other purposes (to be specified)
8 :

Total—-D-2..

(41



S—9¥st A

From vther sources—

(i) General

(#) Education

Giii) Medical§

{iv) For other purposes
(1o be specilicd)

{@)

(b}

{c)
Total-D 3 .,
Totat—D

E. Miscellaneous
1 Interest from municipal investments
2 Conservancy receipts other than taxes ..

3 Copying and comparing fce

£

Supervision charges on account of work
Udone for private individuals.

Sale of town refuse and manure
Workshop receipts
Sale proceeds old stores

Sale proceeds of voters® lists
and other municipal publications.

[ BN - Y

9 Miscellaneous sales e
10 Process fees and legal costs
11 Contributions from the Pilgrim Tax Fund
12  Other receipts {to be specified)

Total-1

Total—Revenue

L —

Total- Revenue including vpening
balance. ’

e man a kA s msaene e A gan e cmes rwiee e o mw e W e e e m—

——— it

133



——— PART-laecant,
Revised for 19 -1}
- Budget for Explanati
Serim Heads of Accounts Actuals for Actuals for Actuals for Prohables for  Total 19 Ew f,’:'c‘,ﬂ'?;'.f;“ ml_‘or
No. v -19 19 -19 first 8 months  remdwnng decreascs (columns
months. % and 9)
2 2 4 s 6 7 8 9 10
Expenditore Rs. Rs Rs. Rs. Rs. 13,
A.  General Administration and
Coflection churges.

1 General Administration—
(i) Contribution  to For munici-
Local Government pal coun-

Service Fund. cils in Ma-
rathwacda
tral charges, Region.
(Cen )
{5} Permanent Establishment (as per
Appendax A).
(iify Temporar{ Establishment (as per
ix A}

(lv) Pension Contribu- For  munici-

tion to Govern- pal coun-
ment. cils in
M & rath-

wada region.
{v) Travelling Allowance
(v} Contingencies (as per Appeadix B}
(v} Cost of printing forms .
(viii) Contribution to salary Reserve

Fund.

(ix) Miscellancous—
{a) .e
by e
{c} ..

Totgl—~General Admigistration .

2 Collection of taxes—

{a) Octroi—
(i} Permancnt Establishment  (as

per Appendix Ad.

(i7) Temporary Establishment (as
per Appendix A).

(iii Pension contribution to Govern-

ment,
(fv) Conungencm {as per Appendix

(v) anmg. charges
() Construction of and repairs to

Nakas.

(vi{))()lher iteins {10 be specified)—

a .
{3} .
{r) .

Tota) —Octroi -

143
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(h} Toll—

(i) Permanem Establishment (as per
Appendix A).

/iy Temporary Establishment {as per
Appendix A}.

it} Pension contribution to Govern-
ment,

{iv} Contingencies (as per  Appen-
dix B).

(») Printing charges .

i) Construction of and repairs to
Makas.

(vii} Other items (to be specified)—

(a2} .e

(b} .

{¢) .

Total—Tolls ..

(¢} Other Taxes—

({) Permanent Establishment (as pet
Appendix A).

{ii) Temporary Establishment {as’per
Appendix A).

(iil) Pension contribution tc
Government.

(ivg”Contingcncia (as per Appendix

{v) Printing charges ..

(w’)(Olher items (to be specified
a) .
)] ‘e
(c)

Total—Other taxes ..

3 Refunds—

(1) Octroi .
{il) Other laxes
(iif) Other refunds

Total-Refunds
Teevind Over

33



PART 1-—conid.
Ravised for 19 -19
Serial Actuals Actuals Actuals Actuals for  Probables for Budget for Explanation for
No. Heads of Accounts for for for first 8 months  remainin Totai 19 —19 Increases or
19 -19 19 -9 19 .19 4 months decre;ses Jc;))lumn
an
) 2 3 4 5 6 7 3 ’ i0
Rs. Rs. Rs. Ra, Rs. Ra. Rs.
s penditure—contd.
Brought forward ..
4 Pensigns and Gratuities .. ..

5 Contribytion to Provident Fund .
6 Sutvey charges
7 Mcoltaneous (to be specified)—

(TR
b

{c

Total-—-Miscellaneous

Total""A *a

. Public Safety

¥ Fire fisting~—-
({) Permanent  Establishment (as per

Apnpendix A). N

{ii} Temporary Establishment (as per
Aprendix A). .

(iif) Paonsion contribution to

Govemnment,
(<) Contingencies (as per Appendix B)
{r} Purchase of equipment and stores.

(vi} Rewards . .a
fvif} Olher items (to be specificd)—

{a)
b)

()

Total—Firo Fighting ..

g€
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2 Strect Lighting—
() Permanent Establishment (as per
(u';\"i‘gmd“ )'Esmbhshment J(as per

Appendix A).

(.u‘i) Pension Contributions to Govern-

(rglénondngenm (as per Appendix B)
(¥) Purchases of Kerosene O

(vl) Purchases of lamps ancl other

(m") E.lectnc lights and fixtures
(viif) Cost of energy utilised
{ix) Miscellansous (to be speuﬁod)——
(.a) o 7oyl
(b; L "
e " L
Total—Street lighting ..

3 Rewards for the destruction of wild
animals, snakes and pests,

4 Charges for the destruction of stray and
rabid dogs.

5 Removal of prickly pear and rank vegi-
tation.

6 Othe(r i)tems (to be specified)—
a

@

Total—B

C. Public Health and Convenience

1 Water Supply—
)] PermnqenA Establishment (as per

Appendix A). . .
(§l) Temporary Establishment (as per
Appendix A).
(m’) Penswn Contribution to Govern-
n) Contmgencm (as per Appendix B)
) Repairs
? )Cnher item (to be specified)—
B - .
e

Total— Water Supply

Carried Over




C. Public Health and Convenience—contd.

4 Conservancy :—
(i} Permancnt Establishment (as per
Appendix A).

(ii} Temporaty Establishment (as per

(if) Contingeneies ¢ dix B)

K n mgencm as per Ap)

(iv) Purchase and l.lrkoep oPm
vancy carts and lorries.

() Purchase and upkeep of night soil
carts and lorries,

() Petrol and libricants, etc.

(vii) Purchase of fodder .. e

(vili) Purchase of livestock

{ix) O;her items (to be spemﬁed)—

(
(b)
(o

Total Conservancy ..

-

5 Stalf for the Treaching Ground (for the
reparation of eompost) —
F A Establishment (as per

) Ton AEst blishm
emporary Esta ent oS per
Appendix A), *

() cgmgenmes (as per ,gmdu B)
iv) (()t)her items {to be spec

{b)
()

1%

Total Staff for Trenching Ground

Carried Over e

6 Hospitals and Dispcnsanﬁ—-
(i) Permanent :.stabhslunent (as per

Appendix A).
) Tempor;“ryAgismbhshmt {as per
(3] Pemn contrilmtion to Govern-

Eiv) Conungenc:es (as per Appendix B)
v) Purchase of medicines and instru-

D Dletm of patients .
(vii) Contributions

(vill')( (;the.r items (to be Speaﬁed)—
b) .
©) e

(

Total--Hospltals and Dispensaries ..




Pary 1—Contd.

v Revised for 19 -19

Explanation for

Actuals for Aclgals for Probables for Total
st

19 .19 remaining
B months 4 months
s 6 7 ]
Rs. Rs. Rs.

Serial Heads of Accounts Actuals for
No. 19 -19
1 2 3

Rs.
Brought forward
2 Drainage--
() Permanent Establishment (as per
Appendix A).
(ii) Temporary Establishment {as per
Appendix A).
{if{) Pension contribution to Govern-
menl.

{iv) Contingencies (as per Appendix B),

{v) Repairs
{vi) Other items (as to be specified)—
{2} .
() ‘e
{c) .
Total--Drainage ..
3 Supervision—
{) Permanent Establishment {as per
Appendix A).
{d) Temporary Establishment (as per
Appendix A),
(iii) Pension Contribution to Govern-
ment,

{iv} Contingencics (as per Appendix B)

{v) Other items (to be specified)—
{a) .
03]

()

Tolal~Supervision .,

Carried Over

decreases (aolumns

6t
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Revised for 19 ~19 Budget jor Explan.nic:s l':u-
‘ v -9 Increases o

. M) - 1) 3 \ : ‘- r

bﬁr(‘,"l Heads of Accounts Aclt;lals: 11’31' A’c;uafsl g’or Ac:;'ﬂc::gor Actuals for Probzbles for Total dccnr.n:z d(c::r::mn;

| first 8 months remaining 4 M
months
: 2 3 4 s 6 7 8 9 o
Rs Rs. Rs. Rs, Rs. Rs. Rs.

Brought forward ..

C. Public Heolth aud Convenience—<contd,

7 Vetennary Dispensaries—
(i} Establishment—
Permancn . .
Temporary
{As per Appendix AN
(i} Contingencies (as per Ap pendix B)
(i} Purchase of medicines and instro-

ment,
{iv} Feeding of Animals ..
(r) Contribution ..
{iv) Other items {to be specnﬁod ) e

Total—Veterinary dispensarics .

8 Registration of Births and Deaths—~
(fy Permancnt Establishment {as per

Appendix A).
)] Tcmporary Establishment (as per
Append

iy Conungencses (as pet Appendix B)

Totab Births and Deaths ...,

9 YVaccination—
ti) Permanent Estyblishment (as per
Apnendix A
{ii) Temporary Fsrablishment (as per
Appendix A)
{iiiy Contingencies (us per Appendix B)
(v} Cost of viccine e .-

Total—Vaccination ..

Carried Over

O



iy A

10 Charpes of aicount of Bpidemice—
) l;emmgt Establishment (as pee

A).
(1) Tempg‘:i:ty )!‘smb!immt (as por
snl) Coatofleﬂumn.o‘tc-
ir} Disinfectants
() C’onnnmd- {as ps Appndh

{vf) Miscellanecoyus

LX)

Total-Epidernics

11 Buria! Grounds—
) Permment Establishment (aa F'

pendix A).
n ‘l‘empomry Establishment as pu
Appendix A).
(:ll)BCont:nmcm {as peor Appendix

{fr) Miscclianoous

Total- Bunal Grounds ..

— . e cohn e g ey mehe b
e em dm et m am e e e e - W e e - —— -

i Markets and Slaughter Housey—
(i} Permanent Establishment {as per
Appendix A}
{#) Temporary Establishment (as per
Appendix A).
{iif) ():onunstncms {as per Appendix

{ir) Miscellaneous

Totat— Markets and Simughier
Houscs,

A W Lt b Ak A s e ERL Sl . A A ER e Mt wr e s een m S s W mmaree

¥

ot A e T BARA L - A5 WAL L Lk A A gy S

1} Public Washing Plaoes.
N iemnr:iant E)-:smbhﬂmt {as per
ppe
(fi) Temporary Establishment {as por
Appendix A).
(m) atingencies (as per Appendix

{iv} Mmlh.noom

o e e & A A i b e P Bk ame g

Yotal--Public Washing places ..

Carried Over ..




PART I—oomsd. -

Rovised for 19 -I9

. ’ Actuals o - P babios & ol Bu;dgcl for Txpl.n:tion far
. Actuals for ctuals for Actuals for robablcs for ola -19 fnere.ss or dsgivises .
Soria Heads of Accounts .19 19 -19 first 8 moaths remaining (culumns 8 wnd 9)
Neo. N 4 munths
' 2 4 5 - ¢ - -7 9 10
3 " Rs, Rs. Rs. . Rs. Ra. Rs.
. - Brought forwaed ..
« G Public Health and Convenienie—
Contd.
v 14 Cattle-pounds~— :
{/) Pzrrranent  Establishment (ns per
. Appendix A).
(i) Temporary Establishment (as per
Appendix A),
(i} Cantingencies (as per Appendix B)-
(sv) Feed of Animals .
{») Remuneral:on to pound kcepcr: ..
(i) Repairs to pounds .. .
{vii} Miscellancous .e s .
T ’ ) - - &5
Total—Cattle pounds — - —— —— ™
IS Travellers' Bungalows and Sarais— .
(i) Permanent Establishment (as per
Appendix A
(i) . Temporary Establishment fas. per.
Appendix A).
(itl) Contingencies (as per. Appendiz B)..
Cir) Mx:ceuaneous . .o
. * LAy s % A e —— — e —— i -

! TialTravellers Bungalows and Sarais,

16 Public Halls— R
() Pernianent Establishment (as per
Appendix A).

(ir) Temporary Establishment (as per
Appendix A).

(ii¥) Contingencies (as per Appendix Bl,

(iv)- Repiirs and equipment
) (') M;mﬂn@ou’ ey Y]

'l‘otal-—Pub!Ic Haﬂs

—— . —————— i —————

-—.af[ 0\'“ - :




ublic Gardens—

{/} Permanent Establishment (as per
Appendiv A). C

{i} Temrrorary Fetablishment (as per
Appendix A),

29—9¥sh A

{iify Pension contribution to Govern-
ment.

‘(i) Contingencies (as per Appendix B), -

{¥) Maintenance of Roads and foot-
paths.

(vi} Repairs to fences and propertics.,

{vii} Miscellancous .

Total—"ublic Gardens

*s

18 Clock Tower—

(i3 Permanent Establishment {as per
Appendix A). :

(i} Temporary Establishment (as per
Appendix A).

(iiiy Pension contribution to Governe
ment.

(iv) Contingencies (as per Appendix B)

(v} Miscetlaneous .-

(3

Total~Clock Tower

19 Agriculture—

(i) Permanent Establi-hment (as per
~ Appendix A),
(if} Temporary Establishment (as per
Appendix A),

{ii{} Pension Contribution to Govern-
ment.

{iv) Contingencies {as per Appendix B)

(v} Miscetlaneous e

Tot l—Agriculture .,

Carried over .

(44



Part [— Conid.

Serial Head 3 e ey i
i cads of Accounta A:tgull-sl gcw Alcgtll!; sfo'r 19 -19 farst 8 moRths
1 2 3 4 ? :
Rs. Rs. Rs. Re

Brought torward ..

i -39 B:rcdpet for BExphaation for
Revieea for 13 : 19“319 increases or decrossus
Probables for {colusnns 8 and 9)
remaining 4 .
menths
T 9 10
Bs. ° Rs,

C. Public Health aml Convenience-—
contd.

20 Experimental Cultivation—

) P;::‘manzm E;.tabltshmenl (as per
ppe
i) Temporary Establishment (as per
Appendix A).

}rﬂ} Contingencies (as per Appendix B),
ir) Purchase and vp-keep of fivestock.
(¥} Repairs to fences. pumps and pro-

perties.

{vf) Miscellaneous .- .

Total-—Experimental Cultivation .

21 Works—

() ("} Pcrmanent Eu(ablishment {as
t Appendix A
(ufe mporary Establnshmem {as per

Append

{iil) Tools a.nd Planl {ordinary) .

(iv) Contingencics (as per Appendix B).

(6} Repairs to buildings (as per Appen-
dix Form No. 4),

{c) Repa rs to roads (as per Appendix
Form No. 4},

() Repairs to other works (as per
Appenc x Form No. 4).

(e Mlsce ianccus to be specified—

& ::
Tolak--Work

2t Aro's and Jalres . .

23  Children’s Play Ground .. .

TotalOC ..

Carried over .,

- i W e e W Siishordpes- e alli




D. Public Instryction—

1. Primary Education (contributioms 1o the
School Boardhd .
2. (a) Secondary Education—
{!) Establishment—

Permanent
Temporary }lAs per Appendix)

(ii) Contingencies (As per Appendix)
(/i) Contributions—

() Technical Educatiop—
() Establishment (As per Appendix).
%Bm.pot:nr; (As per Appendix),
(i) Stores Bqulpment
ﬁﬂf) Contingenci
iv) Contnbutlons
. (v) Miscellaneoue,

{¢) Industrial Schoois—
(7} Estabiishinent—
Perma.n

ent }(As per Appendix).

Qi) Comfngencles
(iti) Miscellaneous.

.. Libraries, Musoums manageries, etc.—
P%rmanent Establishment (As per

dix A).
@{in Temporary Establishment (As per
Appendix A).
(1ii) Pension contribution to Govern-

ment. .
(Iv) Contingencies {As per Appendix
{v) Purchase of books, penodlcull and

&vi) Conmbuuons
»li} Miscellaneous

Total-D

E. Contributions— o

1. ‘Transfer to capital account for original

and cagtal works (vlda Appendix
C and D)

L, Other contrlbuti%o be specified—
g Y

c

Total—B




T PaRy l—concld.

e e werma o Revised for 19 -9 ...

Bijdgc! for

Explaination for

. Actuals for ~ Actuals for - . increases or
S;lr;al Heads of Accounts 19 -19 . 19 19 . Actuals for  Problems for  Total decreases (columns
. fizst 8 months remaining 8 and 9}
4 months
t 2 4 3 6 7 2 9 10
Rs. Rs. Rs. Rs. Rs. Rs,

W 08 -1 o

10

Brought forward ..

F. Miscellaneous
Interest on loans (vide Appendix)

Discount on loans
Payment into  sinking funds  {vide

Appendix). .

Payment into depreciation fund (vide
Appendix}

Payment into Repewa! and replacement
fund.

Contribution into the Work Supﬂy'

Reserve Fund.
Election charges

Census Charges

Expenses in connection with suits and
prosecutions.

Other items (to be specified)

Total—F

Total—Revenue disbursements
(ABCDEF).

Closing balance

Grand Total—Part I

ob



" Panr 11

Revised for 19 .19

Budgct for Exrlaration for
Serial Heads of Accounts Actuals for Actuals for Actuals for Actuals for Probables for 19 19 1SS o
No. ’ 19 -19 . 19 <19 ., 19 -19 . first remaining Fotal deerannes Sollmng,
# months 4 months B anad vy
1 2 3 4 -5 & 7 8 9 o
. Rs, Ra, - Ra Rs. Rs, Rs. Rs,

Capial Receipts : . .

Opening Balance .

1 Water works ., .. "

'1. Drainege Works . .

$ Town Planning we .

4 Building Schemes o . b

§ Other Schemes ' ' . =
Receipts

3 Water Works {vide Appendix C) .
2 Drainage Works (vide Appendix D) .,

3 Road Improvement and construction
(vide Appendix D),

4 Town Planning Scheme (vide Appendix
S+ ,

3 Building construction {vide Appendix D)
€ Other Special Schemes (1o be specified)

Total—Receipts o4 .-

=+« including opening balance




Paxt —conid.

N A R W N e

Total—Expendtivee .. -

R lanation for
Revised for 19 -19 Budget for Exp cwscsor ©
Serial Heads of Accounts Actuals for Actuals for * Actuals for Actuals for Probables for  Total § and 9)
No. 19 g9 . i9 19 19 -9 , firet remaining
8 months 4 months
1]
t 2 3 ‘ 5 ‘ 7 $ ’ ot
Ra. Ra. Ra. Ra. Rs. Re. Rs,
Expendirre

I Water Works (vide Appendix C) .

2 Draingge Works (vide Appendiz D)

3 Road Constructions and Improvemenis

(vide Appendix D).

4 Buildli)r;g Constructions ({vide Appendix

5 Tol\;-)n l"!n.nnin; Schemes (vide Appendix ..

& Other Special Schemes (vide Apendix D)

Closing Balance
Water Works o h
bminase Works . h . "
Town Planning . o
Building Schemes .
Road Improvement, etc. schemes
Other schemes .

Gramn Teras. .




L9y A

*Paxt I -

Extraordinary and Debt and Slt;'pem Account Detalled Fstimate Jor the year 19  -19
¥t e T - — ———— § e . e e . S b .= v - N
Rgvued‘ 19
' i for 19 . ngdxet kl); Explanau%n for
i ct 1s f Actuals fo Actuals for Probables for 1 - increases or decreases
o Fleads of Accounts Acmte o Agualyer  Adpalr irst mmaining Total (Golurns 8 and 9)
' 8 months 4 months ,
1. T 2 3 4 8 6 7 8 9 10
' Rs. Rs. Rs. Rs. Rs. Rs. Re.
. EXTRAORDINARY AND DEBT
4 AND SUSPENSE HEADS
OPENING BALANCE

lepl

1 Salo-procecds of Government Seeuritiu

and other investments.

2 Rﬂllution from Sinking Funds for ro-
. pa,vment oi‘ loans.

g ¥,

3 Tml Funds (vide details in form 6)—
? " (&) Educational—
{n Cupilal receipty
- Vi) fnterest. - P o
B Medml—
,l‘) Capftal reoeipts

-(:) Vﬂennlry-—- i o
o .

N g’iiClpital Receipts

L.} ) hm . .s

d)Fr theu bj {to be
(d) For o pecial gbjects

(I) bnpml reoeipt:
(i} Lnterest

Provident Fund—
0} Subscription
gﬁ) Conlribugonr

i} Advances recoverablo
#¥) Interest

T4 S L S ' -

4



Nerial Fleads of Accounts
Nt
1 2

e i ————— —
. P ot - . 8 L i S i e b

PART Il—conrd,

. A ———— ——
i i e e e = o B T i N

Revised for 19 .1% Explanation for

5 Deprecistion Fund-.
) Contrtbution .e ..
({5} Intevest e .

6 dalary Rescrve Fund—
{f} Contributions . .-
(i) Interest .-
{iii) Sale proceeds of i investments ..

7  Water Supply Reserve Fund—
(i) Coatribution e .
(ii) interest ..
iy Sale proceeds of il investment ..

8 Other Reserve Funds (to be spccnﬁed}—-—
7y Coniribution .

(it) Enterest ..
% Government grant for Primary Educa-
tion.

10 Recovery of the cost of work done for
private individuals—

) .
(J’l.) L]
11 Deposits—
(i) Criminal deposits Ve
(i} Sccurity deposits .- .-
() Contractors deposits, . o
(v} Other deposils .. .

12 Advances recoverable—
() From contractors - ‘-
(1) From employees ‘e .
{iif) Store advances
{(iv} Other advances (to be spmr cd)

13 Permanent Advances ([mp:cst)

4 Phigrim Tax Fund

15 Other Miscellancous items to be spcu-
fied)}—

{a) .

Actuais for B Actuais {e Actuals for el ToT Probabtes for rSetn B;:;igc:-; sf}or i%ir:;s::egr
19 .19 19 .19 19 .19 first 8 months rin::::?g {columns 8 and 9)
3 4 5 6 7 8 ’ 10
R TR TR T T TR Rs Rs. Rs.

A e o i T o A e & s kT S W A s e - W A den e ko g

Total—Rcceipts—Part [T

Total—Part - .Including opening

balance.
Granp TotaL

0¢



»o¥5¥ A

Disbursement

Investments

Repayment of Loans

Trust funds (vide details in form 6—

(a) Educational— . .
(i) Investment of capital receipts ..

(i) Expenditure from endowments.

(&) Medical— .
(/) Investment of Gapital receipts ..

uily Expeiditude ‘from ‘enddWments.

(c) Veterinary— ]
() lovestment ofcapital eceipts

(#) Expenditure from endowments,

) F;g oahcgfnw&l objects. ftg, . be

{a)(I) Investment of capital receipts,
(if) Expenditure from endowments

\ )L?)'! DR L TUNT

h(c ﬁ))l' (ARSI I B KR

gLe. ST TR & PR . ..
ident fund—
g,Advannea

4D Fingl payments,.. , ...
(it} Other expenditure (to be specified).

BRI} Y

s Ekpenditure from depreciation funds

0

Salh¥y Reserve funds—
() Investments. -, .. “
i) Qther Expenditure .

Water Supply reserve fund—
m Investments, .

{(iD). Other expendityre ..
Ex&l;nditum from other reserve funds—

® ..

fch .

Cast of work done for private individuals,
Cost 1ncurred for intering paupers .

¢



Pary l—conc/d.

zrial Heads of Accounis
No

Revised for 19 -19

Actuals for

Explanation for
increases of decreases
(columns 8 and 9)

Dlsbursemenr—contd.

i1 Refund of deposits—
{i) Criminaldeposits . .-

(i) Contractors deposits . . .
{#ii) Sscurity deposits .. .
{iv) Other deposits -
12 Advances to—
Contractors .- .
Employees ae ws
Store Advances .. .
Ol(hc)r Advanges (to ba spacified)—
&

]
{c)

Transfer from Pilgrim Tax Receipts—
() To Pilgrims tax fund ..

(i} To General Revenue
Total— Expenditure, Part 111 .
Closing balance

Grand Total— Part 111

19 -19 Actuals for  Probable: for
first 8 months remaining 4
months
5 3 7
Rs. Ras. Ry,

—— —— .



Ammglx—a
Detailed Estimate of Enablhhm Jor llnyaqr 19. -19

Actuak for Aetun.ls for

Rovised Budget for 19 519« o

Budget for Explanation for
19 19 + increases or
No Heads of Accounts - T for Total | decrcases (columns
19 -19 19 -19 19 -19 for firat reroaining 7 and 8)
8 months 4 months
1 2 3 4 5 6 7 8 y 10
' Rs. Rs, Re. Re, Rs. Rs Rs.
Here entor oatablishments referred to in '
the outi in such details as is settiod
by the Coungil, i .
) APPENDDI—B -
‘ Detailed Estimate of Contingencies for the year 19 <19
g .o Actuals for Actuslsfor  Revised Budget for 19 -19 Buigst for  Explanation for
. . - 8 o ——— e — Cloused Or
No Heads of Accounts. Probables for Total decroases (columns
. Is 19 19 .19 19 -19 Actuals for first romalaing 8and 9)
o 8 months 4 months
1 - | 3 4 3 & 1 ] 9 10
o Rs. Rs. Rs. Ra. Rs. TR Re
1 'Writing Materials etc.
£ Electric Light Charges
3 VUniforms for Peons
4 Postage . e
3 Telephone fecs e .
6 Other ltecns (0 be spocified)~
) '

)

N«e;—Aupamtelpmdjxhtholbowfotmmuhpmedtof'e‘mhlm . -

13



APPEND]X—C
Detaﬂed Estimate for the year 19 -19

D 00 =) mupuun

CONNRABWDI =

. Acutals for Actuals for Revised Budget for 19 -19 B Budget r109r Exiﬁlcamm::i;not;or
Heads of Accounts 19 -19 19 -19 Probables for Total decreases (columns
‘ Actuals for first remaining 8andy)
§ months 4 months
2 4 5 6 7 8 9 10
APPENDIX~C Rs. Rs. Rs. Rs. Rs. RS.
‘Capltal Receipts on Water Works Scheme
o OpeningBalance ) N
Receipis

From loans 1atsed in the open market. .

From loans obtained from Government. .

Premiums received on loans raised .o

jContribution from the public

‘Contributions from the General Rev:nue

Sale-proceeds of lands and other capital
nssels

Deposn.; from contractors .
Recovery of advances ..
Ol:u:r receipts (to be spoclﬁed)-—

a)

&)

Total

Total, receipts including opening balance

Expenditure

Spevial establishment employed on the

scheme.
% nfworkl{vlde details in form 4) ..

7 TR L TR
Coss f stores and spaterialy:- Gl
efund of depodits " "
Advmmtoeontmctors

Cost of special tools and plant
Purchase of land e
Mésoellaneous (to be specified)—

a .
@ :
' 'l‘otal, 'esltpmdilum e

Closing Balance

GRAND TOTAL .




APPENDIX—D
.Detailed Estimate for the year 19 -—19 .

Actyals for | Actuals for Actuals for . - Revised Budget for 19 <19 .
Serial Heads of Accounts = : Budget for Explanation for
No. 19 -19 19 -19 19 .19 Actuals for Probables for Total 19 19 increases or
first 8 months remaining 4 decreases (columns
months $ and 9).
1 2 3 4 5 6 1 L 9 10
APPENDIX~D Rs, Rs. Rs, Rs. Rs. Rs, Rs.

U 7 ER N YA YRl

U-2- BN I R F ]

Capital Receipts on Scheme

Opening Balance .,

Receipts

From ioans raised in the open market
From loans obtained from Government
Premiums received on loansraised
Contributions from the public
Contributions from the Generai Revenue
Sale-proceeds of lands and other capital

assets.
Deposits from contractors
Recovery of Advances
Ol'.(her receipts (to bo specified)—

[

@
Total ..

GraND ToraL—Reoeipts including open-
ing balance.

Expenditure

Special establishment employed on the
scheme.
Cost of works (vide detailsin form 4)
Contingencies
Cost of stores and materials
Refund of deposits
Advances to contractors
Cost of special tools and plant
Purchase of land
Miscellaneous (to be specified)—
o

g

Total, expenditure ..

Closing balance . .

Granp TOTAL .

Note—A separatc appendix in the alscve form should bs prepared for e ich section or scheme in the capital account.

49



FORM 5
[See rule 25(2) (a))
DepARTMENT Ok OFFIcE
Statement of datails of provision proposed for pay of officers (Establisihments) for she year 19 -19

Name and Reference to Sanctioned pay of the post Amount of  Increment falling due within the year
ion page of provision for Tota! provision  Allowances Remarks
estimate form (@) » () the Year at the {a) () {c} for the year i.e., to be paid
Mipimum  Maximum  Actual pay rate in column Date of Rate of Amount of tofal of cojumns  in the year
due on Ist 3c} increment incTement  increment 4 and 5(c)
April next for the year -
year
1 2 3 4 h ] 6 7 8
Rs. Rs. Rs. Rs. Rs. Rs,

.. 3. In the casc of temporary establishments, authority under which they are entertained should be quoted in the remarks column i i i
in the estimate form. Names noed not be given in the “sely e, whostey committod from pay %ﬂ o L . Number and amount of provision should be agreed with the entrics

Signature and Designation of Officer.

9¢
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FORM §
[See rule 25(2) (b)}

easssnsseMunicipal Council
tatement showing the details of expenditure on public works provided for the budget estimate for the year 19 19

Items Estimate Grant for Area or extent of work Remarks regarding

of 19 —19 previous cost  elc,
work No. Amount K

1 2 3 4 5 6
- Rs. Rs. )
FORM 7
[See rule 25 (2) ()]
- ' +evessessss . Municipal Council

Sratement showing the estimated expenditure on works 10 be met out of loan funds during the year 13 =19

Details of loans Estimate Expenditurs  Estimated expen-
Amount Name of work to the end diture during Remarks
Yearin which received No. Amount of 19 lttgm yc:au'19
1 2 3 4 5 6 7 8
Rs. . Rs, Rs. Rs.
FORM 8

[See rule 25(2)(d))
LOAN LiABILITIES

1 Serial No, e . i . . . .- .o .
2 Particulars of loan . e . . . . . .
3 Rate of Intepest . ‘e .- . . . .- .» Rs,
4 Repayments mads or tobemadé up to end of previous year, i.e,, on 1st Aprif 19 .e .. Rs,
5 Balance outstanding at the beginning of ths year 19 -19 e . ‘e .+ Rs,
6 Amount of Instalment e . . . .- . - .« Rs
7 Repayments to be made in the year - ,. . . . . . .
lstlnstalmeﬁt-
{a) Dueon .. . . o .- . s .o .
(6) Principal . .- . . . . .« . Rs
(c) Interest- . ve . .. e . - .+ Rs.
2nd Instalment—
{@) Dueon ,. . .- . . .s . . s
(b} Principal . . .. . . - . «« Rs,
(c) Interest .- L e e e - ~ .- e Rs,.

8 Balance outstanding on 31st March 19 .
v 4546—8 y
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FORM 9
[See rule 25Q2) (¢)]

rereaareaaaaaaas Municipal Council
Statement shewing the estimated receipts, payments a}lgbaimelr.; of Trust Fihds administered by the Council for the year

Estimared Estimated Estimated Estimated
opening receipts payments " closing
Nasee of funds balance on during Total during ’ balanceon - Remarks
lstlgpril i9 —19 19 —-19 313t M;.rch
- 1

l 2 3 4 R B - -s e ..6 - . .- 1




N og—9pSy A

FORM 10
[See nule 30 (3)]

dbsssanitdidandacssicsradrsratunsaas sanvaeeh Municipalcolmd!!
Statement of Reappropriations submitted to the Council at the meeting heldon 19

From To b
Serial Major, minor  Work services  Original Grant  Expenditure to  Balance avail- Major, minor  Work service  Original Grant  Expeaditure  Amount pro= Remarks
No. anai detailod etc. date al and detailed clc. e to date posed to be
Head Head increased
1 2 3 4 5 6 7 s 9 10. 1 12

65



FORM 11

09

[See rute 32 (1)]
Dr. General Cash Book of the . .cvvevvresnerresvsssssses Municipal Council 19 —19
. . Particutars of receipts ‘Total of Daily total
Serial Month and date of each Chalan with balance
No. roceipt No. of Receipt From whom On what account Head of Amount of
or Chalan received Account each item
1 2 3 4 5 6 7 8 9
Rs Ras, Rs.
Opening Balance
Total Receipts .
Grand Total v
osdgaasssdinvtivrranseblasay ) crl
Month and No. of voucher Particulars of payment Head of Amount of Amount of Total amount Daily total with
date of pa amount Cheque Transfer of each voucher aﬂgal:nce
payment To l,;l‘w!fom On whatt
accoud .
10 11 12 13 14 15 16 17 \ 18
) . . Rs. . R " Rs. Rs.

Total payment e

Closing balance .

Grand Total e




.61

~ FORM 12
[See rule 33 (2)]
Register of daily collection of taxes and rates

-

Name of Naka, No.inthe No.ofreceipt Nameof Amount received on account of arrears for

Date Ward, Street  demand Regi- and of book assessee previous Years Tutal
or Circle ster
1 2 3 ‘ 4 3 ] 7 -8 9 10
Rs. P. Ra. P.
Aclfﬁb'{\;lea'gé- -
Total ment of Account-
Amount received on account of current year Total Collecticn ant, Cashieror Remarky
. other Officer
11 12 13 14 15 16 17 i8
Rs. P. Rs. P. Rs. P. Rs. P. Rs.

Note.~In the money column the collection on account of different taxes should bc shown. the nams of each different tax coliected being
: “entered in a separate column. D e e = Ly
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FORM 13
[See rules 33 (2); 65, 70(2), 73(5); 78(3); 97(5) and 107)
’ - ‘ Sr.No. ssssesssndbasetsrasernannensy aaes
' . i Naka or Station
Chalan for remittance of money to the Municipal Office -
} . ) Ward or Circle '
Dated cuvurrnnrerrnrsnecensonnes ]9 o
“~NameofTaxX "~ """ 77 7 " Receipt No. B Amount
Submitted to the for verification and credit of Ros. to the municipal funds.
Collection Clerk.
Checked and agreed with the total in the Collection register, the Cagh received
entries wherein were compared with the duplicates of receipts.
Examined and entred
Cashier
Superintendent
Inspector .
. Accouitant/Chief Offear, ..
FORM 14
[See rule No. 36 (1)]
Subsidiary Register of Receipts®™ ® ™ tax[revenue for the year 19 -I9
Date Serial No. Names of Nakas, Daily total carried Page apd Item in Initials of Authorised
Stations, Wards or 1o the General Cash the General Cash Officer
Circles/fand the book Book
amount of collections
1 2 3 4 s 6
Rs. P, Rs, P.
Lo i S ) Ty 1L
® Here enter the name of the tax/revenue. S



63
FORM 15
[See rules 36(1) and 70 (1)
ceserearene et nies Municipal Counci
Subsidiary Register of Misccliancous Receipts for the year 19 -19 . - .

Date of receipts Chalan or - From whom  “Details of receipts and their  Totalof each Page and Item Initials of

receipt number  received amounts chalan or receipt No. in the Gene-  Authorised
. c e - - - . i : ral Cash Beok Officer
1 2 3 456789%910111213 . 14 15 16

*A Sepamte head of revanue may_ha IPM in each_oolumn.

£
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FORM 16
{See rule 36(2)]

Collection Reglister of Officer receiving remitlances from Bill Collectors
. Sty e \ i . -

Kind of taxes and their amounts

. Name of Naka,

Date Serial Numbé_r From whom  Street or Ward * ' Property Ta; Octroi
received - orCircle
' Previous year's Current year Previous year's Current year
arrears arrears
1 2 3 4 . 5 . 6 7 8
Kind of taxes and their amounts
Tolls "
- . 'N aLm

P;g‘r?;‘i" Current 1’;3‘3;'3 Current Prcviq:s Cu Cham d:glw Allfl't:l;]c?l,'i:efd
arrears | year arrears year year ywt Total Officer

9 10 1 12 - 13 13 15 16 17




o2

FORM 17
(rule 37)
Geeannaaas cessssso Municipal Couneil
Meoney Orders received during the year 19 -I9

Serial Date of receipt  From whom received On what account Amount Initials of Officer Signature of the
No. . duly authorised Cashier or
under Rule 42  Accoustant receiving
the amount
1 2 3 ' 4 5 . ¢ y
Re. P,
Head of accoumt Chalan Ne. Date of Credit Initials of the Officer Remarks
te which credited duly authorised
[ B . 10 n T n’ -

— —— P — G o o -

V 4546—9
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FORM 18
(See rule 39)
veesecsressssess.s Municipal Council.

Cashier's Cash Book for the year 19 -19

1 From whom On what Amount Daily total with
Date of receipt ,fch;;" r«?:, received account balamce
1 2 3 4 5 6
[ ]

Rs. P. Rs. P
Date of Voucher Te whom On what Amount Daily total Tpitialsof

payment Number paid account with balance Officor

7 3 L ] 19 11 12 13

Rs. | 8 " Rs,
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FORM 1%
[See rule 41 (3)]
(Obverse)
CHALAN No. State
Chalaw of Cash Paid into the Treasury/Sub-Treasury at.....o.covvveennenn ————TBank of India.
Reserve
To be filled in by the remitter To be filled in by the department Officers or the treasury.
By whom tendered Name {or designa-  Full particulars of Amount - Head of Account Order to the Bank
tion) and address the remittance and
of the person on of authority (if any)
whose behalf money
is paid
Name Rs. nP,
Date covevevvnennneae
Correct—Receive and grant Receipt,
Signature and full designation of the
Signature Total* officer ordering the money to de paib ia,

*(in words) Rupees

#*To be used only in the case of remittances

to the Bank

through

departmeatal

efficer or the Treasury Officer.

Roceived payment (in words) Rupees

Treasurer Accountant

Datc LAY NN RN RS YY)

Treasury Officer

Agent or Mapager

Note 1.—In the case of payments at the treasury, receipts for sums less than Rs. 500 do not require the signature of the Treasury Officer

but only of the Accountant and the Treasurer.
Neate 2.—Particulars of money tendered should be given on the reverse.

Nete 3.—In cases where direct credits at the Bank are permissible, the column *“Head of Account™ will be filled in by the Treasury Officer
or the Accountant General, as the case may be, on receipt of the Bank's Daily Sheet.

(Reverse)
[
Particulars Amount
Rs. P.
Coin . . e e e . . .
Notes (with details) . . .. . . .- . '
()
Cheque (with details) .. .e . . . .

Total

VvV 4546—9%a
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FORM 20
[See rule 42(1) and (2)]
cesrssesssssers Municipal Council
Register of Bills for payment during the year 19 -I9

Serial Date of presentation = Name of Party. Particulars. Amount of Bilt Aultlllaict;l;ai‘zli gfomw.
No. :
1 2 3 4 5 6
Date of Voucher No.  Amount  Date of payment _Amount Balance out- Reason for Remarks
Sanction. sanctioned. or issue disatlowed’ standing at  delay in pay-
of cheque. the end of the ment,
year,




| FORM 21
LY
* [SeeTrule 42 (1)]
[ - alad
DIBALLOWANCE STATEMENT
P be returned in original with reply noted in the right-hand eolumn

No,
Pate

Frem

e raer————— vreveer.. Municipal Council.
Te

<

REPLY
No.
Date :
From

The eoovvvenn.

Te
The Chief Officer,

ssssnsessanasaneensassans Municipal Council,

Memo .....oiiiiieicicnsntossrciannananse

ThE cicviicrecesctcnninenes tecarererianas +ee-. bill for
RB. vccvvcnvaceaivoenaaen .+ is herewith returned for the reasons
noted below. Please rectify the defect and return the biil.

Refsom .....corvevenerrrannca Crtesecaas erettreasranen

nessscsssnaEnEr s 3

Head of Department.




FORM 22
« [See rule 42 (I}]

seretesssennrrrante .« Municipal Couacil.
Bill No. Voucher No. Date
Name and address of Payee
stock
Reference t¢ —————— Book Head of Account.
measurement
Serial Particular of works or articles Quantity Rate Unit Ameunt
No. or weight
Rs.
, Total ..
Total amount of (in words) Rs. .....coovvnuns e eeeevesaneceraarennnasnan Paise

(1) Amount allotment

(2) Previous expenditure

{3) Expenditure shown in this bill ..
Total of 2 and 3

eFe 7 @

tiressssnsssannsases ONIy.

Certified that the rates and quantities shown in this bill are correct
and the materials, articles have been received in good condition
and have been entered in the appropriate supplies register cn
numerica] account at page ... .

. Date .......... terreareees
Balance available ..
Signature of Officer,
, Receiving the articles.
Submitted to the President/Controlling Committee for Resolution No. .............. Date ................ the
a sanction. sumof Rs. ................ (i1 WOTAS) vvvnininenvnnnrenss

I bave examined the claim and found it correct in all respects.
Date

shown in the bill is sanctioned.

Date AR A L Y R N N

Chairman, Controlling Committee/President
Accountant Chief Officer. ' & cen
Pay RUPEES ..vonnririniinrnnnnnrnnnrnnes . (in words) To
J fateriareratetarearinan Cermreanrssiaua, cerseravs The Accountant for payment.
Dato » LRI BB B R N N ) ERLIE I B Y IulI.lll...ll.ull'.lll
Authorised Officer. Date
Chief Officer.
Received payment of Rs. .................. (in words) Paid by cheque No. ................ dated ..........
......... esesinracasraisninsaananassnsana. i full settlement and entred in the cash book on Page ...ovvvrnvnnrnnnnnn .. s
- of the claim.
Stamp Accountant

Payees Signature.

Chiefl Officer.
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FORM 23
(See rule 43(1) and 132 EB)'
.................... Municipal Council.
Unpaid Register 19

Receipts
Date Serial No. of Connecting Name of On what Amount Initials of
. credit No. of pay- person, account Authorirsed
ment voucher officer.
(column 9)
1 2 3 4 5 6 7
Payments
Date Serial No. of - Connecting No. Name of Amount Acquittance Itinitals of
payment of original person of payee Authoritised
receipt entry officer
(column 2)
.4 9 10 11 12 13 14
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FORM 24
’ {(See rules 49 and 56)
Classified Register of Receipts/Payments for the Municipaiity of F 2 { I

Head of account
{as in model
budget).

1

Original Revised Dates Total Total up te
Budget Budget for the the end of
grant grant month previous
month
2. 3 4 ' 5 6

Progressive
Tetal
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FORM 25
_ [See rule 53 (5)]

Transferred Entries for the monthof.............. 19
Amount Transferred Transferred Amount Initials Authorised Officer
from to
1 2 3 4 5 6
Rs. Rs.

V 4546—10
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"FORM 26
[See rule 59 (1) ]
Quarterly Accounts of the .......c.coveevveriiiinnss Municipal Council for the quarter ending.......... tesraraens
June{September/ December/March 19........
. Receipts.
Heads of Receipts Estimates for the Budget Actuals for the quarter Probables for the Difference between
year remaining period actuals and estimates
(+)or ()
1 2 3 4 5
Expenditure
Heads c} ccounts Estimates for the Actuals for the quarter Probables for the Di
ab ! ifference between actuals
Budget year remaining period  and estimates (+for {—)
1 2 3 4 5

\
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FORM 27
[See rule 59 (1)]

Annual Accounts of the........................Municipal Council for the year I9...... f9......

Receipts Expenditure
' ) Difference Difference
Heads of Receipts  Estimate Actuals between Heads of Estimate Actuals between
actuals and Expenditure ‘ actuals and
estimate estimate
{(+ or—) (+ or—)
| 2 3 4 1 2 3 4
Rs. P Rs. P. Rs. P. Rs, P, Rs. P. Rs. P. Rs, P,
Balance in hand
at the close of
the last year. .
Closing balance
Grand Total Grand Total
ANNEXURE-I TO ANNUAL ACCOUNTS
ORIGINAL WORKS
Description of Amount of Amount of Actuals
work sanctioned budget Remarks
estimate appropriation To end of Current year To end of
previgus year current year
ANNEXURE-II TO ANNUALFACCOUNTS
MAINTENANCE AND REPAIRS
Destription Amount of sanctioned  Amount of budget Actual Remarks
estimate appropriation

V 4546—10a
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FORM
(See
ABSTRACT OF THE ANNUAL ACCOUNT OF THE

Abstract of the Annual Account

Receipts

Budget
Estimates

Amount

A. Municipal Rates and Taxes—

L

Z
3

4
5.

Rs. Rs-

Taxes on lands and buildings . .o . .
Octroi . . . .
Tax on professions, trades, callings and employments .. .. .-
Tax on cinemas, theatres, circuses, carnivals and other performances and shows tax .
Tax on advertisements (other than advertisements published in the News papers) e

6. _Tax on vehicles, boats and animals

b4

1.
1.
12
13.
14,

Tax on dogs

Special sanitary tax
Drainage tax

Special water tax

Tax on pilgrims

Special education tax

Cattle Pounds

Other taxes (To be specified)

B. Realisation under special Acty—

L
2,
i

Hackney charges
Public Ferries
Other items (to be specified)

.y *a

e o

C. Revenue derived from Mumnicipal Properties and utility services and powers apart from taxation—

1.
2
3.

10.
11.
12.
13,
14,
15
16,
17.
18.
19.

Rent of lands

Rent of buildings

Rent of Sarais and Dharamshals
Rent of Travollers’ Bunglows

Income from Gardeng

Incomeé from Educational Institutions
Income from Medical Institutions
Veterinary Dispensaries

Stables

-

LX)

*s

.o

Foes on vehicles or pack animal bringing goods for sale in public market
Fees for use of or for sight of cxyasc goods for sale in open market
Fees for registration of cattle sold within municipal limits .
Feos for animal brought for slaughter in the municipal slaughter houses
Receipt from water works
Liconso foes

Building permits foes

Notice foes . .

Warrant fees
Other items (to be specified)

L LR

LY ar
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28

rule 60)

MUNICIPAL COUNCIL FORTHE YEAR 19 19

ofthe .............. Municipal Council

Budget grant
; (including
Expenditure re-appropriations Amount

sanctioned
for the year)

A. General Administration and Collection charges— Rs. Rs

Mo AW

General Administration. . .. . -
Coilection of taxes ..

Refunds .. . . .- .
Pensions and Gratultles .. . .o
Contributions to Provident Fund .. .. e
Survey charges . . ..
Miscellaneous (to be spec1ﬁcd) - .. ..

B. Publlc Safety—

P B

Fire Fighting .. ‘e . ..
Street Lighting

Rewards for destr:. ction of wild anlmals. snakes and rcsts
Charges for the destruction of stray and rabid dogs .
Removed of pricky pear and rank vegetation .. ..
Other items (to be specified) ‘e .e e

C. Public Health and Convenience—

Water Supply .. . - -
Drainage .. .. .. . .
Supervision . v

Comerva.ncy

Staff for the trenching Ground (for the preparauon of compost)
Hospitals and Dispensaries

Veterinary dispensaries

Registration of Births and Dcaths - .- -
Vaccination . . -
Charges on account of Epsdemlcs
Burial Grounds . .
Markets and S]auqhter Houses e .
Public Washing Places . .

. as .
.

Cattle Pounds - .e e
Travellers’ Bungalows and Sarais .. .. ..
Public Halls .e -
Public Gardens .. . e
Clock Tower - .. .
Agriculture .. . .
Experimental Culuvanon .- .
Public Works .. .. . .
Ara’s and Jatras ‘e . .
Children’s Play Ground .o . .

D. Grants and Contributions—-

1.

From Government . . .

2. From Local Funds
3. From other sources

.

E. Miscellaneous—

Lo S

RrSwmNauna

Interest from municipal investments .. .
Conservancy receipts other than taxes .. ..
Copying and comparing fees

Supervision charges on account of work done for private individuals .

Sale of town refuse and manure .. . ..
Work shop roceipts . . . ..
Sale proceeds of old stores

Sale proceeds of voters’ lists and other mumc:pal pub]lcatlons
Process Fees and Legal Costs - . -
Miscellaneous sales . ..
Contributions from the P]II!‘I'Im Tax Fuad

Other Receipts (to be specified) ..

Sales proceeds of Government Securities and othet investments

Loans . - .. e ..
Advances .. . .. v ..
Decposits . e . .- ..
Realisations from sinking fund for repayment of loan .
Depreciation fund .- .. ..

Pilgrim Tax Fund
Other Funds

P )

Opening Balance on lst Aprll 19 m Trcasur_:,r;’Ban
Deduct—Cheques outstanding .. ..
Net Balance as per Cash Book .e - ..

[ )

Tolal ‘E’
Total Receipts

a v v e .

P Y
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Committee in the .........covuvuunss Creeseebesearennseiranessttitarennssansnnannsessesnss district for the year 19 -19
Budget grant
' (inciuding
Expenditure Amount  re-appropriations
sanctioned
for the year)
Rs. Rs.
D-Public Insiruction—
1. Primary Education ., - . . . . .
2. Secondary Education .. . .

.
.
- s
-
.
-« = w
.
.

3. Libraries, Muscum, Menageries, ete.

Total*D* ..

E-Contributions— ' .

+u

1. Transfer to capital account for original and capital works Vide Appendices C and D
2. Other contributions {to be specified) .. . ..

Total‘E’ .,
F-Miscellaneous—

1. Interest on Loans . .- . e . .
2. Discount on Loans e e e .e .o
3. Payment into Sinking Funds . . e .e .o .o
4. Payment into Depreciation Fund .. .- . e .o
5. Payment into Renewal and Replacement Funds . . - .
6. Election charges e . . . .. . -
7. Census charges - : . . . .e .e ‘e
8. Expenses in connection with suits and prosecutions . - .
9. Recoupment of Salary Reserve Fund e e . .. ..
10. Contributions to Water Supply Reserve Fund . . - .- . .
11. Other items (to be specified) ‘e . . .o - .
Total *‘F’ .,

Total Expenditure .,

Investments—

In securities (other than Sinking Fund)
In Savings Bank—
Payments to Sinking Fund . .
Repayment of Loans . . .
Advances .. ..
Deposits—
Expenditure from Depreciation Fund
Transfer from Pilgrim Tax Fund
Expenditure from other Funds .
Closing balance on 31st March 19 !

-3 e

In Treasury .- . .
Dedyuct—Cheques Outstanding - T : . .
Net balance as per cash book . . e

Grand Total
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FORM 28-—conid.

Investment Accountof........

......... trtrsiesennnenersnanas.Fund . Rs.
Opening balance on 1st April 19 . . .. . . e i sees
Investments made during the year o . . . - .. e i eeieean
Total
Investments matured during the year . . .o . ..
Closing balance on 31st March . e . . .. .- —
Details of closing balances— .
Cost price Facevalue
In G, P, Notes . . . . o . v ve eerrsecare
In N. 8. Certificates .. .o .e s . . e er seeseasins eree evees renae
In fixed deposits .. . . . . . .. e e e .
Total
FORM 29
(Seeule 61).
STATEMENT OF FLOATING ASSETS AND LIABILITIES OFTHE .......... MUNICIPAL COUNCIL
ASON3ISTMARCHI®. ...ccvvuvvnnn.
Liabilities Assets
Rs. p. Rs. p.
. Deposits ., . . . .e
2. Undischarged loans ., . . 1. Cash balance—
(q¢) inhand ., . .
{b) in Bank or Treasury e .
3. OQutstanding bills—
{a) Octroi refunds . . .o 2. Investments e - .e
(6) Other Bilis . . . 3. Advances outstanding .. .- .
4. Unspent grants and subscripition ,. . 4, Taxes not recoVered—
. Loans and advancestaken form specialfunds(to {d) Arrears .. .
_ be given separately). (b} Current . ..
6. Special Funds . . . 5. Demands outstanding—
(a) Arrears .. .- .
() Current .- . .-

6. Grants form Government due to the Municipal
Council.

7. Special Funds (cash balance and investments
to be given separately).

Total .. Total ,.

Note.—Only such arrears of taxes and other demands are not time-barred and for the recovery of which the Council is not
precluded from taking legal steps, shall be shown as assets.
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FORM 30
* {(See rule 64)
Octroi Receipt Octroi Reocipt
Book No, Book No,
Receipt No, Naka ............Municipal Council Receipt No Naka ........Municipal Council
Name of Importer Name of Importer
Ovwner Owner
Address :— Address ;—
Description Kind of Weightor Rateof Octroi Amount |Description Kind of Weight or Rate of Octroi Amount
of goods conveyance Value of Octroi | of goods conveyance Value of octroi
or load Amount Per paid or load Amount per paid
(@) ()] (a) )
1 2 3 4 5 1 2 3 4
Vide Serial No. in Railway Rs. P. ¥ide Serial No.in Railway Rs. P.

Invoice Register/Customs Invoice Register/Customs

manites to (in respect of manites to (inrespect of -

goods impoiled by rail/ goods impoiled by rail/

steamer). : steamer).

Total .. - Total .. <
Total Rupees (in words) Total Rupees (in words
Time of Import Time oli‘ Im[gort )
Date ......cocevrnnacnsnnrs Date .voiiicinnrnienrannens
Si . .
lﬁ:uk“nnd Naka Signatyre of Naka
, Karkun.
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FORM 31
(See rule 65)

. eerressesseeaaias e Municipal Council
Collection Register of Octroi for the year 19 — 19

P \ 11 <1

Date Receipt No. and Name of importer or Description of Kind of conveyance
Book No. owner taxable articles. or load.
1 2 3 4 []
Total ..
Weight, number or value Rate of Octroi Amount of Octroi Remarks
6 7 ] 9
Rs. P. Rs. P.
Remitted 10 ... i it iiiiiemcanarannees asperChalan No. ... ... i i iiinee e,
Signature of Naka €lerk.

V 4546—11
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FORM 32
[See tule 66(1))
Receipt for deposit in lieu of Octroi Receipt for deposit in lieu of Octroi.
BookNo. ......... Cesernen Receipt No. ...ooveva BookNo. ......... vesrrue Receipt No. ............
Nakd oo eeoeens Municipal Council Naka .......co00n00a0 Municipal Council
Nameofbcposi!o.l'..:.......'............,.. ..... rreeaenes e Name of DepOSHOT v.veressrsnreasesssssnonsssernnansaisns,
AQIBSS +uvevuesrrsereeesnessaonsasssoseorsennsnnsensnsene ADIIESS «.\eerrenseineantieeesessirntserasnsrsenssarsnnens
Number Rateof  Deposit - Numberof  Rate of Deposit
Description of goods of packages  Deposit  Received Description of goods packages Deposit  Recrived
or boxes or boxes.
Amount per " Amount per
@ @ ()
1 2 3 4 1 2 ‘3 4
Rs. P. Rs. P Rs. P. Rs. P,

Total s .. Toml e
Total Rupees (in words) Total Rupees (in words)
Time of Import Time of Import
| &7 LT Dale tiiniiinniennnas

Signature of Naka Karkun. Signature of Naka Karkun.
(Reverse of Form 32)
Octroi Superintendent's arder
Claim admitted or barred by time (vide Receipt No. )
Pay Rs. P.

in cash from the payment advance.

Octroi Superintendent.

. Tayee's acknowledgement

I acknowledge receipt of the amount entered on the payment order, namely ;—

Rs. P.

Signature of payce,

Note 1.—The invoice for the goods mentioned in the receipt should be produced within
Note 2.—The claim for refund of deposit should be made at the

of the invoice for the goods.

days from the date of import.

Head Qctroi Office within days from the date of production

Note 3.—Failure to comply with the instructions contained in either of the above notes shal} enteil forfeiture of deposit
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FORM 33
[See rule 66(2)]
Chalan for remitiance of Octroi Deposit Collections
No,

Naka

To be filled up by Naka Clcrk.

Serial Date  Receipt No. Name and Descriptioh No. of packa-  Rate of Deposit Amount  Valuation of
No. .address of  of goods  ges or boxes —_—_———— - deposit reco-  packapes of
importer or Amount Rate vered boxes
owner
I 2 3 4 5 6 7 8 9 10
Rs. ' Rs.

To be filled at the Head Octroi Office

Date of pro- Dato of re- Serinl No.  Octori pay- Receipt No. Balance due Total amount Deficiency Initials of Remarks

duction of payment  in payment able or adju- and date  to depositor repaid paid by officor
invoice Register sted _ depositor
11 12 13 i4 15 16 17 18 19 20
Submitled to the Octrai Superintendent for verification and credit Checked and agreed with the duplicates of receipts issued by
of the amount to the municipal funds. the Nuka Clerk.
Dats Naka Cierk. Date Octrol Superintendent.

Cash reoeived and entered iq
Accountant.

Date : Treasures

Authorised officer.

’ 1

V 4546—1l1a
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FORM 34
(See rule 67)
Octroi Receipt Octroi Receipt

Book No. Receipt No. Book No. Receipt No.

Importer Importer .
Name of ———— Municipal Name of—— Municipal

Owner . Council Owner Council
Address : Address :
Number Descrip-  Weight, number Differ- Number Descrip-  Weight, number  Octroiduty  Difler-
and date tion or value Octroiduty enceof and date tion or value ——————— enccof
of receipt of Octroi  of receipt of Paid at Pay- Octroi
and name  gocds at Naka By Paidat Pay- recover- and name goods at MNaka By Naka able recover-
of Naka Octroi  Naka able ed of Naka Octroi ed
from which Inspector from which Inspector
imported imported

1 2 3 4 5 6 7 1 2 3 4 5 6 7
Rs. P. Rs.P. Rs P, Rs.P. Rs.P. Rs. P,
Total ..

Total

Total Rupees {in words)
Date

Signature of Octroi Inspector.

Total Rupees (in words)
Date

Signature of Qctroi Inspector.
N +



FORM 35
[See rule 68 (1), (2)]

Railway Invoice Register for the year 19 -19
R £ Municipal Council

Serial Date N('). and Place from Name of Name of Description No, of Weight Value as per Rate of Octroi Octroi actually  No. of octroi Initials of ) Remarks
No. date of which  consignee addressee of goods  packages declaration or . charged reem?ts with date  Qctroi Superin-
Railway despatched : invoice . of collection tendent
Receipt ‘ ' _
1 2 3 4 I 5 6 7 8 9 10 1 12 13 14 15

Rs. P,
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FORM 36
[See rule 70 (2)]
Octroi{Tax Superintendent's Collection Register for the year 19 -19

’ Kind of taxes and their amounts
- Date Serial Name of Naka or Station,

No. Ward or Circle : -
Octroi Transit goods  Octroi Deposits Toll
deposits ‘
1 2 3 4 5 6 7
Rs. P. Rs. P. R~ P,
Kind of Fees and their amounts
Total Chalan No. and date Initials of Accountant or
. Cashier.
Escort fee Transltgort pass Other fees.
ee.
8 9 10 11 12 13
Rs. P Rs. P, Rs. P Rs. P

Total :m—
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FORM 37
(See rule 71(1)]
person ! _ .
Declaration Form for Articles imported by a mercantile firm  m account current with the .euvenerceenscncscssarscsessen
blic bod
Municipa! Council, w y
(7]
The Clerkat  ....ccevvcreccvrnesenseseNaka,
Sir,

Pleasepermntot.bclmponedby.. . . . Nahthel'ollomnnmclena.loerln\rommﬂl..................
No...................produoedbeumthandmnpmtheref or -~ i
Sebe Rate of Octrol '

Namd of Importer No. and delcriptlon of Dua‘iplion of Weight or value Amount of Octroi
packages articles Per Amount recoverable
R 2 3 ‘ s 6 7
Ra. P. Rs, P, Rs. P.
Total ..
1 do hereby declare that the contents of this application Dues entered in Account Current.

have been truely stated.

------------------

Signature of Manaser

verlfied and pass issued vide No. eevs.coeersncercn dated cuvininnes crnne Date ....... ereenaanan.,

eenssuna sesnrsgneews aaacaammsesstraeibrrnnaa

Naka Clerk Octrol Superintendent,
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FORM 38
| [See rule T3(1)] .
.................... Municipal Councll | eieeeesreeesveeesens. . Municipal Council
Book No. ....cves.s . ssecesanss Naka Book No. ...vseveas vensen «s«-Naka.
Seria! No. Serial No.
Counterfoil of pass Pass for goods imported by ........
Name of person: s or body) | 1
(Account Current) ' - - Account Current. oo
Description. o, Na, :?m!.ion Du:'j&tllgl.z ol" Weight, or w.
(
Date seasncenverceooes 1 Date .oevvriivnnnernnnnnn., 19

--------------------

Naka Clerk
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FORM 39
[ See rule 71(3))

Account Current with individuals, firms or Public Bodies for Octoroi dues from them

NaDIG LR R A A A R RN P Y e TR Y TN RN R Y

Dr.
Date Serial No. of No. and description Description of Weight or  Rate of Octrol. Amount of
Declaratwn. .. ofpackages. - ;s articles, value. _Octroliﬂmcuver-
able,
1 _ 2 3 ; 4 5 6 7
Receipted Octroi Import Bill. . .
Initials of Octroi Date Amount.  Initials of Octroi Remarks.
Superintendent. [Date. B No. Superintendent. ‘
8 9 10 1l 12 13 14
Rs., p.
FORM 40
{See rule 72)
Megascnnestrvennsasetaranasanenen teeereeresestecererraannranns +++v+.+.Municipal Council
Octrol Refund Ledger for the year 19 -19
Date. Serial No. of Name and address of Original import Description of Quantlty, numbcr Rate of Octroi
application. persen claiming the roceipts, goods to be
refund. exported. Amount per
No. and Amount
date,
1 2 3 4 3 6 7
Amount of Initials of refund Date of Serial No. of pay- Amount of Deduction, if any Excess Initials of Remarks.
refund payable. check, payment. ment register. refund paid. made. recovered. refund clerk.
8 9 10 11 12 13 14 15 16

Mono-A-V 4546—12
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FORM 41’
[See rule THD] ! .
cesmensesee nessssreseseasnensinas Municipal Council.

MNO- ........,,..................’..‘.’..... ..... samERw spense Toll Rmipt Nﬂ- -------- tesnne sebsessenentasRiRUONguny

Nab...-......... ..... YRR IR R R R R L AN A AL L A R A VedetpasnRaARRANE RO R RRS

-

Description of vehicle of ADIMAL .vvevierrreessrirssserssscasiatsssannsoransiristaaneas vereesenasananes T

M

FﬂwvalmR&,......nu-un.u-------...-----Q---.o.-

(‘mwoms) :-'l....llll"ll.l!‘l.l..'lll!.'!i.‘...l'll

Dam .-.....-...n...........anloana-coono--.--.-u------------n--

N
Tim YR T e s e e R R R R N N R R RN R R R

FORM 42
[See rule 73 (2) and (5)]
.................................... Municipal Council.
Collection Register of Toll  receipts for the year 19 -19 .-
Naka :—

Date. Book No. Receipt No. Name of payer. Description of Rate of Toll Remarks.
vehicles and animals.  Toll. Collection.

1 2 3 4 5 6 7 8
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. FORM 43
(Seerule 74)
...................... Municipal Council.
Assessment list of buildings and lands liable to taxation for the year 19 -I19
CRN [ T [
19 -9
- 19 .19
« Serial NameofStreetor  Property No.  Description of Name of Name of Estimated Annual Annual rule
No. Division or Circle. property. owner. occupant, Letting value. of Igtortion
- out.
1 2 3 4 5 6 7 8
. . Amounts of taxes assessed.
Estimated annual Annualrent 10 per cont deduction Rateable value of
rent of mrtion of building O Tepairs, etc. building or land.
net let, or land.
Tax* Tax* Tax* Tax* Total
9 10 11 12 13 14 15 16 17
e Signature of the Authorised = Remarks incloding reference
Results of appeals and subsequent alterations. Vatuation Officer/Chairman to orders in the case of
Rateable building or land. of the Standing Committee subsequent increases
if no Valuation Officer and decreases.
Tax* Tax* Tax* Tax* Total. has been appointed,
18 19 20 2 22 23 24 25
(Entries to be made at the end of assessment list from year to year).
1, Total Assessment RS, ...ociciiiinnnnsinnien
2. Total Assessment for the year 19 -19
3. Total Assessment for the year 19 -19 RS ceviirvcvasctsnncans
4, Total Assessment for the year 19 =19 RS iovenssnnnssrnenses esee
Increase or decrease during the year 19 -19  as per Increase and Decrease Registef RS, ..iuvvivecinisiianaa, “resaresacas
Increase or decrease during the year 19 19  as per Increase and Decrease Register Rs. ... essassrons aussans wessassenann
Increase or docrease during the year 19 <19 as per Increase and Decreaso Register Rs. ... FEREITED rersremsssarens rsees
Increase or decrease during the year 19 <19 as per Increase and Decrease Register RS, ..uvccnicrretnnarinnresscncnnnnnss

*Here enter the name of particular tax.
V 4546—12a
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FORMj44
[See Tule 75(5)]
......... trveaimeceseeretaccsssisasasssnssnnssnsnss o Municipal Council,

Register of objections to Assessed Taxes for the year 19 -19 .

Serial No. Name of applicant House 8r  Date of Service Date of receipt Assessment objected to Nature of
. ) ) ] Property of Public or of application objections
No. Special notice =~ © 7 Valuation Amount of Tax
1 2 3 b 4 5 6 7 : 8
Assessment confirmed Date of decision’ Bri?_ffnom; of orders  Signature of the authorlsed
: if any) passed Valuation Officer/Chai
Valuation . . Amountof Tax of the Standing éon?;“'%a; Remarks,
if no Valuation Officer has
- S, ) been appointed, _
9 ‘ 6. - .- . |
! . i 11 12 13 14
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FORM 45
[See rule,75 (6))
srtessenanessenananess-- Municipal Council
Register of Building Permission . .

Serial No. Ward No.

House No. Owners’ pame Nature of construction Date of application

ta

Date of permission

1 2 3 4 5 n'-—6 e s ! 7 Ve
oy
Date of completion Date of occupation  Pate of intimation to Date of assessment  Amount of assessment  Remarks
[ = ] Tax Department
8 9 * 10 11 12 13
FORM 46 .
[See rule 75 (7)]
ftteestreescecetreenaenaeannns Municipal Council
Register of Increases and Decreases of Assessed Taxes for the year 9 -9 .
Serial No. Month and date Name of Ward, No. of property in the Name of assessce
Division, Circle Demand Register
and Street
1 2 3 4 5
i-‘l
Original assessment Revised assessment
Rateable value Amount of Tax assessed Rateable value Amount of Tax assessed
6 7 8 9
Difference between original and revised tax et '
Authority for enhancement ' Remarks
or remission
Plus Minus
10 1 - 12 . 13

Note.—If there are two or more assessed taxes, separate columns for “amount of tax assessed ™ for each such tax shall be added in
columns for original and revised assessments. Similarly additional columns for “ Plus and Minus ™ for each tax shall also

be drawn.
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FORM{ 47
[See Tule 76 (1)]

Municipal Council

Demand Register of Assessed Taxes for the year 19 -19
.................... ward or Circle
Demand
Serial  Name of Street Properly Name of the person from
No. No. whomtaxisdue = ....iiiiiien.. Tax
: {owner or occupicr)
Year-wise Current Interest Total Year-wise
ArRars Demand Arrears
1 2 3 4 5 6 7 8 9
Rs. Rs. Rs. Rs. Rs
.................... Tax cesreneenaneaa.. Tax, Collections.
Current Interest Total Year-wise  Currant Interest Total Grand Receipt Date of
Demand Arrears demand Total No. collection
10 11 12 13 14 15 16 17 18 19
Rs Rs. Rs Rs. Rs Rs. Rs. Rs. Rs. Rs.
Year-wise Current Interest “Total Ye:r-wise Current Interest Total Year-wis
Arrears Demand Arrears Demand Arrcarsc g‘eﬁfgh
20 21 22 23 24 25 26 27 28 29
Rs Rs. Rs Rs, Rs. Rs Rs. Rs. Rs. Rs
Remission/ Discount
Interest Total Grand / Balance (li{rgﬂj%‘;s
Total Tax Tax Tax Total Tax Tax Tax Total rcfcrenog
to orders
sanctioning
Temission)
30 k3] 2 33 34 35 36 37 38 40 41
Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs. Rs.
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FORM 48
(Seerule 77)
Bill of taxes for the period ending »........... rertistarnsasnnnas
....................... vescsssnsassess . Municipal Council,
O, corrrreiiiii ittt iiisiisestssctcnansnnnnnssnsnnnas
NAIIE  vuirnierninriutenneneneeeaesaneraemneenasrnnssnsenns
AdAress ..ueeeeiieiiriiiiisiiiiiiiiaittnairaaieretneranass .
Serial No. in Demand Register .....cvververecennnnnenianeecnss
The taxes shown in column 3 ip the margin amounting to RS. . .....vuverirvaasees areduc fromyouinrespect of ou.uvecvnenvennsas
and you are requested to pay the same to the Council within fifteen days from the presentution of this Bill,
Name of Tax Previous Current Total
arrears demand
1) ¥ ) )
If, within the said period of fifteen days.......... secesassiansesasnaasen sieans

(q) the sum demanded in this bill is not paid ; or
{b) po cause is shown to the satisfaction of the Chief Officer, why the same should not be paid ; or

(¢) no appeal is preferred according to section...... ereeaemmaseaas of the Maharashtra Municipalities Act, 1965 ; a notice of
demand will be upon you for the payment of the said sum.
Office, Municipal CounciL
Dated.....ooveverasenne, tesenraneas 19 . Chief Officer.

. Note—The amount shown in column 2 in the margin should be paid along with the current demand.

FORM 49
[See rules 78(1), 83(4), 85, 86(4) and 96(4))
................ Municipal Council
Recelpt of Taxes
BOOK INO. ..cvicistisnannsannssasnannannnans
Receipt NO. cocuveieetcnnnerrrssnsnssnsons
Received ITOm ... oviiiiiiirescsneorransvnssncsnares Owner/Occupier of property NO. .ouvnereninnnrennane Street......... .
Circle/Division the sum of RS, ..cvcvenerivennnnras €Gnwords al80) ......c.cinniiiiiinatnenaan. veanenanis on aceount of the
following taxes for the year 19 -19 .,
Bill NO, «vvvennsnes eersireerriuenenaeins Serial No..... in the Demand Register,
Amount received
Name of Tax
Arrears Current Total
Rs. Rs. Rs,
X E NN NN NN NN I sapasBgeda sespanws ap¥Tpanpan T“ Tl LR ]
I EIFEERER N RN NN NN ] [ EAFENNER NN RENNENFYN ] e Tax ae aa
[T E YR IEEER RN R RN N s Sgspamesseunsgsanpn Tax e e
Total
Minus discount
Notice fee Rs.
Warrant fee Rs.
Other costs of recovery Rs.

Grand Total Rs.

Datell.I....IIl.l.. lllllllll 19 [ ]

Tax Collector/Chief Officer.



FORM 50

[See Rule 78 (3)]
Daily Collection Register of TaXes for the year 19 —19

...... Municipal Council.

Names and amounts of Taxes collected

Receipt  Namie of House No. or Tax
! ate No. and Tax Demand Tax Tax
Book No. payer Register No, Arrcars Current Total Arrears Current . Total Arrears - Current Total
1 2 3 4 5 6 7 8 9 10 11 12 13
Rs. Rs, Rs. Rs. Rs. Rs. Ra. Rs. Rs,
Total o
— 0
=
Notice fee Warrant fee Other costs of recovery Discount, if any Total of each receipt Remarks
14 15 16 17 18 19
Rs. Rs. Ras. Rs, Rs.

Total .
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FORM 51
[Seerule 81 (2)]

Recister of Notice and Warrant Fees for the year 19

o a et e et e e AMunicipal Council.
. Date of Notice fees Recovery
Name and address  Amount  Serial No. Amount Amount  Serial No,
of taxpayer. due  of Notice. Issue Service Amount of  Receipt No. Interest Written  of warrant
notice fee and date off
1 2 3 4 5 6 7 8 9 10 11 '
Rs. Rs. Rs. Rs r
Date of Warrant fees Balunce
Issue Execution Amount of Recovery Anwount written oft Nolifé fcé 7 Warrur;l |_I.‘C_ _R:rr.'_.srks
warrant fee
Receipt No. Amount
and date
12 13 14 5 16 17 (1 19 20
Rs. Rs. Fs. Rs. Ry. 7
FORM 52

[See rule 83(1)]

Assessment list of companies and persons liable to the Tax on professions, Traldes, Calling - and employ meni

by e i Municipal Council
Year ... ..ot
Name of Trade. Profession Information regarding previous yecar
Serial orcalling or — e
Nao. Company Person employment and Address Number in Taxable Tax
date from which assessment income tinally
it commenced list assessed
1 2 3 4 5 6 7 8
Assessment by C. O. for current vear Result of appeal .
_ — —— e —————— Numkerinile  Remarks
Taxable Rate at which Amount of Taxable Amount of Demand
income tax assessed Tax assessed income tax assessed Register
9 10 11 12 13 14 15

V 4346—13
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FORM 53
[See rule 83 (2)]

Register of objection to tax on Profession eic. Year

Trade, Profession or Information regarding previous year  Assessment by C. O.f
Name of callings or employ- Secretary for current year
Serial ment and date from Adderss -
No. Company Person  which it commenced N.D.in Taxable  Finally Taxable Tax
. assessment, income  assesse income assessed
List
1 2 3 4 5 6 7 B 9 10
Date of Nature of Date of Final assessment by -  Remarksof Signature of
- - objection hearing and Profession Tax Committee Committee Chairman and  Remark
Service of  Receipt of decision - if any member of
notice objection Taxable income Tax the Profession
Tax Committee
11 12 13 14 15 16 17 18 19
FORM 54
[See rule 83 (3) ]
Demand Register for tax as Professions, Trades, callings and employments.
Year Municipal Council.
Name Demand i
Serial Address l\ll{:c ::{’5
No. Company Person Arrears for Current Total date
previous Demand )
year.
1 2 3 4 5 6 7 8
Collection Remission Refund Balance Rt;mdqus in-
cluding re-
Arrears Current Total ference to orders
sanclioning re-
mission or
refunds
9 10 11 12 13 14 15




@l
FORM 55
[See tule 84(1) ]

Assessiment Register of persons liable to pay tax on Cinemas, theatres, circuses, carnivals and other performances and show Tax.

Serial Name and Place where  Description Date of Amount of Amount and Initials of
No.  address of the show/ of the show/  Receipt of Tax Date from Authorised Remarks
persons liable  performance/ performance  notice from Payable which Tax Officer
to pay Tax Cinema/circus/ etc. the proprietor/ is recovered
Camivals will Manager
take place.
1 2 3 4 5 6 7 8 9
FORM 56
- [See rule 84(2) ]
Demand Register of Tax on (income), Theatres, Circuses, Carnivals and other performances and show tax.
reraenes Ceeabecsresturartaraas Municipal Council
Number in the Demand Nuomber and
Register of Name of person — date of
Cinemas, Theatres liable to pay tax Arrears #  For first Remaining Total receipt
et¢., show tax six months six months
1 2 3 4 5 ] 7
Collection Remarks includmg
Refunds Balance reference to orders
Arrears First six months Remaining six Total sanctioning refund.
months
8 9 10 11 12 13 14

4546—13a
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FORM 57
{See rule 86 (1)]
Register of Advertisement

vevans weveansranssses.Municipal Council.

Name of the person  Descripiion of land, 'Name of the owner Description of advertisement - Date from which the

from whom thetax  building, or structure or occupier of the —=——  advertiscment is
Serial is due and his address upon which the ad-  land etc. referred to Nature Size Contents erected, exhibited
No. (i.e. who erects, ex- vertisement is cre in column 3. or fixed.
hibits or fixes the ad-  ected, exhibited
vertisement) or fixed,

2 3 4 5 6 7 8

Date on which Amountof Tax  Details as to com- Results of appeals Amount of Tax Initials of Authorised  Remarks.

written permission  payable on the position paid Officer
is granted by the advertisement per
Council. month.
9 10 1 12 13 14 15
FORM 58
[See rule 86 (2)]
Demand Register of Tax on Advertisement
cererrereaan Ceevenans «Municipal Council,
No. in the Name of person Monthly rate of Period
Register of liable to pay tax ° Tc:;ﬂ:x“‘g“‘e“‘ Arrears
advertisement Tax u
1 2 3 4 [ 6
Collection
- Total Refund Bala Remarks including
Arrears No. and date of receipt (l(g)columns each for amonth) collection nce s;:g'.:g“‘i‘“ to c'!rd::irs
ctioning refund or
(a) discontipuance of
‘ advertisement
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FORM 59
[See rule 86 (3)]

Register of objections to Tcxes on advertisement

. : Nature of objection
S;Ina] }Qala‘me and afd?‘ss Name oi‘tl;e l:)wnei"‘. No. and date of
o, ofthepersonliable occupier oftheland, permission of the Reg. details of Reg. amount  Any other nature,
to pay Tax. on which an Chief Officer lands, building, ¢=u:._‘f of Tax, W T et
advertisementis allowingtheerection, . ) o
erected, exhibited or  exhibition of the b e v

fixed. advertisement.
1 2 3 4 5 6 7
Date of Decision. Brief note of orders Tax payable after Signature of the Remarks.
if any, passed. decision. Chairman of the Standing
Committee.
8 9 10 11 12
FORM 60

LSee rule 87 (1))
Assessment Register of persons liable to pay tax on vehicles, boats and animals.

eeesesss » Municipal Council.

Description of vehicle, boat or Amount of tax payable.
Serial Name of persons liable Place where animal taxed.
No. to paytax and his vehicle, boat or -
address, animal is kept. Number Kind Rate of For the first For the 2nd-
tax for each., balf year half year
1 2 3 4 5 6 7 8

Result of I
It of appeals Initials of Authorised Remarks

Particulars of

composition Description of vehicle, boat or animal taxed Amount of Tax Officer.
made.
Kind Ratcoftax for  Forthefirst  Xorthe second
Numbet ! each half year. half year,
9 10 11 12 13 14 i5 16




102

EORM 61’
[See rule 87()]

tvvevasreneecres s Monicipal Councit

Demand Register of Tax on vehicles, boats and animals for the year 19-19 ward of Circle.

Seria] Number and Number of Vehicles, boats and animals Demand Collections
No. address the Assess- - — -—
of the ment Number Kind Rate Arrears Current Total Number and
tax Register for each date of
payer 1st half 2nd half receipt
year year
1 2 3 4 5 6 7 8 9 10 11
”
Collections—contd. Remission Balance
— Ren.arks
Current Total Current Total Arrears  Current Total
Arrears Istbalf 2nd Haif Arrears 1st Half 2nd Half
year year year year
12 13 14 15 16 17 18 19 20 21 22 23
FORM 62(a)
T T (See rule B3)
REGISTER OF PRIVATE PiPE CONNECTIONS
Number of connections Serial numbers of connec- Serial numbers of connections
at the beginning of year tions newly made during p:rmanently cut off during Number of connections
L the year L the year at the end of the year
Domestic Non-damestic Domestic Non-domestic Domestic  Non-domestic  Domestic Non-domestic
| 2 6 7

3 4 5

——— —
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FORM 62 (B)
(See rule 88)

Register of house connections

(1) Serial No. ..o i i i e
(2} Name of strectorcircleand Ward ....... ..o vnnenvnna..
(3) Numberof premises ...... ... ... ... ... ccciiiiiiininann.
(4) Description of premises* ............. .. iiiiiiiinn..
(5) Nameofowner ..., .. ... ittt ireraeennnn
(6) Nameofapplicant ..........ccoviieii i iiiinnninn.
{7) Serial number in the application register ..................
(8) Date of completion of connection ..........covvrviinn.n..
(9) Purpose of water-supply, domesti¢ or non-domestic ........

(10} Is the supply under watcr tax asscsament, ferrule rates, purely by
meter by measurement, composition, ¢t¢. . ... . .00iee...

(11) Sizeof ferrule . ..uurnnt e e e
(12) Size of communication pip® ...............iiiiiiiiiia.e..
{13) Number of stop-0cks ......ivei it iiiiiiieernannanns
(14) Size and position of stop-cocks ... ... ... i
(15) Numberoftaps ...ci.envieoeeiiovninenaaian, e
(16) Size and positionoftaps ....... ... ...l
{17) Number and position of shawer baths, cisterns, ete. ..........

(18) Date
(19) Size

Reductionof ferrule ..o i e,

(20) Date

) Enlargement of ferrule ...... Ceressitiai e
(21) Sizo

{22) Dateof fixing meter ... .. ... ittt it
(23) No.ofmeter . .iiiiiiiieeiisroinacsnnnnerrissssnenrnenns
(24) Size of themeter ............ Ceararanea ettty
(25) Date of removalofmoter ...........vvvvnnees Crraaraann,
(26) Date of permanently cutting offzeanection ...............

(27) Remarks ......eevecnesns G ariereaarstetusesraransaanns

& Note.— The entry in this colurgn should clearly show whether residential buildings, bungalow, temple, mosque, school, dharmashala,
garden, factory, shop, etc.
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FORM 63
(See rule 89)
Meter Reading Book
Page of previous year’s fegister .uveeeerarinsasscarsosrans

Name of registered consumsr  ....ccveenss tevaeemanns ceareansena
Purpose forwhichwateristaken .......c.ieviriieiinranniineenes

Street
House NO. ... iiiiiiiitiiinesnnarearnons cetesrresaen Ward . .

Circle Description of premises
Number and description of meter ..ot ivrsiiniencnrivasnincens
Date Of fiXIDg MEtET oL .. veiniinenrornnssarorarosnnnsasresss
Dateof removalofmeter .......ciiiiciiiiiransnetcensiniraness
Rent Of meter Pef MENSEIM o v v vvvevumrinesnsansonsnsarsanecnsrane
Rateofcharge formeter ....ouvvevericrrnaocounsruerocanennens
Number of entry in the demand register ...vovvuneeeriniinenann.n

Signature of Municipal Engineer or Water Works Engineer.
Month for which reading is taken Date of Meter Actual monthly Initials of Water
reading rexding consumption Works Inspector Remarks
i 2 3 4 : 5 6

Last reading brought forward. .
April ..
May

June ..
July ..
August
September
October
November
December
January
February

March

_Carried OV B0 DA, .. sttt ivnet ot ssnnerensns Cieeeeanan of register for 19 19 .,
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FOM 64
{See rule 90}

Dzmand Register in respect of charges of water rate fixed for supply of water by measurement for the year 19 -19

Serial Nams2 and House No.  Connection Water Connections Demand
No. address of Register - -
the rate payer No. For what Size of pipe Rate  Periodof  Arrears  Current Total
Purpose  ormeter instalment
reading or
other
. particulars
1 2 3 4 5 6 7 g 9 10 11
Collections . Remizsion Batance
e e ——————————— — ~--—Remarks
Numberand Arrezrs  Current  Total Arrears Current Total Arrears Current Total
diste of
receipt
12 13 is 15 16 17 13 19 20 pd | 22

V 4546—14
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FORM 63
[See rule 94(1)]
Notice of Private Scavenging Service
..................... .Municipal Council

Date 19
(1) No.
{2) Name ‘e .
() Address . . .
(4) Fee or cess to belevied Rs. .
(5) Date of commencement of sexvice
(6) Date of service of notice ..

Chairman,
Council or Authorised Officer.
Eatry in Demand Register at item No.
Tax Superintendent.

’

Notice of Private Scavenging Service

------------------

{1) No.
(2) Name

{3) Address

) Tik:ntierthat private scavenging service will be rendered by
th: manigipality from 19 , in respect of the latrioe attached
to house No. , Stroet , Wa
amoaunt of c2ss or fee that willbe leviea according to the
sanctioned scale is Rs. per . Inthe absence of
a reply to this nctice or of a notice of discontinuance of the

servic: fromyou the Liabiliy for the payment of the cess or fee
will not ccase.

+5) Date of service of notice

L]

. . Municipal Council

Dated the ..........19

Council or Head of Municipal Offier .

LR RN
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FORM 66
[:See tule 94(2)1
Demand Register of Special Sanitary Cess for the year 19 -19 .
Ward/Circle

Number of
persons or Demand

Serial  Name of the House No. Number of families Rate
No. cess-payer scais using the Period of Arrears Current Total
latrine instaiment

1 2 3 4 5 6 7 8 9 10

Collections Remission/Discount BRalance
Remarks

Number and Arrears  Current Total Arrears Current Total Arrears  Current Total
date of receipt

11 12 13 14 15 16 17 18 19 20 21

V d346—14a
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FORM 67
[See Rule 94 (4)]

Sarnitary Inspector’s Report of Private Scavenging Service for the quarter ending 19

To be filled by the Sanitary Ipspector To be filled up by the Tax Superintendent
Date of Entry in Demand Register
Serial Name of Party Address Initials of Remarks
No. Commence-  Disconti- No. Increase Decrease poster
ment of nuance of
service service
1 2 3 4 5 6 7 8 9 10

Station Sanitary Inspector, Municipal Council.
Dated .
Tax Superintendent.
FORM 63
[See rule 96 (1))
Assessment listof .......... cevean0fthe (oo .., v+« Municipal Council
Serial  Name of the person Complete Amount of a T: Amount of e Tnitial of the
7 ax (St te yearly/half i
No. liable to Tax Address leviable ycarly}’quar};'::r?y Aué)]};::::s:d Remarks
etc.)
1 2 3 4 5 6 7
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FORM 69
[See rule 96 (3))
Register of demand and colfections of the . . . ... Municipal Councit
Serial No. as per Name of Demand Tax"
No. assessment Tax ~ ,
register payer Tax Current Total Arrears Current Total
arrears
i 02 3 4 5 7 9
;L'
* Tax Collection Tax Tax
Arrears Current Total Grand  Receipt No, Amrears Cumrenit  Total  Arrears  Current  Total
Total and Date
10 11 12 13 14 15 16 17 18 19 20
Tax Remission/Discount Balance
Arrears  Current Total Total Tax, Tax. Tax. - Tax. Tax. Tax.
21 2 23 24 25 2% 27 28 29 30 31 32
FORM 70
[See rule 97(1)]
Pilgrim Tax Recelpt
.................... Municipal Council
Book No. ..covvenenes eessacass Receipt No. ...... feerriraeaens
Face Value ...cuivrcencasssnences .
R’- ----------------------- dVaalbsFsaa LR
(inwords) .......coooviiaiiannerieinan

DateofIssue ....coveee

N&k& Clel’km-s- speaKeusns e psWTRAFLFERY
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FORM 71
[See rules’ 97 (4) and 106 (2)]
Stock Account of face value tickels for the year 19 -19 .

fearaearerasstesseracssacnna Municipal Council
Face value tickets for Toll/Pilgrim Tax, etc.
Denomination of ticket .................. paise.
Opening balance Receipts Under whose super- Month
vision printed and
No. of * No. of Value Month and Tickets printed during the year (if printed locally) date
Books tickets a date
\ No. of No. of Value : !
Books foils
1 2 3 4 5 6 7 8 9
|
Issues Signature of  Signature of " Closing Balance
- - © person Naka Clerk R ks
Tickets issue authorising reo%ving the  No. of No. of Value emar
issue i
Name of No, of No. of Value “ ook Books ﬂclsets
Naka to Books tickets
which
issued
10 1 12 13
14 15 16 17 18 19
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FORM 72

[See rule 100{1)]

Water Supply Reserve Fund

Grand total with

Date

Serlal  Contribution Interest received on Total receipts Opening balance Fixed and other
No. made by the investment deposits
- Council Cash Investment

1 2 3 5(a) S(b) .6 17

Rs., P. Rs. P, Rs. P, Rs. P. e P Rs. P

Cheque Nos. Grand total with closing balance

Particular of on which the Total payment

Other payments Sayments amount is paid Cash Investment

3 9 10 11 12{a) 12(5)

Rs. P. Rs. P. Rs. P, Rs. P,

—

Note.—The entries in columns S(6),

7 and 12(h) should represent the purchase price and not the face value of investments.
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FORM 73
[See rule 101(1) ]

SaLArRY REstrvE FUunD

................ Mimieipal Council
Amount ) Grand total with opening balance
deposited in Interest on Total Fixed and
Date the Salary investments receipis Cash Investments Date other deposits
Reserve Fund -
i Caah in hand Cash in Bank
y . 2 “ 3 4 5 5(a) 5() 6 7
Rs. P. Rs. P. Ry, P. Rs. P. Rs. P. Rs. P. Rs. P.
1
. Cheque Nos. on G i i
Ol er payments Particulars of which the Total payment rand total with closing balance
' payments amounts are paid Cash Investment
8 9 10 11 12(a) 12(h)

Rs. P, Rs. P. Rs. P. Rs. P,

Note.- - The :nirics in columns 3 (b), T and 12 () should represent the purchase price and not the face value of investments
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FORM 74 -
[See rule 101(1) ]
Satary Reserve FunD

veersansensness Municipal Council .

Statement of establishments as on Ist Decernber

Names of persons

4
H

Number of  Scale of pay appointed to the post Actual Pay Allowances <" - . Total
posts attached to — drawn in : emolument
sanctioned the post .Original  Substitute the month of Dearness . CA. Other
. . Incumbant December allowance allowances
1 2 3 4 5 6 7 . 8 9
Rs. Rs, Rs. Rs, Rs. Rs.

V 4546—15

. mam  mas E——— ——
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PORM 75
[ See rule 102(2)]
{Counterfoil of license)
I S Municipal Council hrmmecerene v easisesateeaneasesrenarees .. Municipal Council
BookNO. ..oveenvcrnrens freetensassnee teeseneran Book NGO, teevvverncnnnannsnes License NO, ovcoiivierasnenns,
NO. toverrvcancnnsorcsrassranas Ceieeeens femrgassaceseins Whereas Shri .......... teaseversseranvane .. has paid to the
o ieveveesasecanaeanaras vv.+s. Municipal CouncilRs. ........:
Name of Licensee ........ -.‘. .......... cesane he is hereby permitted subject to the conditions mentioned below
Father's Name .. ........ BO® vnnecrracrcsnnnsns Lat@ ... sraresvraran with the
) fenessararanass ceeearsananen Municipal Council from ........
Addm I....l!.-.--I.'...".-'.I-.-‘lIl"'...I.....'l 19 to ..... AR sdBasEcanasn - 19 -
Trade ....oveevescosasnacs Cesasivemsrena eremanretarrus .e
Purpose of License ......... Mestessavianearsaras Desertption of Licensee
SHE sieveiviercniarnnannes Cesesasbaeraeeaeaenrattitnrens ‘Name Father's Address Trade  Remarks
Name ' ‘
] £ 14 19 toi9...... havareieeimrataneebees
Period of”License o . . 3 4 s
Amount paid RS. caceiiverrvetaieariocaensrsrraracenanes e -
Date . 19 .
Siznature of Licensing Officer. Signature of Licensing Officer.
Date ...... earnaes veees. 19

* Hore enler the purpose of license.
@ Hezo stato the area or place for which the license is granted.

Conditions of License .......

LR NN N

Tq: conditions under which the lioense is granted should be printed
tre,

If the licenses dasires to rencw this lieancc,- tbc applioation fors chrnnml hall
year in which the ptriod of the licenco expires. PP ¢ . : be wado befora the end of tho month of ofthe
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. FORM 76

[See rule 102 (2)]
Register of Li¢ensas for the year 19  -19 .

Period of License

derial NameofLicensee Address Number Dateof Nature of Amount Initialsof
Ne. of Licenss License Trade From To  ofLicense Authorised Remarks
s fee Officer
1 2 3 4 s 6 7 8 -9 10 1

— — — — —— —
i

. —————— e ———y —— v— + -~ — R
V 4546=1%a




116

FORM W
(See rule 103(2)]
Counterfoil of written Permission
rd
.............. tieeesessensesesseeee.  Municipal  CoumCL  .........eveieesssesesvesesaeceesaes  Municipal Council,
Book No. ....... Cirenas terersesnennans vevanns Book INO. teureeiensenririiaiatiotiiiictisisnienisaiina,
) L T sessicsesianannnennas resesensnansers No. .eciiieeiaianans ceseetnssrrantaaraen reeeaes
Name of applicant .......... ........ Shri Certentasensrrirsanntnannran . having paid the
Permission for temMpPOrary .c...eveeiiiiiiniamiaaiiiiieiiass crrieneaeeienenaiaaanenas Cennen vve-«  Municipal Council
occupation of :

the SUM OF RS +enurvreernnnnnneeasnnns » he is hereby.
Feesreceived RS. ...ocniiiniiiinniinneneentaonnnnens vesans Permitted to occupy temporarily.
Date of receipt ....ccvvviveiiinvenriennas cresven J from ...... ceenan eevess 19 10 siiiiiiiiiiene. 19,

a space admeasuring about ..............

Initials of Officer issuing from ......c.veue seseesresaseass. Toadfland in
written permission.
Ward No. ....ceeevuevnnenas-.q. Subject to condition
that........ L A
Initials of the Receiving
Officer. Date .......... trasecncannn 19 .

Signature of the Officer issuing
written permission.

Received Rs, ........... eve.. (in words)

on account of this written permission.

Signature of the Receiving Officer.
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FORM 78
[See rules 103 (2), 110 (2), 116 (2)]
Collection Register of Miscellaneous Receipts for the year 19 —19

Date of Receipt No. - Name of Onwhat Period for Nzme and amount of revenue collected Total
receipt  and Book No, Payer  account which due
1 2 3 4 b 6 7 8 9 10 11 12

Remarks

13

Rs. Rs. Rs. Rs. Rs. Rs. Rs.
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FORM 78

[See rule 106 (1))

L

................ viesrsenseseeso. Municipal Council. bavemesnearrasssaanans Municipal' Coupcil.
eeraneeenan ..... Counterfoil of Slaughter House Reccipt. Book No. ...... ceerraene [ S

Book No. ......

XL EEE RN LN

Slaughter House Receipt No. v.ovvvetnconns

No ----- sbensssanEmaw craee NameofBlltChcl'.-.-.;--.-----..----.....-
Name of Butcher...... ceaves Cetsarerecssasanas
Description of animals  Number Rateper  Amount Description of animals Number  Rate per Amount
animal animal
1 2 k] 4 1 2 3 4
Rs. P. Rs. P, Rs, ", " Rs, P.
Date ..vvvrcisanasnennanass .. 19
Daw-ou--"-u.“..“..lg .
(Initials)
Collection Clerk,

Collsction Clerk.



* FORM 80

(See rule 108)

119

Account of tickets issued to the Collection Clerks

e b

Paise iickets Paise tickets Paise tickets Paise tickets >
Date Total value Remarks
No. Value No. Value No. Value No. Value
1 2 3 4 5 6 7 8 9 10 11
e Rs. "+ Rs. Rs. Rs.

13t April 19 .
Date of credit (With
Chalan No.). o

Balance at the end of the
month.




[

120
. ..FORM 81
{See rule 110(1) 1
Demand Register of Rents or Lands aﬁd Building 19 --19

No. and Period of

Serial Description of Name of Date of Current Demand
No. property, plot tenant date of occupation lease —_
No. or name of order Instalments Amount Arrears
building and sapctiop- - : . ,
Serial No. of ing lease
- . yent or lease .
- bond
] ) e
1 2 3 4 5 [ 7 ‘ 8 9
- -
Re. P. . Rs, P,
Total Collections Remission
'B -
Demand No. and Current Arrears Total No.and date  Amount - slance  Remarks
date of of orders
receipt
10 1] 12 13 14 15 16 17 18

- e - ——

Rs. P.
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FORM 82
(See rules 111 and 114)
RwtsTar Or MisczLLANZEOUS SALEa
Ceerra-ras feieeees Municipal Council

Serial Name and address of pur-

Authority for the sale or

No. chaser or successfuil bidder Particulars of articles sold  page of the auction proce-  Date of sale Amount for
endings register which sold
1 ' 3 4 5 6
Rs. P.

.

Initials of the Number and date of Balance due &t the end
Authorised officer receipt Amount received of year, if any Ramarks
1 8 9 10 11
Rs. P. ' Rs, P

V 4546—16




122

FORM 83
[See rule 116 (1)]
GARDEN LEDGER FOR THE YRAR 19-19
cerquirsarses «« e Municipal Council
Name of Customer :
Address :
Rate . Initials of bill pre-
Date Name of article ———————— Amount _ Bill No. and date . . __parer . Remarks
o I Amount Per
1 2 3 4 5 6 7

Rs,

Total
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FORM 84
[See rule 116 (1)]
Bo.L FOR MISCELLANEOUS DEMANDS
encterersassannnsasas . Municipal C'alm?il
Book New..svoreeaersnan- . o Bill NOsvareaasessansscerninian
Te ' o
Name,..oevevivernannas

A

The amount due from you as per details given in the margin is Ras....... and you are reciuested to pay the same to the Council within
30 days from the presentation of thu bill. If the amount of the bill is not paid within
Date  Particulars  Amount 30 days from the date of presentation of this bill, intersst at................ per_ cent
will be charged on the amount due, from the date of the bill nll the claim 1s Gnalily
Rs. P. paid into the Council’s Office.
Total ..
Dated..ivessaneeasad?d o o Chief Officer.

V 4546—16a
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FORM 85
[See rule 116{1)]
REGISTER OF BiLs FOR MISCELLANEOUS DDEMANDS Fok 19 ~—19
..................... «eve s« Municipal Council
Date of issue Bill No.  Name and address !  Nature of claim Period Amount  Date and number
| of party for ;;l;ich due of receipt
M) ¥4 &) “ &) (6) m
Notice Warrant
Date of issue Receipt of demand Date of Issue Receipt of demand Asrears Romarks
® &)} (10) (1) (12) (13)
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FORM 26
See rulafl17 (1))
carmpanea = +we+ . Municipal Council
Register of Copying Fees for the year 19 . —19

. Amount received
Serial  Date of receipt of  Nameof  Description of the  Number of Initials of Date on which
No. application applicant document of which  words to No. and date Advance receiving copy delivered
) i copy is required be copied of receipt Officer
1 2 : - 3 4 5 6 7 . 8 9
i Rs.
\ Fees due to Councils
Date of Due from
Copying fec Comparing fee Search fee Other costs Total credit in the
accopnot applicant
10 11 12 13 14 15 16
Rs. Rs. Rs. Rs. - Re - = ----Rs.
Balnce
Intials of the Daily account of _
No. and date of Dus to applicant Date of payment Total Keeper cash received and paid
receipt
17 18 . 19 20 21 2
Rs Rs,
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. FORM 87

[See tule 11B (1)}
wiicesasees. Muncipal Council
vesnveeneessssTravellers Bungalow|Sarail Dharmashala

Register of travellers of the ......
Nameof  Full address Class of No. of
traveller of traveller Arrival accommoda- persons Departure Period of Halt
with designa- tion and No. accompany-
tion, if any Date Hour of suite or ing the Date Hour Days Hours
room traveller
occupied :
1 2 3 4 5 6 7 8 9 10
Rental charges
No. of days Rentat Rs. Rentat Other Total Signature of  Pate of Initials of
forwhich ........ for Rs....... charges at amount  travellerand remittance Cashier or
due day forone  perday Rs....... dueand  remarks,if to Munici-  Acceuntant Remarks
person for each per day per paid any pal Office
additional suite or
person room
1 12 13 14 15 16 17 18 19
Rs. - RS, - — R& - - -RB. = = = —om0 = — e oo e e e




17
FORM 88
[See ruls 119 (2))
D, « Municipal Council

Register of work done for Private individuals

Serial Date Name and Nature of Amountof  No. and date Cost of work done Supervision
No. address work to be deposit or receipt charges.
- done reccived Labour Cost of work
material
1 ) 2 3 _ 4 5 6 7 8 9
Rs. Ra, Rs, Rs,
b ]
Total Balance due from party Balance dyeto No. and date of Signature of Authotised . Remarks
: . party chalan Officer
voucher
10 11 12 13 14 15

Re.

Ra. Rs.
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'FORM 89
(See rtule 120)

----------------

Municipal Coungil.

Register of Hire of Municipal property for the year 19

—I9

Serial  Month and date Name and address of Details of * Period of Hiré of municipal property
No. hirer property hired
Date of issus Date of return No. of days.
1 2 3 4 5 6 7
Rate at which Amount due Amount recsived  Receipt No. Balance due Initials of Remarks
charged and dats of Authorised Qfficer
. — . -— - - mw oww -— _mlt—- —— e — o — - - o e———— -t - - - -
3 9 10 11 12 13 14
Rs. Rs. Rs, Rs.




LI—9¥%SP A

FORM %0

621

(See rule (121).
. «eeer e Municipal Council.
Register of Suits.
Serial Suit No.  Name(s)of the  Name(s) of the Particulars of suit containing Section of the  Date or repont of Date of Service of Resolution of the
Neo. Plaintiff(s) defendant(s) details regarding amount of the Act applied, the responsible summons on the Council. Council with date,
suit, nature of the suit, pleaders officer.
engaged.
1 2 3 4 5 6 7 8 9
i
Particulars of pleaders Date of information  Date of institution of Name of Court where ~ Name of the respon- Date of judgment Particulars of judg- Opinion of the pleader
cagagsed and fee fixed. given to pleader. the suit or the the suit has been sible officer attending or decree. ment or decree cons or other officer on the”
i production of Vakilat- , fixed. the case on behalf of taining details regar- result of the case, -
nama in Court. . the Coungil, ding amount fine, I :
10 1 12 | 13 14 s 16 BT I
il <
Particulars of further Particulars of actual Date of credit in Particulars of Date of debit in Remarks regarding verifi- Signature of .
process for recovery, amounts recovered. Municipal accounts payments, Municipal accounts cation with reference to Authorised Remurks,
due date of Darkhast. (Day Book Page). {Voucher No., Day Court records, adjustment officer,
Book Page). of advances,
i8 19 20 21 22 23 24 25



~

130

FORM 91
[See rules 109, 116(?) and (4), 122]
eareecnsanenes Municipal Council
Register of Miscellaneous Demands for the year 19 -19
Scrial Name of person Nature of Aut.hority for Demand
No. by whom demand demand demand Bill No. and date
is payable . Instalments - Amount Total ’
| 2 3 - 4 5 6 7 g
-
Rs. Ra,
i
|
Collections Remission
No. and date of receipt Amount No. and date of order Amount_ Balance unrealised Remarks
' 9 10 11 12 13 14

Rs. Rs. Rs.




DLE—9SY A

FORM 92

[See ruic 123(1)}
suveuenssesssensss Municipal Council
Scale Register
. Sanctioned scale from 19 . Sanctioned scale from 19 .
Department Designation of No. of posts Scale of pay of cach  Allowances Authority No. of Scalcof pay  Allowances  Authority and
appointment. appointment. (otherthan  and signature posts, of each (other than signature of
dearness  of Authornsed appointment. dearness  Authorised Officer.
) allowance). Officer. allowance).
1 b | 3 4 5 6 7 ] 9 10
No. of posts Scale of pay of each appointment. Allowances (ﬁ:,h" than dearncss Authority and signature of Authorised Offcer. " Remarks.
allowance .

11 12 13 14 15

— . B S ——— " — e e e e M B S e G- - B S W P a Ee Ee e S e o m o Em A e W

I€1
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\

... FORM 93 ;‘a
) [See rule 125 (1)]
Pay Bill and Acquittance Roll of the Permanent/Temporary Establishmentofthe ... ................... Municipal Council
- Jor the momth of .......... resrenarns 19 .
Section of Substantive pay Compensa- Pay, officiat-
establishment (Personal pay or o tory or ing pay or
Seiral No. of and name Name of + Special pay, if Leave Salary Officiating Pay other Total leave salary
post of Incumbeat post any, should also allowances held over for
be shown in this . future pay-
column as a sepa- ment
rate entry below
substantive pay)
1 2 3 4 : 5 6 7 8 9
Rs. Rs. Rs. Rs. Rs. .. Rs.
Deductions
- Net amount Remarks Acquittance
Imcome Tax Provident Fuad Other - Miscellaneous recoverics payable
Subseriptions deductions {Fines and advances,
house rent etc.) B
10 1 12 13 14 15 16
Rs. . Rs, ‘Rs. Rs. Rs.
Deduct—Undisbursed pay refunded as detailed below.®
Income TaX ....ovveviivnnncarnnnn. .es
Provident Fund contributions .......... esgseaneans
Other recoveries ............ .
Miscellaneous recoveries (as detailed in statoment attached) .............. Net amoun! required for payment
. : . _ (in words).
Cheque No. .........ccvevuvns,. dated ...o....... srescewss infavourof ,..........
Certifiod—

(1) That [ have satisfied myself that all pay, leave salary and officiating pay, etc. included in bills drawnin the monthof .......... 19
(the last preceding month), with the exception of those detailed below (of which the total has been refunded by deduction from
this bill) have been disbursed to the proper persons and that their receipts have been taken in acquittance rolls filed in my office,
with receipt stamps duly cancelled for every payment in excess of Rs. 20 and that all leave and promotions, etc., have beon entered

in the servios book of the person concerned),
2) That the bill has besn checked with the sanctioned scale secorded in the scale register.
€3) That all persons for wham pay has been drawn in this biil, have actually boen entertained during the month.

Dated .........coviiiiiiinn., 1% !
Examined and entered e ecaeiear e Ceerees eearearnne Cheiaeeaan
PayRs. ..ooeiiiiiiiinnnn.... Accouptant President.
Dated ....ooovninnninnnn, e ' . eans .
*Details of pay of absentees refunded. Authorised Officer.
Establishment Name Period Amount
1 2 3 4

Rs, P.
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FORM 94
(See rule 127) .

ABSNENTEE STATEMENT

Nature and period of absence

Serial Name of absentoe Designation and rate of pay of Actual rate of -

No, the vacant post pay Kind Period From To

AM. AM,

. or PM. or P.M
a (3] (3) “ 5 (6) ) 4]
~ - Rs. ’
Officiating incumbent (if any) .
Rate of absentee - - - — Remarks
allowance per month  Name Period for which Substantive post and Offciating pay
officiating pay
® (10 an) (12) 3 a4
Rs.

Rs.
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FORM 95
[See rule 128 (1)]
Ceernsssesennnies « . Municipal Council
Periodical Increment Certificate of the . .......Establishment
Certified that the officers named below are allowed the sanctioned increments from the date cited in the column 9 for approved
service (1) Having been the incumbents of the appointments specified for not less than year from the date in clumn 8 after

deducting period of absence without leavs or of suspension for misconduct, (2) Being entitled to the increments as shown in the explana.
tory memoradum recorded in the remarks column,

Whether sub- Pay of appointment Increment Date of last
Name of the stantive or Present pay increments
incumbent acting . Minimum Maximum = Period Rate
1 2 3 4 5 6 7 8

Period of leave Period of suspension
. ) without pay for misconduct
Date of present increment Pay afier present increment _ Remarks
From To From To

9 10 11 12 ' 13

ote~—The explanatory Memorandum should be madein a case in which the incremant is given i : .
: given other wise then f.
of the prescribed period. of continuous service

Station . (Authorised Oficer)

Dyted 19 (Designation)
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FORM 96
(See rule 132(1)]
Acquitrance Roll for Permanent|Temporary Establishment for Pay or Travelling Allowance 19 .

[tem No. Names Designation Net amount payable Dated signature (with stamp
where necessary) (unpaid item

- to be nnted as such and

attested)
(1) ) 3) 4 (5)
Rs. P,
Total .. Total unpaid Rs.
Passed for Ras, (figures) ( ‘ ) on the authority of the Establishment/Travelling Allowance Bill of ' for
Cashier ' Chief Officer/Presideant,

Certlﬁeti! that a proper acquittance has been taken in respect of each amount paidin this roll from the person entitled
to receive it,

) . Paying Officer,

FORM 97
{See rule 133)
Certificate
1. Certified that the particulars of the journcys and. the details of the claims contained in this bill are correct.

2. Certified that I have madededuction in the T, A. Bill for havingtravelled in the Mumclpa! jeeps and I have verified the entrics
made io the Log-Books and found them correct.

) Signature and designation of the officer who travelled,

1

- Details ;wf Travelling Allowance refunded or advance odjusted.

Section of establishment © Name Period Amount Section of Name Period Amount
establishment

Rs. P. Rs. P.

Passen for Rs. (in words) Authorised Officer

Dated 19 - : Controlling Officer.

A

Pay Rupees (in words and figures)

Aocountant. Accounts Officer.



Travelling Allowance Bill of the Establishment.................. fortho monthof ......c..c0vvees 19 .
J—— Particulars of journeys and halts Kind of journey Railway/Steamer fare
Dopartures Arrival by rail (Mail Class Nugber of . Amount
ters Actual ar Passengor), res
ll)qei:i“:l:tsfn Head quarters ccu'aA]'ny Station Date Hour Station Date Hour Slearlr;zlii;oad‘ .
or :
1 2 3 4 5 6 ? 8 9 10 11 12 13
- Rs, P,
ileage ity all Actual expenses
M by road or trolly Dally allowance pen Purpose of journey Total of each line Remarks
Number of kilometre Rate  Amount Number of days Rate Amount Particulars Amount
14 15 16 17 18 ‘19 20 21 22 23 24
Rs. P, Rs. P. Rs. P,
+ Appropriation
Total .. for 19 Rs. oP
Expenditure
Daduct— Amount of advance of travelling allowance on transfer/tour g,;l;l uding  this
111
Deducr—Undisbyrsed travelling allowanco refunded as detailed on page 1.
Net sum required for payment Balance
Head of Office. —

Rupees (in words)

Contents recaived

*Travelling by road includes travelling by sea or river in a steam launch or in any vessol other than a stcamer and travelling by canal (the particular kind should be specified),
tIn cases where the stcamar company has two rates of fares, one inclusive and one oxclusive of diet, the word * fare ™ should ba hold to mean * fare exclusive of diet **,

Instructions for preparing Travelling Allowance Bills,

1. Journeys of different kinds and journeys and halts should not be entered on the same
line. Only one kind of allowance should, therefore, be filled in on the same line and its amount
carried out separately into the last money column.

2. Permanent travelling, conveyance and horse allowance should be drawn along with
the pay of the Municipal servant and not in travelling allowance bills.

3. Fractions of a mile in the total of a bill for any ope journey for each person should not

be cl:argod for.

. When the first item of a travelling aliowance bill is a halt, the date of commencement
of the hait should be stated in the * Remarks ** column.
5. 1f daily allowance is claimed in respect of a road journey the number of miles travelled
should be entered in column 14 and the daily allowance in columns 17 to 19.
. 6. Journey performed beyond Indian territory should be indicated separately and the
distance travelling should be stated in each case.
.. 1. When travelling allowance is claimed in respect of a journey to or from a hill station,
it should be mentioned in the “ Remarks ** column whether or not the halt has exceeded ten days.

(Classification to be filled in by the Preferring Officer)

Major head—

Minor head—

Primary unit--

Detailed head—

9¢l
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+FORM 98
[Sea rule 134(3) and (5)).
. T sl s g e e -TPROVIDENT FUND LEDGER, B ¥ 1 70 RN N VR R |
Nm [EI A AR R RRNENEEENENNY & l‘!l’I-tlIIll*NummIItrn-.r'v-v-co"r--.—"o&mmimtiontoo--.-----.- Diﬂ-l'lct.u......-u
beo il iVt t Withdrawsls
Pay on 31st March of Subecrip-  contri- ~ Refundss  Total ~— - Monthly
preceding year tion. bution of with- No.and Amount balance Remarks
of the drawals date of of which
19 19 *Council. voucher] interest is
calculated
1 » 2 3 4 5 6 7 8
Apri‘ -w LX) - - -y
May - . e .2 .
June .. - . . ? - i T
July . .a v " 3 - ; . , -
August - ™~ : M : Iy " - - ‘
September .. . — 7 . = : ) 5 &
Qctober . . . - - N K - - = N
November .. .. - - - - - -
DPecember . .-
January .o .-
February . ..
March .- .
Total Rs ‘e
*Incase of councils having contributory Provident Fund Scheme.
Ralance from 19 -—19 .. . .r .
Deposit and Refunds as above .. e .
Interest ior 19 —19 . . ‘e -
- s T : Co - Total Rs. .. -
Deduct.—Withdrawals as above . .e .
Postedby . .. .. ..
t.. Checkedby - wprid W Balance on 31st March 19 e
Payon 3ist Marchof ~  Subscrip-  Contri-  Refunds Total Withdrawals Mouthly
preceding year tion bution of balance _ Remarks
of the withdrawals No.and Amount on which
19 19 council datoe of interest is
. ) vaoucher calculated
1 L2 -3 4 5 6 7 B
3 - Rs. '
April " . o .. s
May . . : - - .
June ..
July .-
August . ..
September .. -
October .- ..
November
December
January
February
March
Total Rs.
Balance from 19 —19 - . e . . . .
Deposits and Refunds as above .. . . . .-
Interest for 19 —19 .- . . . we
Total Rs. ..
Deduct.— Withdrawals as above - . - . . .
Posted by o
Checked by Balance on 31st March 19 .

V 4546—18
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No. of Account

Ledger Folio

April 19
May 19

June 19

July 19
August 19
September 19
October 19
November 19

Decomber 19

January 19
February 19
March 19
Closing Balance

Totalof Withdrawalsand Closing
Balance.

Remarks.

Balance at commencement of year

30 QoM o W [eMBIPYIM

No. of Account

Ledger Folio

Balance at commencement of year.

Aprit 19
May 19

June 19

July 19
August 19
Soptember 19
October i9
November 19
December 19
January 19 -
February 19

March 19

Intorest for the year

Total of Receipts snd Opening
Balanoe. ° ‘

 Jotuowm o A0y

y Jo eayg poog

61 wek ayy dof pund Juappoid

(14

((€) p£ 7 8qns o05')

66 WdOd

8t1
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FORM 100
(See rule 134 (6)]
Provident Fund Day Book
Date Member’s Contributions  Refund of with-  Interest on Interest on - Total receipts Grand Total
subscription of the Council drawaly current and loans recovered with opening
(advanom) from Fixed Deposits balance
the Fund
1 2 3 4 5 6 7 8
P. Rs, P. Rs. P. Rs. P. Rs. P. Rs. P, Rs P.
Settlement of Account
Date P o ther W;tgwdmwa;s Member’s sub- Contribution of Iotezest Pamt Eqr&nglg;:l::l
deposits ¢ scription the Council balance
9 10 11 12 13 14 15 16
Rs. P. Rs. P. Rs. P. Rs. P. Rs. P. Rs P Rs. P.
—

VY 4546~—-18a




Municipal Council.

Name of Pensioner
Orders sanctioning the pension,

FORM 101
| See rule 135 (2))
Pension Register

Amount of pension Ra.

——

19 .15

13 .19

19 .19

19 -19 .
Remarks

Month
Date of Youcher Initials

payment No.  of Authorised
Officer

Date of Voucher  Initials of Date of
payment No. Auhorised payment
Officer

-

Voucher
No.

Initials of
Authorised
Officer

Daieof Youcher Initials
payment No. of Authorised
Officer

A i gt (e . ST (i S g -

April
May

hune

July
August
September
October
November
December
January
February
March

-~

ovl
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FORM 102
[See rule 136 (8))
PENSION PAYMENT ORDER o pj?cl;‘f‘o! Simtum""
o sioner on ererareresarsnnaan ve
PENSION PORTION the first payment
made
‘r
Class of Pension and Personal Height Date of i i i
date of order identification gh ¢ d(z:tea g})rbo;:;mw M“\ilql?l:eg:l;:?ns Amol;ner:lt’g'nmomhly
sanctioning it pergunnah
Feet Inches Rs. P
T Rarh
Office of the ~
ths 19
No.
Sir,
Untilfurthernoticeandontheexpirﬂﬁon"fﬂcfymon‘h-b°pmdwmyw“"""““"""""”""""“"'-""""'4'
the sum of Rupees ..... eessavenssasersenearnantner ceraes
(less Income-tax), being the amount of ............ ereerennns ceereens creerrireennan ceeieres ceeanes Cetedsteieeiiaarare e
Pension, as .......... PP, heesssusvsesssarannt PR sasaraaes .......:-..-....-.-...-....................'...........-...
upon the production of the Pensioner’s Portion of this Order taking from the claimant a receipt for the amount according to usual form
The payment should commence fTOm .......oooeeeemurnanmsrenesenerrnsserrrrosses
{Signature)
(Designation)
To '
The Chief Officer, Municipal Council,

. . . sestration by process of any Courtin part A and part C States of
Notes.—(1) No Pension shall be liable to seizure, attachment of seq! tion by o
India at ﬁ'm irfst)anog ot?: creditor for any demand against the pensioner (Section 11, Act XXIlI of 1871).

(2) Payment under this order is to be made only to the pensioner in person, with the following exceptions -~

(a) To persons specially excmpted by Government. "accourit of illn bodily i
blic and to persons unable to appear on account o ess or y infirmity, Pay-
menf bi)nTgoE{mgmlm llna(cf)u ?::in ﬁ)misagmpg l1:111!“$roc111¢:tio1: of a Life certificate signed by a responsible officer of Government or other,

well-known and trustworthy person. - ;

. . . ; by some person exercising the powers of & Magistrate or any class under the
i "fi::l)a'll‘grany Ecrfon sgngrgyaaifmﬂ?g gg‘,‘{egi_’;.m under the chistrauonr{}gt, or any pensngned ﬁm@r who before retire-
ment, exercised the powers of 8 Magistrate or by a Chaplain or any Gazetted Officer of Government .o‘r va m‘ls.'ﬂ. or by any person

holding a Government title. ‘ L .
. isbursi flicer must at least'once a year, require proof, independent of
(d) Tn all cases referred to in clauses (a), (8) and (c) the Dlil; th::;'egioner. o require p pendent o

that furnished by the Life Certificate of the continued existence ) .



Amount of pension Rs.

" 142

Reverse of Dishurser’s Portion
(in words)

This Dycument is to be retained by Disbursing Officer so long as the authority remams in force in such manner that the pensloner

shall have no access to it. Every scparate payment is to be recorded as bel

PP T

OW (=

[

. ]
Month for which N 19 19 19 19 19 19 19 19 19 Remarks
pension is due @ A - % @ % @ % @ %
; T ‘Al"d . - ‘.'l PR . - L»‘ h
March .
April e
'May .
June .
July .
August ..
September .
October '
. November
"December
Januvary .-
February
z " 14} £ ”» 1 ” ‘. "
Note on Pensioner’s identification.
19 19 19 . 19 19 1% 19 19 19 Remarks
@ 7% % @ % @ % @ %
s P
March
April .
May .
June -
Jul, . L
Ausu‘stsl T ) -:_l‘.‘. T
. September .
mo‘”r s 0}
e
November .
December .
January
' Y L i Dagl ¥ 1 ’ . [N
Febmary ‘ L i i t
£ i " ” £ ” £ . [T £ [}
T T T _

Note ob DPensioner's Idéntification. = - !

If the paym:nt is by Postal Mone? Order ldeuuﬁm.uon is required twice a year as prescribed, otherwise annuaily.

Note.-— . ' L

@Date of Payment.
%D{sbursms Officer's Initials,

Date
" lnmals
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FORM 103
[See rule 136(9)]
- PEnsion BiLL
=NOT EXCEEDING RUPEES  PERANNUM - "
- ] setssasersasarrasrasssss FAMIlY®

Pension Payment Order No. .......cco000e.

Memo.-g-_-lt is requested that this form may be used for submission of next bil),

District Head of account ‘ Vouchers No. of list of payments for ......

Re.

Received the amount of pension due to me for the month of 1 .

Less—income tax ae

e ————— i e P

NetRs, ..
{In words) ' S

I declare that I have noi‘reeeived any remuncration for serving in any capacity eithcr in
Pensioner™s residence Government establishment or en establishment paid by a provincial Government or from
a Local Fund dering the period for which the amount of pension claimed in the bill is due.

#»1, further declare that I have accepted commercial employment after obtaining/without obtaining the previous sanction of the
Governor General to such acceptance. i

OR

I further declare that 1 have not accepted any commercial etlnploymenl.

Pepsioner Rgeeivcd payment
Pensioner.
Identified by me
| TP
Station Signature
Date Designation or address

A4

Certificate to be given in case of non-attendance in person (except in casgin which such Certificates are not required under any
rule or order).

Certified ﬁut I have seen the pensioner .......c.-v-e- and that he is alive on this date and that the bill has been signed by him.

Nlmﬂ CENNAREISIEETN S B 4 4 5 0 4 G FERERT 4 g 0 2 0P w

Date

Dosignation ....c.eciveeverivonarans

*To be filled in only in the case of Political Ponsions. )

P, o . iven by 8 pensioner who immediately before retiroment was a member of an All India Seyvice
or a &ggldggrﬂlg;:s?‘ﬂéﬁwm b:ngor anrte! thepfst January 1948, accepts any commercial employment before the expiry of two years
from the dateof hi§ mtimnfent “ Cc;mmcrcial employment " for this purposo means employment in any capacity, including that ofan qgontf
under a company, firm or individual engaged in commercial businoss and includes alsa a directorship of such company and parinership o
such firm. (See article 531-B, Civil Service Regulations).

Note.— When oxemption of income-tax is claimed in respect of any promium paid to an Insurance Company, the receipt of the Company
for the amount paid should be attached to the bill.
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"

P‘,( ) Rum o-.--?pu.-'.-q-q-nll--n-o-.-o-on-cloo--------- -------------- o.‘....'....
o } Treasury or Sub-Treasury.
omminm Of [ FEENSENENENNE N ENERENY R XNEDLEN, at loo-n'l--!I'--r'I-l.--I-.|..-'.n||
Incorporated in account. T .
Disbursing Cfficer
" Received Payment
, Signature of Messengor of Agent,
Identified by me.
Accountant.
. Signature ........ T P veaeas
Designation or Address .......c.viiiinicniiierncnnennanesnn,
Date ..ooeieneeannnnnnns erreervr el
) + - ——
For use in the Local Board's Office
' AQTIHOAIRS. . eeeeeneeneneanenanneenennnn, el
LI i ' ObjecttoR.s. ............ dbscstasauvarnancansnsnmasans -
]
Auditor ' Accountant - " Chief Officer.
voadey s beo i
FORM 104
) [See rule 136 (10) ()]
Register of Pension Payment Orders on 1‘reasury
. LRI |
Number of Bet:ision payment Name of Pensicner Monthly amount Remarks
rder
Rs. p.

————— e ————
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FORM 105
[See rule 136 (13))
Half-yearly Declaration of Female Pensioners whose pensions are terminable on their Marriage or Remarriage
This certificate is to be attached to the pension bills for December and June,
Pension Payment Order No,

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

I hercby declare that I am not married, and that [ have not been married during the past half-year.

Signature ..
Widow

Daughter ofthelate ..................

To be signed by the tWo responsible officers or well-known persons We certify to the best of our knowledge and belief that the above

declaration is correct.

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

FORM 106
(See rule 138)

Register showing the results of enguiries made as 1o the sufficlency of the securies furnished by the officers/servantsof the. ... ... .
Municipal Council.

Serial Name and the designation Amount of Amount of Nature of Name and address Nameand address

No. ofofficer/servant required security prescribe security given
to give-security

securily given of the sureties’ if any,
and dates of their

of new surctics
if any, substituted

bonds for the former oncs
1 2 3 4 5 6 7
i ity Opinion of the  Date of reccipt Due date of .
(_g{reg:?vn::g‘l;ﬂ ﬁ:;_n:#? tfg:: S;Sﬁlii:r}:ty Mup!.licipal Auditor of sureties, notice  annual verification Remarks, ifany Remarksof

Biven in places and/or President
of the one

already given

cach supety Is
liable on account ;
of other officers present security
whether in the same  and date on which
or other Councils such opinion was
recorded

8 9 10

as to sufficiency of reason for the same

of withdrawaland and if delay, reasons

for the same

11 12 13

Internal Auditor

14

V 4546—19
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FORM No. 107
(Ses rules 139 and 141)
(Obverse)
Bill of Contingent Charges for the monthof 19

ceseasstna treveeensssesssessssassrssss Municipal Council .......vneunns vreeranes + .. Department
Head of ACCOUNE +vvevvnvesoanenscccsassess Voucher No. .ov..ovvu.......0f list of payment for the monthof ........ 19
Serial No. of sub-vouchers Description of charges and number of date of authority for all charges Amount
requiring special sanction, .
¢)) @ - 3)
Rs. P.
Total ..

Total Re. I8 (WOLdS) v.vveveetnrecersannsncasssessansss

_ (Reverse)
(1) T Certify that the expenditure charged in this bill could not with due regard to the interest of the Council be avoided. I certif
to the best of my knowledgoand belief the payments entered in this bill have been duly made to the parties entitled to receive them.

{2) *I Certify that I have satisfled myself that special circumstances have rendered the temporary excess expenditure over the monthl}
proportion of the budget grant under the head ., ... crasiases Cieirarans B necessary and an additional gran
will be obtained if there is a likelihood of the anaual grant being exceeded.

{3) *I Certifly that there has been no excess expenditure over the monthly proportion of budget grant.
{4) I Certify that all articles detailed in the vouchers have been accounted for in the respective register or inventories,

(5) I Certify that the purchases billed for have been received in good order that their quantities are correct and their quality good
that the rates paid are not in excess of the accepted and the market rates and that suitable notes of payment have been recorded agains
the indents and invoices concerned to prevent double payments.

Date *Certificate {2) or (3) should be scored out,

Pay (Rs.) , ’ (ia words) .......evuunnn vevssssa.s. Name ...,

Abar s sasratensaanan YL

------------------ I L R N Y Y RN Y

Aceocuntant.

Chief Officer.
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FORM 108
[See rule 140 (3)]

-------- desatisnvenenns

... Municipal Council
Account of Permanent Advance of Rv. ...

vvensesnsseas Jor the year 19
Date Recoupment of the Permanent Advance Expenditure
a
Bill No. and Serial Nos. as in Amount Serial No. of To whom paid
. date column (5} of payments : sub-voucher
which have been
recouped
1 2 3 4 5 6
* Rs,
it Initials of
Expenditure the officer .

Bill No.and Daily ho'ding Remarks

Detailed heads of account Total

dateof  Balance the

amount tecoupment advance
paid as shown in
coluon (2)
7 8 9 10 11 12 13 14 15 16 17 18
Rs. Rs. Rs. Rs. Rs Rs. Rs. Rs. Rs. Rs
FORM 109
[See rules 142 (2) and 150 (1))
tireessessessesessssss Municipal Couancil
Journal of Receipts of Stores
s Initials ot('I
i uperintend-
R::ig: No. of 5{1%[:1 Name of Quan®y : Rate Uit Valuo tl:;a?:d::r :':l:e?-r Remark
of articles requisition received article ~ Number  Weight e
officer in-
charge
1 2 3 4 5 6 7 ] 9 10 11 12
Rs. Rs.

Note—The articles as they are received should be noted in the journal in the first instance and subsequently taken over to the ledger
of receipts. )
V 4546—19q




148

FORM 110
[See rule 142(2)]

versoeuresesss Municipal Council

PN )

Journal of Issues of Stores

Initials of

Date of Number o Quantity o ) Superinten-
issue of anddate Towhom Name of Rate . Units Value - Page of dent or Remarks
articles of issued article Number Weight ledger other
requisition responsible
officer
incharge
1 2 3 4 5 . @ 7 8 9 10 11 12

Rs. Rs.

_ Note~—The articles as they arc issued should be noted in the Journal in the first instance and subsequently taken over to the Ledger of
issues. :

FORM 111
[See rules 142(2), 150(1) and 183(3)]
etreareeeans eevsaresersaress . Municipal Council
Stores Ledger
Name of article,....... ceereransine rreerrrrinaes
Receipts _ _ Issues
Month  Page of Quantity Rate Value Month  Page of Quantity Rate Value
and date Journal - per Unit and date - Journal per Unit
Number  Weight ‘ Number Weight
1 2 3 4 5 3 7 8 9 10 11 12
Rs. Rs- Rs. Rs

Instracnions.—(1) The account should be totalled and balanced at the end of each month and it should be signed by the Officer-in-charge.
(2) The balances on hand should be occasionally verified and certified.
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FORM- -112
[See rule 142 (2)]
ssetinvirieseiisanarreasesss Municipal Council

Book NO. cciiviviteitneresnnannncrncans Requisition .......... Cevesissrarias Form No. c.ivvisiineines,

Date ciivieverninnnncareses 19

To

Please supply the following articles.”

Serial Name of article . Quantity or Rate Amount Rcmarks
No. weight .
1 2 3 4 5 6
* Rs.
- "' Officer-in<charge,
eeetrerranes «. Department.

Supplied the articles requisitioned €XCEPL® .uvevseeneenconesscnnasasaarsessonsonssasacss.After entering them in the journal
At PAZES vovverrranananns

Received the articles requisitioned eXCEPtY .. civcerrreracrenrrernstanssanaan

correct]y. debEreseens s ssaa
Officer-in-charge.
R rrenne Department,
Notes.—The requisition form should be in carbon triplicate.
*Here enter articles not supplied. ]
FORM 113
[(See rule 143 (1)]
cnvonvnes vesssacsisnrern ..+ Municipal Council
Stamp Account for the year 19 —19 .
Receipts Issues
Letter Name of Value of Daily balance [Initials of Remarks
Date Voucher No's::nﬁglsergz:.eivcd number _ addressee  stamps affixed despatcher
1 2 3 . 4 5 6 7 8 9

Rs. P.

Note.—~The balance of stamps on hand should be verified and certified atleast once a month by the Chief Officer.



FORM 114
{See rule 144 (1))
vreenensssaeenss Municipal Council
Register of Moveable Property

Date of final disposal of]

Serial Particulars and description  Authority for acquisition Number or No. and date of the bill  Whether the property is Initials of the
No. and date of acquirement  quantity Cost in which charged for used Or other pasticulars, Authorised property
if necessary Officer
@) @ ® © ) @ 9
Rs.
Nature of Number or quantity No. and dato Cost realised if sold, Amount written off Balance after éa.ch transaction or at theend . Remarks
disposed of of ard .and date of credit of each year Sigpature of the
in treasury or bank " Authorised Officer
Number or quantity Cost ’
1
10) LEK)) (L) as (6 an (18)

0s1
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FORM 115
[See rule 112)

Reglster of Preduction of Town Compost for the year .

Ne. of Trench _Dats of starting Dato of completing Type of compost Size of the material Date when material Size of the material

or Heap  filling of trench or  filling the tronch or  whether rain water i is ri
: ng n the trench or of is ripe & ready for in t
of building heap  building the heap compost etc.  the heap viz. length ,:,nmimywo h;:p 5,’,:‘,?,;’;4,
x breadth x depth land. for sale.
of beight at the
beginning.
1 2 4 5 6 1
FORM 116
[ See rules 145(1) (3), 146, 130(4) and 153
A EIEEERE LR RN L) -.‘Munidml anndl
Stock book
Description of articles—
Number or quantity Number or quantity Signature  Signatare = Remarks,
rocsived issued or sold of issuing  of reooiving
Dats Opening Total To whom Balanos  officor officer
balance Voucher Quantity issped of for Date  Quastity
No. what
purpose
1 ¥ ] 3 4 5 6 7 g 9 10 11 12
Rs,
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FORM 117
[See rule 145(3))
Particulars of coal consignments received in the month of  ceoccvoivioiniiaiieniiniioeas
Numbosr of wagons Net quantityof .. Quantity received as per weighment at the railway station of Particulars of railway
coal as per railway destingtion oL receipt |
receipt i S . : '
. Grogs weight Tare T 7 Net weight”
1 2 .3 4 5 6
T. Q. Xg T. Q Kg  T.Q Kg¢ _T Q Ka
Weighment of coalat .....eou........ v« oo s« oo fOr coal received during the monthof... . ...........
Serial No. of carts Gross weight of carts Tare Net quantity e 'Rcr;in;'ks
_ ' e % 8 4 5
T, Q Kg. . T Q  Kg T. Q ' Kg N
L Tioae L
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FORM 118
[See rule 146]
vesren .......................... Municipal Council
Kerosene Oil Account for the year 19 -19

Date of eceip -
receipt or - o Reoeipts Street lighting Quaantity issued
issue 0. of tins Quantity of Voucher No.  Particulars of & ici
h . issyes M
oil and date according to the m ! Nakas
sanctioned scale
1 2 3 4 5 6 4
Total Balance « Remarks regarding
to departments quan:i;y N quantity :faoil ip
izsu 0. of tins  Quantity tinwastage .
unopened of oil
8 9 10 11 12 13 14 15 16
FORM 119
[See rule 147 ()]
Municipal Council

------------------------------------

. Number of lights’ Incroases during  Dectoases during Revised No, Signature
Serial Name of Street wmber of lgh the year the year of lights of _ Remarks
No. Authorised

Number Candle
Power Candle Number Candle Number Candle

Number Po:ver Power Power
1 2 3 4 s 6 7 8 9 10 1 12

V 454620
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FORM 120
[See rule 147(2)}
.................... MuntcrPAL CoUNCIL
Meter Reading Book for consumption of Electrical Energy for the year 19 -19

Metor No. ......oo.........
Mensem
Rent of Meter per A e etiricer e Charges per unit....... .
anum
:::"?1' f‘:m Date of reading Meter reading Actual number of Initialsof  Voucher No,  Remarks
ding i upto date units consumed Authorised  and date of
between the dates Officer payment
of the previous and
current readings
_ ! _ 2 4 4 5 6 7

April -
ﬁM" -
June —
my .-
Avgast .
Septcmber .
October

Novembey -~
Janmary ~—
Fobruary -
March .

sty A %
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FORM 121
(See rule 148)

.................... Municipal Council
Live Stock Register for the year 19 -I9

Serial Authority of Date of Purchase Kind of animal Dumptnm of snimal  Value Youcher No. and
No- purchase Daw
1 2 3 4 5 é ?
Rs.

i Condition of the
Initials of Authorised ~ Reference to Sale proceeds of  Date of Rectlpt . o of Authorieed snimal 3 the nd  Remarks
officer - orders f‘:,rf unmhle of realisation  Scer e lheqm
unserviceable
anioal
s 9 10 11 12 13 lt_
- i - -

——— ——————

V 4546—20a
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- FORM 122
(See rule 149)
tervessnrasarssess.. Municipal Council
_ Stock Account of Fodder
Opening balance Number or  Number and date¢  Initials of the Total | | Dateof Issus;
. Date in pumber or quantity of of voucher Authorised officer o .
quantity articles received
1 2 3 & 5 6 7
Number of ~ Eatry number in Initials of the Si
Number of cattle:  quantity of any connected Ralan ~ Officer issuing O}ngﬁlf,'f&f,;g; Re:::rnlgscurleﬁa;%ml
articles issued Tegister et .- ..articles ., ackaowledging . issuesy -
_ P O A A AN " the articles e
8 9 " 10 1 * iy £,y I

. v" - 13 14
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FORM 123
. [See rule 150(2))

.---------....-.........Municipal Council

Work Order Book
Scrial Monthand Nameand Description Amount  Receipt  Work  Date of Total cost of the work as per work
No. date address of of work ofdeposit No.and  Order completion Order No. (vide column 7)
theperson  order if any date No. of work ‘
giving the
order £
1 2 3 4 5 6 T 7 8 9
L N
Ra.
Cost of Costof Costof Any Total
Material labour Super- other cost.
- Lt T vision oSty v
- “Rs." ~ Ra Rs. Rs. Rs.
; i - Amount -~ Receipt No. = Superipten-  Remarks
Balancsto be - - Date of deli . Receiptor” No. and date of ]
r:e‘:;vgr:d of work to rﬁ? acknowledge- issus of b recovered  and date dents initials
party ment of the oo
party .
0 11 12 13 14 15 16
e ,_l(:—"r_ A '
R Rs.




Municipal Council

Serial No. in Work Order Book :—
Particulars of Work :—

Name and Address of persoa ordering work.

158

Particulars of stores issued  Quantity issued Rats Unit

FORM 124
[See rule 150(2)]
BOOkNo- IR AR R R RN R NN RN NN NN NYER
workorderNo' [ EN R R E RN RN NN RN N NN NN T EY
Year 19 -19 ,
Amount
Remarks
R" P.
3 4 L] 6 7
Total (value of stores issued) . .
Abstract )
‘ Rs, P.
{a) Total value of the stores issued ..... eeesannas .
(&) Cost of Iabour employed (vide Voucher NOw. v eaevesns
dated .......... R
{¢) Supervision charges detailed below :—
Total order (charge
fnrthe_work order).
(d) Bi].lNO. ---------- ------d.m sasusasssannRReE

Superintendent,
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FORM 125
[ See rule 150(3)]

.............-...-...-.-.-...-.......‘....Municipa]Council. Dated
Book No. Bifl No.

To

{Address) ........ivvnecnannannn. cerrrrerranas Criecnannas

L R e Y L L R R R I “seean

Work Order No. Description of Work Amount of Bill . Remarks,

Rs. P,

Total .

RUPOCE (B WOTdS) 0'eivrvaneenorcncaasraorasnsnsssasssnarrveses

- a5 L

. ayy i interest wﬂlbecl;zl‘lcd at-.-.........._.__- per
N.a— is bill is not paid withia fifteen: days of preseatation, In ! ‘
oel}tf 2::::3::' f.rt;ﬂ!:ho date ofp:reslntation to the date of scttlement of the clainm. e

IR EER SR AL A T ALY NN N,

Superintendent.



FORM 126
(Ses rale 153)
Municipal Counctl
Petrol Accoumt for the year 19 <19

' Number of ) To whom issued _
Date of Number of Voucher of Previous Fresh (Number of Quantity Balance Signature
receipt requisition payment balance receipts Total vehicles to be issued of recipient Remarks
| _ specified)
1 t2 3 4 5 6 7 8 9 10 11

091



FORM 127

-
& (See tule 153)
I vevsebersesrrrrns . - « Municipal Couacil
™ Registration No. of Vehicle......vvserreerennss Motor Vehicles Accounts
Date Time of Time of Journey Mileage Recorded end Petrol used
Te return te start of Journey
from the the garage.  from te No. of Quantity  Vr.No.  Purpossof  Nameand Remarks
garage. iles/Kilo in Ltn, date Journey Designation
melre rua. of officer
persyading
the Journey,
1 2 3 4 5 6 . | 9 19 11 12 i3

91



FORM 128
(See rule 155)

v« sene s Municipal Council

Tasarsissaar TR R R LR RN

Register of Immaveable Praperty

No. and date of Fund from Date of acquisition, Valuation Purchase for which
. Description and orders under which the Source of fund from  which maintained purchase or construction utilized and by whom
Serial No, of situation of propertyand  property Was acquired, Which acquired, purchased
property of building name, if any purchased or constructed or constructed
1 2 3 4 5 6 7 8
Details required in case of building onl .
- y - Initials of Chief Revaluation Initials of the
Nature of building Nuomber Pinth Cubic Officer or - - Chief Officer or Remarks
of floors arca contents Municipal Date Additions Deductions Total Municipal Engineer
Wall Roof Floor Engineer
9" 10 11 12 13 14 15 16 17 18 19 20 21

91



FORM 129
(See rule 155)
REGISTER OF LAnDS

dvasbrasnvda .Mmkfml COHHCII

Serial Date of transfer,

Reference to agreement,

No. purchase oracquisition For what purpose From whom award ete, | Area of Ia;;d _ 'Survey NB. etc.
1 2 3 5 6 7.
Building if any,
Assessment Boundaries, Sketch acquired with the Disposal of Amount paid No. and date Remarks
) - . of theland land the building of voucher
8 9 10 H 12 13 14
._'T
FORM 130
[(See rule 166(1D1 _ _ _
ScHEDULE OF RATES
Rates for year
1 Unit ' -— 77 77 Remarks
Number tem 19 -19 19 19 19 -19- . .
1 2 3 5 [ 7 8

V 4546—2la
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Previous expenditure ..
- Total Expenditure

including this balance,

Balance available .

Thess measurements were made by Shri o.o.vouuts

FORM 131
[See roles 174 (1) and 175]
* - CCONTRACTOR'S BiLL
Muwnicipal Council
Voucher NO. .cvvarensncrssecnmsnssanse dated ...vvieniiiena 19
Nama of work .....
Purposeof supply..ccvvvcanarnns vemeabs
Name of the Contractor or Piece worker.................. .
Raferonce to Agreement of Authority ........evcienevnnes
Refarence of sanction of competent Authority.........c. ..., eens
Unit  Quantity executed (or Quantity execu- Items of work or Rate Amount Remarks
supplied) since last ted (or supplied) supplies - -
certificate up to date Upto date  Since g{:ﬁwous
1
2 3 4 5 6 7 8
o Rs. p. Rs. p.
Total Valus of work
done ot supplied made
upt to date.
Deduct previous pay-
______ . ments and other
deductions, if any, as
- detailed below. -
Net Value of work or
supplies since previous
bill.
Amount of allotmert .. Rs. D.

Certificate and Signatures.

cesiseriessrneriocniarsensss O cinvuranenesa.19 , and are recorded on

Page.......... of Measurement BookNo. ............ No advance payment has been made previously without detailed measurements.
Dated the ......... U | N Officer preparing the Bill .....eo.vvviveeseencennees
(Signature). -
Datedthe .............. venseraraas 190 Signature of the ENgineer .....cv.vviirenvinnneeses
Signature of the Contractor ........ceeceeriecarrss
Dated ths ...... Ceieennanans ereevsnane 19 .
Officer making the payment  ,........cccnvenaassns
PayRs. (......... )
by cheque i )
" Chief Officer.
Received Rs. (..... Crresrerenraras ) P Cienaenn
as per above bill on account of this work.
_ - . - Stamp
Dated the .ovveerrrerenenacrerennncrocsnns 19 . R
Witness ....c.conee Ceearmanrranare Ceenrenes (Full Signature of Contractor)
Paid by me vide Cheque No. Dated ....,...........19 .
" Cashier.




Name of Work .o.vveriineriievirnnciienrans
Name of contractor.....e.euae.
Authorityof work. . .e.ocvvennrinnanen,
Date of comunencement of Work. ... .ccovanvacnses

Date of completion of work.............. cveceres
*Dato spocified in the agreement. ... .covinnvaneves

FORM 132 |
(See rule 1Y6)
ComPLETION REPORT

(The form below is to be used wbengnyitemofﬂnostimatehuboanexmdod)

As estim: Difference . .
Sub-hoad of Estimate Hlimared As exccuted — Bxplanation of D ifference
Quantity Amount  Quantity Rate  Amount Quantity Rate Amount ‘
1 2 4 5 6 7 8 9 10 1
Rs. P. Rs. P, Rs P ‘ Rs.P. Rs.P. -
Total ..

*If the work is not campletcd within the specificd tims, the cause of delay should be explained and if no penalty is lovied, the reasons for the samo should »e recorded.

---------

---------------------------

Municipal Engineer.

591 -
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FORM 133
( See ruls 177)
CoMPLETION CERTIFICATE

Completion Certificate of Original Works
Name of Work ... cicvcrrsartesinnssiincsnnsarsanans

Authorny ......... vesesntssenesrasarassesunsnatrran

Estimate Na. ,......... tertesrencnearnansan .

cachmesgensen R R N T T R PN N N N

Certified that the abovementioned work was completed 00 .4.vvvvveeveeierennnsnnes.. 19 , andtakenoveron.......c.es.19
and that I have satisfied myself to the best of my ability that the work has been done properly.

e ureriSesndgsnrantsuasnabtitruREREtbnny

Dated ........ vereires eaeeaaaas ceneeraienaann .19, Chief Officor, Municipal Council.

COMPLETION CERTIFICATE OF REPAIRS

Name of building ......eocveevrirevrennnss

AUthOIItY ....veveeserevoveasaronsaconnsananncnn

Certified that the repairs to the abovementioned buildings were completed o «vvu.vvuese.....19 , that it is a clean and habitable
order and that I have satisfied myself to the bost of my ability that the repairs have been properly dons.

Dated .

Svecan LA R AR ENERERENENLESENNERERER] [E R AN E NS NENENEN) 19 -

SilesusvenrsasssetienraenesntaaRREnEOUNRRRT

Chisf Officer, Municipal Council.



FORM 134
[See rule 179 (1)),
cinrnrseessssees s MUNICIPAL COUNCIL

Muster Roll of daily labour employed. .............. Jor the period from. .. .10....19
Voucher No. ..cceiiianienans

Estimate NO. ..oevversnnasces
AmountRs. .....c...0nvuere

No. Name Designation 1 2 3 4 56 7 8 9 10 11 12 13 14 15716 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3l

- ) 3 4

Total ..

. ) Initials and remarks of paying officer . .
Total Rate per diem Amount Deductions, fines, cte, Balance due or signature or thumb Description of work done Quantity
impression of the labourer

4A 5 6 7 8 9 10 1

£91



ils of payment .
Abstract of work done Actual cost Romarks Details of pa Initiat of Ofticer
As per Schedule Schedule cost  as per Signature of Officer- Date Amount
muster in-charge

Rate per
12 i3 14 15 16 17 l_ 19

TOI&‘ LEE ]

Amoun!('mwords} Al ts s At eI ans st nsiann shdssngssavestanererrrarsarpbdn
Certified that the above lsbourers were actually employed in the interest of the Council eu the days mentioned and their pay entered in the muster-roll was paid in my presence.

" Signature c.av-cevarricicrierresicanns
Dam LE R N W NI NI IR RN aana v

Date ceervnsrcsrsroserrraneseld

Designation .....ccvvveveniiinaininen. .

cessrrresae Preaas it eansaureatnns

Chicf Officer/Municipal Engineer.

i ity P‘ybychmmNo--“..I..ol...!.O."ﬂ-llllok.."lU..D. Il'l|l|0--'.ll-olt;cnvnlllllI".lilt.ll.dated I.v--hl---llul"'-lli.d......-....
Accountant

SaebIbassRarsiaarecsapnetedprny

Accountant,

L N R NN T RN R I e

891
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FORM 135

[See rule 179(2)]
St eseaietertnnrastesEseateetanes - «» »Municipal Council
Date .iiveviannienns RS |
Morning Report of Ward Section No.
Labourers on l .
Work on which employed Mukadams Carpenters  Black smiths Total number Remarks
1125 . 100 0-80 - employed
1 11 12 13

2 3 4 5 6 7 8 9 10

691
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FORM 136
[See rule 180 (1)]
Municipal Council

T T L EE R R LN RN

Form of Measurement Book
Name of Work

Agency by which work is executed

Date of Particulars of Work  Details Contents or Area Last measurement Total up-to-date

measurement No. . B. D. page quantity

1 2 3 4 5 6 7 8 9

FORM 137
[See rule 180 (5)]
verreesesasssseass.. Municipal Council
Register of Measurement Books
Part I for Ordinary Measurement Books
Serial No. of the Name of the person Date of issye Date of return Year from the last day
Book to whom issued of which period of Remarks
presentation is to be
completed

1 2 3 4 5 6
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FORM 138
[See rule 181)
vreeas. Municipal Council
Register of Petty Works

DTN NI A I ]

Serial Name of Work  Expenditure to end of  Allotment for

No.

—— e mmmm e e

previous ycar

the year

Agency Orders Amount paid
Orders doing sanction- Total to Date of
Sanctioned sanctioning the work ing the Number Amount end of comple- Remarks
estimate the agency and date the cur- tion
estimate of con- of vou- rent year
tract cher or
bill
5 6 7 8 9 10 11 12 13
Rs.

Note.~(1) Incomplete works should be carried over to the next year's account with the total of expenditure up to the end of the present year,

{2) A few lines or less than half a page should ordinarily suffice for each work.

{3) The total expenditure on each work shouid be attested by the Municipal Engineer or the Chicf Officer/President,

141



FORM 139

[See rule 182(1)]
vrvsusennssss s Municipal Council
Register of Works (other than Petly Works)

Serial No. of estimate ......c.cocivivecrainnas
Aliotment forthe year RS, ... ..cocvivinnannsns
Name of work .....cccaervenseasninisenss beraas Number and date of order sanctioning the estimate ....oveeveeinos-
Head of actount ,......ccoccveiicesicsnssnnnns
Sub-head Sub-head Sub-head Sub-head Total s
N f contractor  Number and - - - o Remar
ame ot con date of bill Quantity Amount Quantity Armount Quantity Amount Quantity Amount
1 2 3 4 5 6 7 8 9 10 11 12
Rs, Rs. Rs. Rs. Rs.
Expenditure up to the end of the previous
year.
Total -- . .-

Progressive total carried over

Ul



FORM 140
[See rule 183(3)]
frrereesisttarrenrisinna Municipal Council

Stock Account of Road material 19--19

Name of article ...........000vvvuan ceea
Receipts Issues .
Balance Balance Remarks
. Soruce from Voucher No.and  Number or Total Date On what Number or
Date which received date quantity account quantity
1 2 3 4 5 [ 7 8 9 10 11

€L1




Name of Article,....ovcnrneee

FORM 141
[See rule (184)]
eesasvsasesanes Municipal Council

Tools and Plant Register

Date of Purchase Source from  Number Number or Value Date of write Authority ~ Numberor [Amount Date of Initials of Remarks
which of voucher quantity offorsale  for disposal quantit realised creditto Day 7 Authorised
received purchased dispose Book Officer
1 2 3 4 5 6 7 8 9 10 1 12
Rs. ) Rs.

1741



FORM 142
(See rule 187)

v« «.. Municipal Council

REGHTER OF INVESTMENT INCLUDING DErPOSIT

Date of investment , i.e. purchase Particulars of investments and in the Amount

Sorial No. of security or the date of deposit case of Government securities, num- Date of maturity Amount of  Due date of accrued
etc. as the case may be ber and date of paper or fixed principal due interest
deposit Face value Purchase price
1 2 3 4 5 6 7 -8
Rs. RB- '
Amount of interest due Initials of Chief Officer Date of recovery and Amount credited to Remarks as to final disposal Initials of Chief Officer Remarks
adjustments in accounts cash book .
9 10 11 12 13 14 15

Note.—Where any sum is withdrawn from investment or any Government promissory note is sold, the particulars of withdrawal or sale as the case may be, should be noted in red ink across columns
(1) to (3) of this register and its face valus dedusted from the total in column (4) and the balance of the investment worked. If no balance remains ¢ accounts closed * shall be written

across tho page. .

SLT



FORM 143
(See rule 188(1))

............. «veseenses. Municipal Council

Register of Loans

Source from which the Number and date of Purpose for which  Amount of loan  Rate of interest  Date of receipt of No. of instalments in Amount of each
loan has been raised order sanctioning the loan was taken loan which repayable and instalment
loan whether yearly or half
yearly
1 2 3 4 5 6 7 8
Payment ft In .
. ) Balance Principal (after each itials of the Chief Office X
Initials of the Chief Officer Date  Principal Interest  Total Dayonens) #15 oF tho Shiel Licer Remarks
2 10 11 12 13 14 15 16

9Ll
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FORM 144
(See rule 188(2) ]
......... ves....Municipal Council

Register of Sinking Funds for Year 19 <19
Amount of loan and rate of interest :

Date of raising the loan :

Amount of Sinking Fund instalment and a rate of interest at which Sinking Fund develops

Previous balance RECEIPTS

INVESTMENTS
Theoretical value - ——————— - e e e e
Annual instal- Date of eredit  Total [Columns  Interest percent at  Theoretical value on Previous Balance Purchased during the Year
ment (1) and (2)] which sinking 31st March 19
fund develops (Columns 4 & 5) Actual value at  Face value Value at Cost Face Value
cost
1 2 3 4 - 5 6 7 8 9 10
Re. P Rs. P. Rs. P Rs. P _ Rs. P Rs. P. Rs. P. Rs. P.
INVESTMENTS .
" Date of investment Total Present value of Sinking Fund. Dliﬂ'eren ?6) Remarks
—_— columns (1
Value at cost g(columns (7) Face value [(Columns (8)  Market values of Uninvested cash balance Total ((Col. (14) :[nd (6)) plus or
and (%)) and (10)] sccurities mentioned in  of sinking fund on 315t and (15)] minus.
column (13) on 3]st March 19
March 19
n 12 13 14 15 16 17 18
Rs. P, Rs, P. Rs. P. Rs. P. Rs. P. Rs. P.

LL



FORM 145
[See rule 188 (3))
vesnerenars-s Municipal Council
Cash Book of the Sinking Furd for the year 18 =19

Month and date of  Reference to Particularss  Amount Initials of the Date of Voucher No. Particulars ~ Amount Initials of the Remarks
feceipt voucher No. and Authorised Officer payment and date Authoris=d Officer
date of the genera!
Cash book
1 2 3 4 5 6 7 8 9 10 11
Rs, P. Rs. P,

——— i —

8LI



Name of Debenture holder s
Address

Purpose of Loan :

Amount ot Loan ¢

Serial No. of Debenture
No.

Date of maturity

e ——————— e x = 7 it

Amount Date of
T lssue
3 4
Rs, P.

FORM 146
{See rule 188(4)]

aeesseress Municipal Council

_ Register of Debentures
Date nf maturity :
Due gates of Inerest ,

Interest due Date with Remarks Signature of Chief
———— e e _— initials Officer
Amount Date Amount
6 7 8 9 10 1
Rs. P Rs. P

N. 8.~ the debenture is transierred, or t..a.-.—l;—ed a note sliould be Kept in the ** Remarks cotumn *.

6LY



- FORM 147
[.-S‘ee rules 189 and 190 (1)]
trescsserenneersrss Municipal Council
Register of Advances Deposits for the year 19 —19

081

Repayments of adjustments
Month and date and  Particulars of advance Voucher of receipt Amount Montly -
pame of the party or deposit Number Total April May June July August September
1 2 3 4 5 ] 7 8 9 10 11
Rs. P. Rs, P, Rs, P. Rs. P. Rs. P. . Rs. P. Rs. P. Rs, P.

N Repayments or adjustments Total repayments Date of repayment Balance remaining

- : for the year or number of unadjusted at
__ October November December January . February March voucher of the end of the Remarks

Soel o BbvenEEE o eeemb el A ... oen o . e e e “ - -adjustment year ]

12 13 14 15 16 17 18 19 20 21

Rs. P. .+ Rs, P Rs. P. Rs. P, Rs. P. Rs, P. Rs. P.



Register of Security Deposits othar than cash Jorthe year ]9 —I9

181

FORM 148
(Seerule 191)
A erBetitaereerintananas Municipal Councit

Serial No. aad date of order

. ¢ Date of deporit Name and address Purpose of deposit  Number and date Amount
No. under which deposited of depositor of paper
1 2 3 4 5 6 7
Rs, P
Initials of chief =~ No. and date of Datoof retura  Signature of depo-  Initials of Balance at - Remarks
Officar order sanctioni or lapes sitor acknowledging Chief the close
ntun‘:’ of lapse woeipt of deposit Officer of the year
cposit
3 ' 9 10 11 12 13 14
Ly
FORM 149
(See sule 192)
Register of Grants
Bzpenditure (to
be operatad(u:
rospect of grants
Serial  Name of Period  OrderfAuthority  Amount  given for & Gc  Balancee Refurd  Remarks
. ignation  ©
No grant of the nng;ipn- recoived (Voullﬁ S:g’u!
ing autbority should be
qQuoted)

V 4546—24




FORM 150 )
Paragraph 4(2) of section *B’ of Appendix '

Audit Register of Permanent{ Tempearary Establishment of the Municipal Council
I ! Section| Department|Scheme
. _ Fixed recoveries to be effected.
. Designation Sanctioned strength Names of persons appointed. : -
of the post. - ——— G.PF. Income Tax. Other deductions.
No. of posts Scale of pay and Original Substitute. Substiwte, Y ——— i
sanctioned. allowances sanctioned incumbent . C.PF. . :
' to the post. ) P , :
1 2 3 4 5 . 6 7 8 9
i
: } ;
H . ! . e } L
' |
. | ‘
Record of Payments made , .
April May June July August September October  November ! December Januvary February + March
S.L.O. S.L.O, S.L.O. - S.L.O., 5.L.O. | S.1. O, S.L.O. S, L.O. . iS. L. O, 5. L.O. S.L.O. S.L.O.
. 10 11 12 ) 13 - 14 15 16 17 ! v 18 19 20 ; ' 21
! | i | —
‘ .‘ © i -
: ! f ;
. General Information Re rd: - ' :
: marks regarding ve and pension '
.Dare of birth Date of next increment fitness cextificate - mmlculatim '
22 23 24 ) Y

81
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FORM 151
(Paragraph 16(a) of Section * B * of Appendix)
.............. . Municipal. Council
Register of Periodical Changes -
Major Head ;
Minor Head :
Sub-Head :

Orders of Competent Authority. " Nature of Charge. . c . Sanctioned amount : and
] ) ‘ . . period of saaction.

Year and month . , Voucher Ne. Amount Remarks

19 -19
April,

May.

June,

July.

August,

September.

October.

November,

December,

January,

February.

Mmh- Y S

V 4546—24a
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PORM 152
(Paragraph 16(b) of section B of Appendix]
CONTINGENT AUDIT REGETER

Yeaur 19 -19
" Left-hand page.

Detailed Heads of Budget

Duts To whom paid Number of Sub-Voucher and Sub-divisions of detailed heads as may be convenient. If the
Contingent Abstract appropriations be not ordinarily allotted among the Sub-divisions
of a detailed head, they should be linked bya trace and the
mluml: placed bolow. Each of the spaces represents a money
oo .

Right-hand page.
-
Detailed Heads Unusual charges
Sub-divisions of  Description Amount Totalofeach  Totalofeach Dateofbil Date is- ks
detailed heads Contingent month's bill ' sio: %3?:: Romarie
abstract tials

Re.




FORM] 153
[ Paregraph 25 (z) ol section B of Appeadix]

Ausrr Rzomres or PeatoN
No.@.P.P.O. . Name of Patvicnsr ClasofPasion Monthly amount Incidence of Orders of mnotion- Date of blsth Helght
and pay last sad date of com-. charge ing autbority
wa mancement
] 2 4 5 6 b ) [ ]
Rs.

g A ——— . -

Personal  Residence Date of paymant

marks of of monthly
peasloner pension
9 10 |
————— gt St el g ia 71 WGmcn s T SRS

Nete.—~Separuts Page for esch petsioner should be openad.

$81
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FORM 154
[Paragraph 26 {(a) of scotion B of Appendix}
Register of Pension Payment Orders on ...convenenn....
Treasury
Bank
Number of pension payment erder Namo of Pansioner Monthly amount Remarks
1 2 3 4

Rs,




Major Hoad :
. Minor Head :

FORM 155
(Paragraph 27 of section B of Appendix)
Gratuity Register

. . Initials of Auditor Payment Initials of Auditor Remarks
Serinl Orders of sanction- Nameof Payee  Place of Amount Incidence of
No. ing authority Payment Charge Date Voucher No.
1 2 3 4 5 6 7 8 9 10 1t
Rs.

.

2ot ‘mpinile janbak bepik

By order and ia the name of the Governot of Maharashtra,

5. G. SURADKAR,
Secretary to Government.

{81



