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~ . URBAN DEVELOpMENT, pUBLIC H~TH AND J;IOUSING ~~( 
•tT Sachivalaya, Bombay -32 .. : B.R.,J6th September?,nt;,';t; 

~HrRA MUNICJPALII'IES ACT, 1965. 

~o. UMR-1866/11400-Unification-IV.-In exercise of the powers conferred by sub-sections (l).a'lli> . . - .. ~lause 

t
'S,( ."" .. b-sec. tion (5) of section 101, sub-section (6) of section 10. 1. ,' sub-se.ction. (1) of section 102, cla.uses (a) an·d· (~) ofs. ub-seclion·.. {1) of. ·. 

'l· J04 llnd sub-section (J) of section llS of the Mabarashtra. Municipalities Act •. 196$ (Man, XL. of 1965), and of all other powers 
~g it in that behalf an~ in superses~on of all P!"'vious rules_. made in tbis ~alf, the ~v~rn~o} o_f Mff!tariiSb,l~ q~l»\~kfl.JI)e;, 
•nlii rules, the same baVInlii been preVIOusly published as required by sub-sectiOn (J) of the said section 321, nouncly :.- ·· -- ·. . 

CHAPTER ·I. 

lNTiuiDUCTORY. 

·,. -~t-title andeommencement.-(l) These rules may.,;, ealled the Mabar~hva Munlclpal Aecount Code, 1971, and shall come 
into force with effect from the 1st day of April 1972. . 

(2) The rules in the Code shall apply to all the Municipal Councils constituted under the Mabarashtra Municipalities Act, 1965 (Mah. XL 
oll9!5S.) · . · · . . .. .. . 

,. z. Definitions.-irfthcsc rules, unless the context req~iies othCrwise,-

(a) " Act " r.nea~ the Maharashtra Municipalities. Act, 1965. ; . ' . . . ; '~ ,. . . ,... ; 

. (b) "Auditor"' means the Chiet Auditor, Local Fund, Acco.un,ts, Bdrrll;l;iy or'~ny oUter' person authorised by him to perform the 
functions of an auditor ; - · · · ' · · · · · · · 

. _ th~ 1~,~ Authorised Officer " means tho Chid Officer or IIIIY,pther omcer autl!orised ~_r ~ 11ndet sub-section (2) of section 77 of 

' , (d) " Bank." means a Bank specified under sub-section. (1) of section 99 ; 
. . 1.. ' '•' _, • _. ' 

·• (e) " Chief Auditor "means the Chief Auditor; I..ocalPund X<X:ounts lind iil~ludes the Pi:PIII)<~Ief ~ditor, Local Fund Accounts ; 

{f) " Committee •• means a Conupittee appointed under ~e Act and inchru;ge of any particular work of business ; . ... ' - . . "---__._-_ ' - ' ·.- ' . 

(g) "Contingent Charges •• means expenditure whirh is inciden(3Uo the working of an o(lice . and includes all miscellaneous char
ges, other tllan those for cstablishm!lnt and travelling allo\Vance, and whtcli a municipal officer' or servant is required to incur iu con
nection with his duties ; 

(h) " Eng(nC:er" mcanil the Municipal Engineer specified' in sub-section (2) otsciction75 or such other ollic:r app:>inted by th= 
mUilicipal council to perform the functions of an engineer ; 

(i) " Form " means Form appended to these rules ;. 

(}) " Covemment.; means th Government of Mahaiasbtra (' •· 

(k) " Head of Department •• JDC&tls lln officer placed in charge of a !!epartment ; 
"•' : ,,- I - • ._ _. - , 

. {/) •• Major Head " means a main unit of classification ofre~enue and expenditilrc ln ibe ~ts ()fa Council ; 

vn) " Minor Head " means a sub-division of a major bead ; ' 

(n) " Presiqent ;· means the President of a Council and includes the Vice-President when acting fo~ the President ; 

(o) u Re-llppropriation " means the transfer of funds from one budget bead' t;;, a11o~her ; · .. 

(p) " RecUrring Charge •• means a charge which Involves a liability beyond the ffuariciaf y~ in which if' is originally sanctioned; 

' . (q) " Section " means a section of the Act ; 

(r) "Superintendent" means the tax superintendent or other superintendent' 'appointed ·to supervise the collection of 
taxes including octroi. If no one has been so appointed, superintendent means the Chief Officer ; 

(s) " Sus pence Account " means the head of account· under whi.;:h transactions . of a .1emporary character which · are not 
to be adjusted forthwith in the accounts as final receipts or outlay or the correct classification of which cannot be determined, ·aro 
recorded; · 

(t) "Temporary Establishment •• means establishment employed for a limited period ; • 

(u) "Treasury" means a Government Treasury or Government Sub-Treasury ; 
~ . - ' -·:·· - ' ' . : ' _.._ 

(v) "Treasury Officer " includes a Sub-Treasury Officer or,. Manager of the Bank to which the Goverriment Treasury business has 
been made over ; 

(w) "Year" means the financial year as defined in the Bombay peneral Clauses Act,' 19M (Bom. I of 1904).; 

(x) Words or expressions used in 'these rules, but not defined, shall have the meanin~. respectively, assigned to them in the Act. 

" ' 3. Genaral.-The registers and rorrits prescribed in thest ruiM· 'provide for account trMsactions 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 '!'les. No addition· to or alteration in the forms may. be made except with . the sanCtion of Government. /' 

. 4. C~ie/ Aud!tor, Locaf Fund Accounts to guitk 'councils.-In· matters of details connected with accou~ts, the Council shall be gui~· · _· 
l}' the Chief Auditor, Local Fund Accounts. · · · · · --
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CHAPTER n. 

, GENERAL. , ~ 
s. Computation of time.-Whenever in these rules, any act. or pr0c<7ding in th~ Council or ~ead Octroi Office is direct 

to be done or taken on a certain day or within a prescnbed penod, then tf the office ~ close~ on. ~h~t day or 
day of the prescribed period, the act or proceeding shall be deemed to have been done or taken m due ttme if tl IS done or t 
next working day. . . . 

6. Atoowlls to be for finantial year.-The aa:ounts shall be maintained separately for each financial year. 

7. Languai~ in which accounts to be maintained.-The accounts and registers sh<?uld '?e maintained in .Marathi, : ~rovid~ th~t~w~~ 
it is not possible to maintain the Accounts and Registers in Marathi they may at the discretton of the Councd be mamtamed etther m Hmdt 

or English. · ·' 1 
'l' · 

8. Manner of keeping books of atoounts, etr.-Books of aa:ounts, registen, receipt and bill:books, shall be strongly bound with ~s, 
serially numbered and each page or folio sealed with the Common seal of the Council. Th~ number of pages of each k 
or register contains shall be certified in writing, after actual varification, on lbelast page by the Authonsed Officer. 

9. Account of Receipt Books, etc.-An aa:ount of all the reccip~ ~ks, licence forms and oth~r •i!nilar '!rlicles and. form 
having money value, brought to stock by the Council, shall be mamtamed in Form I, The followmg mstructtons regarding tbe 
maintenance of the account shall be strictly observed :-

(I) The stock of receipt books, licenses. etc., sbaU be in the custody or the Authorised Officer who shall maintain 
an account thereof in Form I. Receipt books, licenses and cheque books, etc., pertaining to different departments shaU be 
recorded on different pages. 

(2) As soon as the receipt books are received from the press,' the total number of ·receipts cm;uained in each book 
shall be examined and certified by the Authorised Officer on the last page of tho .. book. The recetpts shall be stamped 
with the common seal of the Council at the time of issue of lbe books. · 

(3) Out of the stock of receipt books with Authorised Officer a certain number will be handed over to each Head o 
Department for use. Each Hi of Department will maintain a stock aa:ount in Form I and follow the instructions i 
this rule in all respects.. ! . 

(4) No receipt book shall be issued to the collection staff unless it is inunediately iequired for"use. Fresh issue llhal 
not be made until after the completed books are returned, and when this is. not always possible, the return of receip 
books immediately after completion shall be ensured. · 

(S) The note of every issue of a receipt boot, etc., in the Register and its return after completion shaD be duly attnted. 

(6) The books shall be issued in serial order, the number of receipts contained therein befog also noted in Register • . 
(7) Unless the partly used receipt books are brought into use during the next year, 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 tho 
Head of Department or the Chief Officer or some other Officer duly authorised by him and the. original receipts therei~ 
shall be counted to see that none have been removed or misused, an" a certificate to this effect shall be recorded on th 
reverse of the last original receipt. Erasures and corrections shall be critically scrutinised and the used booll;s shall be kept 
in the personal custody of tho Authorised Officer. · . 

10. Correctio11s in Accotlnts.-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 auested by the dated initials of the Authorised Officer. All corrections 
and alterations in bills and vouchers shall be similarly auested by the officers drawing the bill or person preferring the claim, 
while those in the pay orders shall be similarly atlested 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. 

II. Moneys pertaining to Mluricipa/ Fund to be credited to appropriate head.-No money pertaining to tho municipal fund, with 
the exception of authorised advances and amounts remaining undisbursed out of bills already paid, shall be kept apart from 
!he g~neral balance at the credit of t~e Council, but. shall be credited at once to the appropriate head of account and kept 
tntact mto the treasury or hank. No portion of tho collection shall on any account be kept back or used for current expenditure. 

12. All moneys to he acknowledged.- Moneys received by any authority of the Council 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 w1th a revenue stamp and banded over to tho payee. 

13. Bill or voucher to bear order to pay.-Every payment charged to tho municipal fund shall bear 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 
pay shall be s1gned by the Chief Officer after it has been approved by the competent authority, in cases where approval Is 
necessary. · 

14. Money to he paid only hy cheque.- Subject to the provisions of rule IS, no money shall be paili from the municipal fund 
except on a cheque signed by tho Chief Officer and the President : 

Provided that, the signature of tho President shall not be necessary in respect of payments from the municipal fund on 
the rollowing accounls :-

(i) Salaries and allowances of the staff ; 
(ii) Advances and withdrawals from the Provident Fund ; 
(iii) Payments of instalments and interest of Life Insurance Corporation Loans ; 
(iv) Payments to the Life Insurance Corporation on account of insurance premia collected by the Council from policy 

holden from amongst the municipal employees : 
(v) Payments to be made to any Government Departments ; 
h•i) Payment l\..63rding recoveries on behalf of Q).operative Societies, Banks, Cumulative Time Deposits . 
(vii) Such other payment as the State Government may by special C'lrdcr, from time to time direct : • 

'/ -, (\ , A -~· ,. ': 
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. I Provided further that, every 'beque drawn by the Chief Oflillcr under the first proviso shall bo accompanied by a '"rtificate in the 
,.1 followina from :- · 
~ "Certified thatthe Cheque No .•.•••••....• , dated •.•••.••••.••••• 19 •.•••.•. is towards payment to bo made on accoun 1 
· > · of • •••••••••.•. \ ... • ................ and does not rcquino the counter sianature or the President ". 

•Her~ specify one of the putpos~ mentioned in the first proviso. 

IS. Cuh payment in cmain cases from the permane.•t advanc•.-lo cases of emergent payment, sums for amounts less than Rs. 100 
in the case of a Council for • A' Class Municipal areas, Rs. 15 in the case or a Council for • B' Class Municipal area and Rs. SO in the 
case of a Council for • C ' Class Municipal area, and il the payee so desires, refunds of octroi shall be paid in cash from permanent advan'". 

16. Manner of preparing Bills ~·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 
1n words as weU as in figures ; paise may, however, bo written in figures after the words stating the number of rupees, but if there an:: no 
paise the word" only" shall be written after the number ofwbolerupees. Care should be taken to leave no spa'" for interpolation. E'ery 
Bill shall have written across it in red ink an amount a littlo in excess of the amount of &he bill and in whole rupees, e.g., on a bill for 
R.s. 50·15 should be written "under Rupees fifty-one". · 

~ ~·. ~ 

11. Manner of payment on Vouchers.-Charges against dilleren& 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 othw thao. the offi'"r authorised to sigry the" passed for payment" 
order. No money shall be pa1d on a voucher or order s1gned wtth • rubbor or facsunile stamp. When the acqwttance on a voucher is given 
by a mark or seal or thumb impression it shall be attested by some person known to the disbursing officu. Vernacular signatures shall 
always bo transliterated. 

I •' I .. ' 1.-f ,_ ~ 

18. Money payable to be rounded off to nearest multiple of 5 pajse.-Traoaactions of the Council involving transactions of a rupee if any 
comprising every payment to aoindiv idual on each bill on account or pay, allowances, pension or T. A. may be rounded off to the ~earesi 
multiple or 5 paise. 

Not•.- It will not be n"'"'sa~ to round off every item ilan indivi!lual's claim in a bill like Railway fare, mileage by road, daily allowance 
etc. compnsmg an mdiVIduals' Travellmg Allowan'" cl8Jm. It would bo enough to round off any one of these items in such 
a manner as would bring the portion, if any, rcprcsentin& the transaction of a rupee of the net claim, to be paid, to a figure which 
is multiple of 5 paise : 

Pr~vided that, !n respect of contingent and other charges, when ~ts have no objCC!iOI), _the r<!unding off of the fraction of a rupee 
shall be done only 1n respect of &he net amount payable .. oa a bill and no& 10 respect of the md1Vidual1tcms of clauns or adjustments in the 
bill. . .• 

. 19. Acknowledge,..t of payment and /tnt -.ouchers, •tc.-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 absen'" of the neces
sary acknowleJgement; If a voucher be lost, a '"rtificate of payme.nt prepared in. manuscript and signed by the disbursing officer and 
endorsed by the superior offi'"r shall be placed oo record. Full pan1culars of all clauns shall be set forth. Payments to illiterate persons 
shall be certified by the disbursing officer and the thumb impressions of those persons shall bo obtained against their names on the vouchers 
concerned. , >!' · ... , 

. 20. Date of payments to be noted, etc.- Dates of payments shall invariably bo noted by the payees in their acknowledgements. If, for 
any reason such as illiteracy or the presentation of a receipt in anticipation 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 separately for each payment, or by groups 
as may be found CODVeniCDI. 1 , 

21. Payment by Post 0/fo:e, etc.-In the case of payments made by ~ittan= through the Post Offi'", the Postal money-order receipts 
shall be kept WJih tho vouchers. In the case of payments for articles ~IVed by value payable post, the value' •yable cover, together with 
the invoi'" or bill showing the details of &he items paid for, shall be kept with the vouchu. , . 

I 
22. ldemnitv Bond.-A claim for an amount not exceeding Rs. 500 preferred on behalf of a d~d person may be paid, without the 

production o~ a legal authority, undo~ orders of the President after s~ch enC)uir)r into the right, Iitle and intere_st cf the claimant as may be 
deemed sufficient. In the case of cla1m ex'"edmg Rs. 500, 1f the President IS sat1sfied as to the nght, IItle and 1nterst of the claimants and 
considers that undue delay and hardship would be caused by insisting on th~ production. of lc&tc_rs of adn_linistration ~r other legal authority 
be may obtam the orders of the Council for payment on execution by the claimant of an mdema1ty bond 10 Form 3 w.th such sureties aa the 
Pmidont may fi•· · 

In case of doubt payment shall bo made only on production of a Jepl authority • 

.' 23. No dllplicatt receipt to be granted for money receivtd.-No duplicate or copy of a r"'"ipt granted for money re'"ived, or of a bill 
or other document for the payment of money which has already been paid shall be issued on the ground that the 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 
~ived from, or paid to a certain person. A fee of Re. I shall be charged for each such certificate in respect of a lost challan or 
receipt. . , · . 

24. /'tJSs 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 scat periodically 10 be written up at the Treasury or Bank. At the close of each month, the en tires on each 
aide of the pass book shaD be totalled and the balan'" struck under the signature of tho Treasury Offi'"r or the Manager of the Bank. No 
entries shall be made in the pasa book ex'"pt by the Treasury or Bank Staff. 

CHAPTER. ill 

BtlooET 

2S. Preparation of Budget Estimatcs.-(1) The Budget Estimate of a Council shall be prepared in the Form 4 incotporating therein

(a) tho income and expenditure of the Council for the previous financial year ; 
, (b) the income and expenditure of the Council from the lsi day of April to the 30th day of November of the financial year then 

cumnt and an estimate of the income and expenditure for the remaining portion of the current year ; 
(c) an estimate of income and expenditure of the Council during the ensuing financial year and an estimate of the closing balance 

in the Municipal Fund at the end of the current year ; -
(tf) proposals for any change in taxes, fees or other charges to be levied for the ensuing year. 

(2) The consolidated budget estimate shaD be accompanied by subsidiary statements detailed below :-
. (a) A statement ill FormS showing the details of the sca,le of municipal establishment provided for in the budget ; 

(b) A statement in Form 6 showins the details by works of the estimated expenditure on works proposed to be undertaken d•·. 
the year ; . .~ 
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(<) A statement in Form 7 showing the estimated expenditure to be met o"t or tho loan funds obtained from Government or rai&od 
In the open market; ' . · 

(d) A statement in Form 8 showing loan liabilities of the Council; : . · • . • 
(e) A statement in Form 9 showing the estimated receipts and payments on account of any trust funds admmaterod by the Council 

with the opening and closing balance in each case. 

26. Instructions to be observed while preparing budget estimates.-The foll~wins instructions shall be observed in preparing the budget 
estimate:-. _ ~ 

(i) The budget estimate shall be for what is expected to be received or paid durins the year and not for demands or liabilities 
likely to fall due within the year. · ' • · · · · · .. · · · • . · • . 

(ii) All existing liabilities which cannot be liquidated before the commencement of the year for which the budget IS bemg prepared 
shall be ascertained and provided for. · · " . · · · • . 

(iii) The estimate of income should be based on a companson or the last three years' recctpts. 1be esttmate from taxes and other 
sources for which there is a fixed demand should, however, be limited to the average of three years' receipts or to the year's demand 
pl11s a reasonable percentage of the ~verable arrears, whichever is less. · . . . 

(iv) The estimate of total expendtture should not exceed the average of actual recetpts of the preVIOUS three years or the esltmated 
receipts of the budget year whichever is less. . .. • "· · · , 

(v) The estimate of expenditure on fixed establishments as well as fixed monthly recurring charges on account of rent, allowances 
etc .• should be made according to actual sanctioned scale, irrespective of savings. · · -' _ · . 

(vi) For contingent expenditure, the estimates shall be!! based upon the average actual expenditure of the past three years, exclu'!lve 
of any special items of expenditure that may have been incurred during those years. · ·. • · · · · • 

(vii) The proposals for additional taxes, fees, etc., under sub-rule (I) of rule 2S should be such as to cover the whole of the anticipat-
ed expenditure and to leave the minimum cash balance specified in rule 27, . · . · . 

(viii) If there are any abnormal variations in fluctuating receipts and charges, brief explanations for such variations shall he given. 
(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 fundwisc, &ivins the amount invested in Government promissory notes, fixed 
deposits, etc., with the rate of interest in a foot-note. · 

27. Minimum cash balance1.-Minimum cash balances to be'inalntained by Councils, at the end of the year should be as foUows:-
' I ' ' ) . ; 

(I) Council having Income not exceeding ~· 50,000 • • Amount equal to one month's average expenditure of the previous 
· .·-. ' - financial year. , · · ·· ·, · 

(2) Council having income more than Rs. 50,000 btl!· not Amount equal to one month's average expenditure of the prcviouo 
exceeding Rs. 1,00,000 (one lakh). · financial year but not exceoding Rs. 8,000. · 

(3) Council having inccme more than Rs. 1,00,000 (one lakh) Rs. 8,000. 
· but not exceeding Rs. 2,00,000 (two lakhs). · · · · · 
(4) Council having inccme more than Rs. 2,00,000 (two lakhs) Rs, 15,000, 

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 cent of the income of the previous financial 

lakhs) but not exceeding Rs. 5,00,000 (five lakhs). · · · year whichever is IC8S. . . 
(6) Council having inccme more than Rs. 5,00,000 (five lakhs). Rs. 30,000 or 4 per cent of the income of the previous financial 

. . . 1 .. , • . . . rl _, year whichever is less. ) 

· The minimum balance means the free balance with the municipal council, that is to say, excluding the balance of all statutory funds, 
depostts, unuuhsed balances of grants. and loans for spec!fic purposes, balan~ of earmarked funds, etc., which cannot be appropriated 
for ~eneral purposes. Stmtlarly, the mcomc mentiOned m this rule should mclude receipts from Government grants other'lhan those 
recctvcd for specific purposes. . . 

• . . J • .., ' ' 

28. Prohibition of expenditurt without bui:firtt grant.-After the budget has been passed no expenditure shaD be incurred under any 
budget head in e'cess of the amount provided, unless provision for the excess is made bY any one of the foUowina mcthods·-

(i) by transfe~ from some other head under which savings are available, or · 
(ir) by an additional allotment, or - - - -
(iii) by a re'ision of the budget : · 

~rovided that, the expenditure incurred under emergency provisions made in clause (a) of sub-section (7) of section .101 may be resulated 
after tts occurrence m the manner spec1fied above. · • · · . ·. . · · · . . . 

29. Monnerofpayment ofc/aim•.-Al.l claims on the municipal funds shall be paid as they fall due as far as possible and record d , der 
the appropnate head of acCCunt. If th!'f~ IS no budget prov!si!'n Or budget provision is Jikcly IO be exceeded, steps shall be taken :., b:am 
addtuonal funds by addtttonal appropnallons or rc-appropnallons before the year closes. 0 

· 3~. Re-appropriation.-{ I) In proposing _transfers all possible transactions till the close or the year on closing. of acco t h ld be 
taken mto account. . . . . . un s s ou 

. (2) The standing committee, a subj~ts ~ommittee ~p~ointed under the Aci, may within the budget so sanctioned sanction ro-a ro-
prtatton subJect to the followmg cethn~ hmtts from one sub-head to another or from one minor head to another d. lh pp · 
bead and controlled by the same Comrruttee, and subject tp the provisions of sub-section (6) of section 101 : un er e same ml.)or 

A 
B 
c 

.. 
Oass of Municipal Area 

I 
'. 

I Ccilinslimits of re-appropriation 

Controlling Subject Standing 
Committee Committee 

2 3 

Rs. Rs. 

5,000 20,000 
2,000 10,000 
1,000 2,000 

(3) Statement of ro-appropriation shall be submitted to the Council iJ1 Fonn 10. 
(4) All re-:appropriation statements should contain a certificate to the effect that the amounts in q ti 1 be' · ted 

to meet a new ttem of rccurrmsexpendtture not provided for io the budget estimate of the year, ues oa are no ms rc-approprta 

31. Sum! Jt!t apart to h~ u.rtd /or rh~ Jam~ purpose~ Any sum set a rt b 1 1 r h 
'be utili ed for the purpose for which it is earmark~ and shall not be ~:C,d r!r a~yr:~e~'p"un ° t e.tf<'unell ror a.f"rtlcular purpof 

previou~ sancti_o~ of the Council. Any sum set apart for a particular purpose in uili~ cr u:ll~I1U"1 Y ~dr permed anbeed Y 
'· prescrtbed mmtmum cash balance of the Council so Ions as it rcmaina unspent. er const er to an 
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CHAPTBRgiV. 

• MUNICIPAL AccoUNTS. 

32. Genna/ Cash book.f.-{1) All monies received or disbursed by or on behalf of the Council including Government Grants shall 
(mmediately and without any reservation be brought in the General Cash Book in Form I 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 chronological order daily as and when the transactions occuf. Every entry of payment shall be allested by the 
Officer responsible for maintenance of the Cash Book. 

(3) The Cash Book shaD be maintained under the supervision of the Authorised Officer. 
' · (4) The Cash book shaD be closed and balanced daily under the signature of the concerned Officer as provided in Sub-rule (I) of 
rule 51. 

33. Reuipt-{1) Every Municipal servant entrusted with the coDection 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 numbered consecutively and stamped with the common seal of the Council. 

(2) The c:OUection Register shaD be in Form 12 and the chalan in Form No. 13. 

34. Collection Register.-The Collection Register shaD be in the personal custody of bill collector or a clerk in charge of collection 
and the particulars in it shaD be wrillen up from the orginals of the receipts issued at the itime of, coDectioa. A chalao shaD prepared at 
the end of the day from the CoDcction Register. . . .. . 

35. Remillance of Cash received by bill Collectors.- (I) 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. When 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 shaD, before the commencement of duty every day, declare to his immediate 
superior the amount of personal cash with him. H, at an octroi naka, there is no immediate superior available, he shaD 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 shaD be liable to be forfeited to the Council unless it is satsifactorily accounted for. 

(3) The Chief Officer shall arrange to receive in the municipal office collection of cash from the biD collectors or/and clerk in charge 
of coDections on Sundays and public Holidays. The acknowledgement of the person receiving the amount in the Municipal office shall be 
taken on the chalan and also in coDection register. The amount so received shaD be brought to account in the manner prescribed in sub-rule 
(2) of rule 51. -

36. Record of remillances received by Inspector and ill CoiiiiCil Office.-{ I) H the remitlances 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 
shaD be made from the chalans submilled by the Collecting Clerks and the daily total be carried to the General Cash Book. 

(2) H the Collections are received by an Inspector or other officer specially entrusted with the work, he shaD enter them in his Colleo
tion Register to be maintained in Form 16. The Register shall be closed daily and the money remilled to the Accountant or Cashier alon& 
with the register and a chalao for bringing it into account in the General Cash Book. . 

' 37. Money Order Register.-A separate 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 allested by the Authorised Officer, at the time of si&ning the 
money order acknowledgement and the credits should be traced by him to the General Cash Book at the close of each day. 

38. Separatio11 ofCa.rh and Ac.,unts Branches.-ln the Municipal Councils for' A 'and' B • class Municipal areas and in the Municipal 
Councils for • C 'class Municipal areas as far as possible, the cash and accounts branches shall be maintained distinct from each other 
under separate officer who shall be designated as its "Cahshicr " and •• Accountant ., respectively. 

· 39. Cashier's Cash Book.-(!) The Cashier or in case of aCounc~ which do not have an independent Cashier, the Accountant, shaD 
maintain an account of all cash received and disbursed by him. For Ibis purpose be shaD maintain a Cash-Book in Form 18. On the 
receipt side of this book the amount received on account of each challan submilled by the collecting staff or of receipts issued by the Cashier 
himself shaD be shown. All payments and remillances to the Treasury or Bank, shall be shown on the payment side of the Cash·Book. 
At the close of each day the Cash-Book shall be totaUed 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. Tho balance in the Councils, treasure-chest after addition of the treasury and bank
balances shall then be agreed with the balance showa in the General Cash-Book. 

(2) In token of such verification the casb·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 Cosh-Book balo11ce with monthly abstract of reuipts and expenditute.-At the close of every month the receipts 
and disbursements as recorded in the Cash-Book shaD be totalled as shown below and tallied with the monthly classi;ied abstract of 
receipt and expenditure:-

Ooenins bealance on the 1st 

Receipts durinJ the month 

E•penditure during the month .. 

Rs. P. 

Total 

Balance 

41. Remittance IIIIo the Treasrury tJr Bank.-{ I) Money received in the Council's office shaD 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 remilled 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 m Sub-rule (2). 

(2) Tho maximum amount which can be kept in' cash in tho offico chest by each class of Municipal Council where there is no 
or Bank shaD be as follows :-- · 

A 

B 

c 

Class of Municipal Council Amount in Rupees .. 

2,000 

!,COO 

500 
· ' (l) !!very remittance to the Cioveroment Treasury or Government sub-treasury shall be accompanied by the Pass-Book and a ~~ · 
in duplicate in Form 19 and tho remittance shall be entered in the Treasurer's Cash-Book under the taitials of the Authorised Ol!Y _ 
duplicate of the chalao when received back from tho Treasury shall be used as a voucher for the remittance and filed separatdv · ./' 



6 

(4) Every remittance to the Bank shall be acx:ompanied by.~~~ Pass-Book and a.chalan in the form prescribed by the Bank and re!"it
tance shall be entered in the Treasurer's Cash Book under the Initials of the Authonsed officer. The counter-foil of the chalan when rcce1ved 
back from the Bank shall be used as a Voucher for the remittance and filed separately (or preserved intact). 

42. Expenditure.-{!) All bills or other vouchers presented as a claim against the Council except a voucher pertaining to recoupment 
of tho 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 an'<! admission or rejection of the claims nad 
return. The Head of Department shall sign t~e bill in token of its co~rectncss and genuineness. The Acx:o~ntant shall then examine. every 
bill or claim as to its correctness as to the existence of budget proviSion and as to the appropnate sanction of Competent Authonty 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~ 6r shall obtain the. sanctio'! of. the.Competent Authority._ T_he app~val. takes the fo1111 of a "Pay Order" 
at the foot of the bill to be fully Signed by the authonty sanct10n1ng 1L If, however, the bill IS defective In any respect 11 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 passed in the manner prescribed in sub-rule (I) and. the order .to pay endorsed thereon, the procedure. pr.,._ 
cribed in rules 14 and IS shalf be followed for the payment of the b•U. The bill when paid by cheque shall be stamped "pa•d by 
cheque No. , dated 19 " numbered consecutively and filed for audit along with the fayee'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 o the permanent advance 
rill it is presented with a voucher for the recoupment of the permanent advance. A note of payment shall also be 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 tho month except those for establishment charges and 
satisfy himself 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 claun. 

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

43. Unpaid Amounts.-{ I) 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 more than throe months from the date of their drawal shall 
be recredited to the Municipal Fund. . 

44. A"tar Claims.-{!) No claim on acx:ount of pay and allowances or any other acx:ount, not preferred within one year of its 
becoming due against the Municipal Council, can be paid without sanction of the Council. 

(2) The one yea(s period shall '!e reckoned in the case ~f travelling allow~<;es bills, from the date of return to headquarters or from 
the 1st of t~e ~onth tf th~ t~ur cont~nues over that date; m the case of offici<Jtlng pay frC?m the date of receipt of the order sanctioning 
the promotion 1f the offic1atmg pay IS due for a post completed month or months, otherwise from the following pay day ·in the case of 
~ve salary,_ from the date of the ordn granting the leave ; and in other cases from the date on which a claim became due; to the date of 
Its presentatiOn at the oflice. 

(3). The claim presented for payment six months or more after the date of sanction will again require the sanction of the Competent 
Authonty for payment. 

. • 4~. Time bar_red .claimr.-AII claims against. the Municipal Council, which are. barre.d by time. under any provisions of Jaw relatin& 
bm1tallon, .are ordinarily ~ be refused, and no claim on acx:ount of sucb tunc barred Items IS to be paid without tho sanction of the Council. 
This questiOn may be dectded on the menta of each case. 

46. Cheques.-{!) Cheques drawn on a Treasury or Bank shall be in counterfoil in the form prescribed by the Treasury or Bank and 
~hall be bound in .books. Each book shall bear a book number and eac!t cheque shall bear the book number and a serial number both 
Impressed by machme. The cheque. books shall be kept under lock and key In tho personal custody of tho Authorised Officer who shall notify 
to the Treasury or Bank u~n ~h1ch he. draws, the number of the c~eque books brought newly into use from time to time. An acco t 
of cheque books shall be maiD tamed, as 10 the case of rece1pt books, m Form 1. un 

(2) When the drawing Officer receives a cheque book, he shall cause the cheques to be counted and a note to be recorded · th 0 
leaf under his dated signature as to the number of cheques it contains. When relieved of his office, the Authorised officer shall tak~n ° . ~ 
from his successor for the number of unused books and cheques banded over to the relieving officer. a recelp 

(3) No cheque shall be signed unless required for immediate payment. No cheque shall be drawn in favo r r 
oth~ than. the actual payee, except in tbe case of pay or travelling p.llowance of Class Ill and Class IV staff 0~ 0 f e ~nbY1 . peh rson, 
conhngcnctcs. sa IS men 

(4) All cheques/drafts on Banks for amounts exceeding Rs. 1,000 (Rupees one thousand) in each case other th • 
allowances, pensions etc. of Municipal Officers and servants or pensioners. drawn in favour ~fan individual an 10 payment of salary 
etc. for services rendered or supplies made by them to the Council, should invariably be "crossed" with ~h,:"'mJJ.n.y/statfutory body 
"Account payee only" between the crOSSings. a 1t1oo o the words, 

(S) No cheque shall be current for more than three months from the date of issue. No cheque shall be · d 1 . 
"valid for three months only". After the expiry of that period payment will be refused at tho treasury or at th:ssue un ~II bears a stamp 
for the payee to return the cheque fo~ revalidati~~ under the dated signature of the drawer, a note of the revali~a;'k ant'' shfl be DCCCSS!UY 
made in the General Cash Book against the ongutal entry and upon the counterfoil of the cheque itself S a hob 0 a S!t e cheque bemg 
within one year of its drawal, shall be considered as cancelled and a fresh cheque shall be issued when reci . de ~ cque I not revalidated 
boinll made in the General Cash Book against the ori110al entry. une an a note to that effect 

(6) A payment due to a contractor may be made to any bank if the contractor uecutes a pow f 1 of such Bank. Cheques issued to a contractor may be made payable to order and crossed. er 0 a toroey 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 be enfaced or 1 d .. 
officer ~nd attested by him. The fact of cancellation shall be noted in red ink under his initials u s a~J!'e Caneelled " by the drawing 
order of payment which has been enfaced upon the voucher. poo • counterf01l and also acrross the 

48. Lost or Destroyed cheque.-lf .a cheque is lost or .destroyed an intimation of the fact shall be . 
or Bank and its payment stopped aner 11 has been ascertamed from the pass book and by enqui ( give~ atonce to the Treasury Officer 
it has not been cashed. The loss of th~ cheque shall be noted on the counterfoil.' If a fresh ch ry ro~ 1 e Tfeasu~ Officer or Bank that 
destroyed one. the procedure laid down·~ rule 49 shall be followed •.. If a new cheque is issued -1 eque bes not Issued 10 place of the lost or 

' •he original entry in the Cash Book w1th the remark that the ong10al cheque has been lost • 1 sdnum cdr and date shall be quoted against 
Ill. •, "n the counterfoil of the cheque :- or estroy and the following note shall be 

' be,, ed. in Ueu of Cheque No. , dated the---------
lost or destroyed " . ..... _.Pl-. 
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49. Accounting of ctmrtlled or loll 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 r<d ink under the initials of tbe Chief 
Officer. When the cheque is cancelled after the General Cash Book has been closed the amount of the cheque shall be adjusted by mlniU 
entries in red both in the General Cash Book and under the Corresponding Expenditure Heads in the classified Register of Payments (Form24). 

50. Disposal of canulled chequ<J.-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 Ge11eral Ca1h Book.-( I) The General Cash Book shall be closed and balanced daily and shall be siped 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 
Municipal Treasury Chest together with the cbalan dated and signed by the remitter until the next working day when it shall be brought 
to Account. 

(3) At the end of each 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, beinaexplained in a foot·oote, in the aeneral cash book as under :-

Cash book closing balance 

Deduct income not yet credited in the Treasury or Bank (a) 

Add amount of uncashed cheques detailed below (b) 

Balance as per Treasury or bank pass book 

Details of-

Rs. P. 

(a) (I')--------------------------------
(11) 

(iii)---------------:-----------------------
Details of uncashed cheques

(b) (i) 

(if) 

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

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

52. Tr-fer Entri<J and Adju.rtmen11.-(l) Transfer entries, that is, entries intended to transfer an amount from one bead of account 
• to another shall be made when necessary-

(a) to correct an error of classification in the original accounta, 
(b) to account by debit or credit an amount to its proper bead for inter Departmental and other transactions in which cash does 

not actually change bands, 
(c) 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 registe~. 

53. Pror.dure for making Tran•fer Entrie~ and Adiu•tment•.-(1) When a transfer entry is to be made, a minu• entry shall be made in 
the classified abstract under the account from which the amount is to be transferred and a p/u.r entry under that to which it is transferred. 

(2) When an item has to be adjusted the money, on receipt, shaD be brou~ht to account in the general cash book in the usual way
1 as a miscellaneous receipt, and the item carried into the classified abstract of receipts. At the end of the month the debt bead shall be cleareo 

by debit or credit to the proper bead of account. . 

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

(4) When any tran•fer entry or adjustment is made, the items affected shaD be distinctly specified or marked and reference Jiven 
in the foot note as to the items of account from and to which the amount bas 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. 

,4. Recoverie~ of over-paynrents.-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) 1f 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-otr against the excess payment. 

(3) 1f a recovery is inade in cash, the amount shall be taken to the bead " Cash Recoveries " as a credit item. 

(4) 1f the recovery is effected by short payment of an item charaeable 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 J/lu.r the amount short paid) shall be entered under the detailed head 
to which the item short paid pertains. 

(h) the amount short paid shall be entered as a credit item under " Cash Recoveries". , 
The various credit item• pertaining to overpayments during the year shall be entered as deductions in the classified register of payments 

under the detailed heads to which they pertain. Before the accounts of each month arc closed, the total cash recoveries effected in the month 
lhall be debited to the bead " Cash Recoveries" in order to clear the cornspondins credit bead in the classified re&i•ter of receipts. "" 

(5) Recoveries of over-payments rclatina to previous yean shall be taken to the bead " MilccUancous ". 
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55. Embezzlement or mis-appropriation of Municipal moneys.-.p) Whenever ~ e~be~ement or mi~ppropriation of Municipal 
monies or other valuable, or Joss of money or stores etc. by theft, neghgcnce or othe~se, 1~ drscoversd, enqutl'):' shoud be ma~e at once by 
the Chief Officer and the fact of embezzlement, mis-appropriation or Joss shal! be lm!'Jedtately reported by hrm to the ~re;;rdent and the 
committee concerned. Intimation shall also be sent at _o!'ce to the_ qtief Audrtor, ~trector and the Co11ector of the Drstrrct concerned. 
If preliminary investigation discloses or leads to the susprcron of a cnmrnal offence Orke forgery, theft, etc.) the mal!"!" shall be r:<PO':'ed to 
the Police Authorities also by the Chief Officer. In case whe"? the defal_llt has beef! ~rough! to !he t;~otrce of the Mumcrpal_CoUt;~ctl, Drrector 
and the Collector of the District concerned, by the Chief Audrtor, and tf the Mum_crpai Councrl f~~:rls to lod~ trye C<?mplamt wrt~ the polu:e 
within a month, the Collector of the District shall take steps to lodge the complarnt wrth the Police, under mtunatron to the DlrCC!or. 

. (2) When the matter has fully been enquired into, the Chief _Officer shall send a complete report .to th~ Chief A~ditor, Collct!or and 
the Director showing the total sum of money or value of stores mrs-approprrated or lost, the manner rn whrch the trus-approprratto!' was 
effected or the Joss occurred and the steps taken to recover the money, to punish the offenders and to prevent the recurrence of stmrlar 
embezzlement or losses in future. 

56. Classified Registers.-For the purpose of administration the items of receipts and e~penditu~ posted in the Cash Book shall be 
classified through subsidiary classified abstracts in Form 24. One such abstract shall be marntarned for mcome and another for expendrture. 

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

58. Monthly Accaunls.-After the monthly accounts are closed the total collection as lhown in t~e collection registers shall be 
checked by the Accountant with that lhown in the classified registers of receipts and any discrepancy rectrfied. 

' 59. Qua;terly and .Annual Ac;,untl.-(1)· The quarteriy and annu~J Accounts showing t~e receipts and expendit':'r~ of the municipal 
fund under each head of receipt and expenditure the charges for estabhshment, the balance, 1f any, of the fund remamrng unspent, sh~ll 
be compiled from the totals of classified registers and laid before the Council on due dates. The quarterly accounts shall be made up rn 
Form 26 and the annual accounts in Form 27. The accounts for original works shall be compiled m the Annexures I and n 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 shal! be separate from the accounts_ for that month and also for that quarter prepared 
in accordance with rule 57 and sub-rule (I) above respectively. 

(3) The quarterly and Annual Accounts shaD be open to Public InspCclion as required by section 103. 
(4) The annual account shaD accompany the annual Administration Reporfof the Councr1. • 

60. Abstract of Annual Account.-The abstract of the annual account specified in sub-section (J) of section 102 shaD be prepared in 
Form 28 and shall be forwarded to the Director, Collector and Chief Auditor not later than 31st day of July every year. 

61. Statements of Assets and Lillbilities.-In order to asoertain the financial position ofa 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 annuataudit 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.-(!) The money that wiJJ 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 
shaJI never be opened without both custodians being present. · · · . · 

(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 dsy 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 or the following month 
before disbursement is made on that dale. · 

63. Payment due to the Councils from Government or Vice Versa.-All 6nancial transactions between the Municipal Council and tho 
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. 

CHAPI'ER V. 

Ocnlor. 

64. Form of Octroi Receipt.-For every collection of octroi made at a Naka, a receipt shall be issued in Form 30 taken out ot 
printed book containing the receipt forms in double sided carbon duplicate. The carbon duplicate shall be made over to the party 
concern~ and the orginal receipt shall be retained in the office for record. In the Municipal areas where check nakas are establtshed 
the recerpt shall be made in double sided carbon t'!plicate and the duplicate and triplicate receipts shall be handed over to the importer. 

• 65, [Jctr~i Register.-(!) Particulars of receipt from octroi_ shall be posted into a collection Register in Form 31 in the serial order 
or the recerpts tssued and totalled at the end of the day. The register shall be signed and dsted by the Naka Clerk He shall then prepare 
a chalan for the day's collections in Form 13 and send it to the head office along with the remittance. • 

(2) The Chal~n. shall be prep~red in duplicate and one copy thereof may~ retain~ by the reccipient and the other should be returned 
to the pe~n remrttrng t)le co1lectron. Every Chalan so presented should be grven a serial No. by the Cashier/Accountant on both copies 
and filed rn a chronologrcal order. 

66. Octroi Deposit.-{'}.) In cases where rules provide for recovery of deposits on account of octroi a receipt for the amount 
recovered as deposit shall be given in Form 32. ' 

(2) For Octroi deposits the Naka Clerk shaD prepare a chalan in Form 33 with fuD details or receipts issued. 

. 67: Out--door lf!spectlon.-lf an Octroi Inspector on chc;c:king an octroi ~pt or Transit pass and verifying the entries therein by 
rnsPCC!JO~ of the artrcles, finds that the full amount of octro1 has not been p8ld and coDects the undercharge he shall grant the importer 
a~-rn~K · ' 

68. Railway_ !nvoife Register.-(!) When an i't;'porter receives the "':ilways ~ipt of goods consigned to him by Railway, and if hei s 
requtred by provrsrons rn the rules to take or send rt to the Head Octroi Office wrth the invoice or in the absence of the invoice with a 
wntten decla~tion of ~he details !'f the C?nsignment, th.e receipt and the inv'?ice or declaration in respect of goods liable to octroi duty shall 
be abstracted rnto a Rarlway Invorce Regrster to ~kept rn F<?rm _3S. The r8llway receipt and the invoice shall be stamped with a municipal 
stamp and returned to the rmporter to enable hrm to obtam hts goods from the railway. The declaration shall be stamped and filed in 
the head octro1 office. . 

~l.\1 The entries in the Railway Invoice Register (Form 35) shall, where tbc ~\:( Authorities agree, be compared periodically wltb 
......._way records by the Authorised Officer and a certificate of sucb compar1oon be recorded in the rea;ster. 

~· 
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69. Remittance of Collections to Head Office.-(!) 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 bead 
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 Octroi 
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 cbalan and the Collection Registers under the signature of the Superintendent and the total 
collection brought to account as prescribed in rule 70. 

70. Accounting of Collections in the Books of Accounts.-Cash shall be brought to account as follows:-
(!) If, at the Council's office, the Accountant or Cashier receives the Collections, be shall enter the amounts of each cbalan into 

a subsidiary 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. · 

(2) If the Octroi Superintendent receives . the collections, he shall enter them under the appropriate bead in columns 1 to 8 of the 
Collection Register to be kept by him in Form 36- In column 6 be shall show the amount remitted to the Council's Office. The 
register shall be closed daily and the money remitted to the councils Office witb the register and a cbalan in Form 13. The Accountant 
or the Cashier shall receive the money remitted by tlie 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 Cbalans 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 or~ 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 811d the other shall be retained 
to the persons remitting the collection .. Every chalan so presented should be given a serial number by lbe cashier/Accountant on both 
copies and filed in a chronological order. .. 
71. Account Current.-(1) Whenever public bodies, firms or individuals, allowed io have an account current under section 142 bring 

taxable articles within municipal area, a declaration in Form 37 signed by an accredited representative of the firm or 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 finruJ, bodies or individuals allowed to have an account cument 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 declaration 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 39. If 
goods are in closed boxes or parcels and are subject to assessment on their invoice 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 the carbon duplicate of a receipt in Form 30 shall be issued to him-

. 72. Refund of Deposits.-The adjustment and ;.,fund, 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 octroi office according to the rules authorising such refunds. Refunds of deposits 
shall be watched through a register in Form 40. 

73. To/1.-(1) The toll leviable under clause (b) 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 he bound in books of one hundred 
each and shall bear consecutive numbers printed or machinc-n1,1mbered and stamped with the common seal of the Council. 

(2) A stock account of the face value ticke(s 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. 

(3) The 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. -

( 4) The face value tickets issued by the Collection Clerk shall be defaced by him when issued to the tax payer so that they may not 
be 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 cbalan 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 by" the receiptient 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/Accountants on both copies 
and filed in a chronological order. '' 

(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 name of each clerk entrusted with the 
.:Ollection of the tax. The physical verification of the unused face value tickets with the clerk shall be done once a month. 

'' biAP'J'ER VI 

TAXES oN ~Us AND BUILDINGS AND OTHEii TAXES 

74. Assessm.nt List.-For the purpose of determini~g the demand on account of property tax, an assessment list prescribed under 
sub-section (1) of section 115, shall be prepared in Form 43. 

75. lmtructiom /or comp;ling and maintdinin'g As~essment List.-The following instructions shaD be observed in the prepamtion 
completion and authentication of the list besides those prescribed by the Act, namely:- ' 

(I) The arrangement of entries in the Assessment List shall be first according to wards and thereafter according to v 
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. 
v 4546-2 
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(:!) If ca~h of lhc tenements, forming part of a property bearing the same number is separately a:-.scssablc, such tenements shall 
be marked with sufftXes A, B, C, etc., added on to the number of the property. 

(3) If the mode of assessing the tax is different fordiffe~t kinds of property, the necessary particulars shall be gi,~n in the as~css
mcnt Jist by prO\iding additional columns in order to am\e at the correct rateable value of the property or dctcrmmc the amClunt of 
the tax leviable. 

(4) Jf in any case the property is exempted from the payment of the tax. the grounds ofs~ch exemption shall be gi\'c~ in the TCill<lrks 
column of the assessment Jist. ln no ca~ shall property, exempt from general taxes, be omtttcd from the assessment hst. 

(5) The book required to be kept under sub-section (2) of~tion J 19. by the Chief Officer f<?r rcg:i~tcr!ng the obJections to val!-1ati.on 
and assessment to any property in the as...o;.cssmcnt Jist shall be m For~~: The result of t~e mvest1g:~IJOD ~nd d1:o:.rosal o~ ObJCdlon 
shall be duly noted in the register and on the arplicati_ons under the ~miJals of ~he authonscd valuatton oft1cer or 1f there 1s no such 
officer appointed by the State Government by the Chamnan of Standmg Comm1ttee. 

(6) A statement of houses for which completion certificate were issued during the f!!Onth shall be fur_nishcd by l~lc _dcpartm~nt. whi~h 
grants permissions to the Collection Department at the end of each .m~nth. For th1~ pu_rpose a Reg1s~cr. of Bmldmg Permi\SI~ms m 
Form 45 shall be maintained by the department which grants penmss1on. The appl1cat1ons for perm1ss1ons s~all be entered m the 
register in the order in which they arc received. The Sanitary Inspectors' and the Tax Inspecto_rs _shall ~Is(_) furms~ monthly statement 
to the Tax Department showing for their circles all cases of new buildings or enlargements of extstmg bUJidmgs not1ccd by them. 

(7) Every chan~e in the demand due to any reason mentioned in the section J 23 shall be first entered in Register of Increases or 
Decreases to be mailuained in Form 46 and shall then be incorporated in the column •• Result of appeals and subsequent allerations" 
of the assessment list by necessary amendment which shall be duly attested by the Chief Oflkcr after the amendment proposed to be 
made is accepted by the authorised valuation officer. In the course of this attestation the numbers of the entries in the Register of 
Increases and Decreases shall be quoted in the assessment list in the Remarks columns against the entries corrected. The dilfcrence 
between the original 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 latter column. The totals of the columns for increase and decrease 
shall be struck and the net increase or decrease shall be carried over to 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 Re)?ist~r.--(1) Immediately after the assessment Jist has been completed and authenticated, the demand rcgbtcr 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. Arter the demand 
columns have been duly completed, a certificate signed by the Chief Officer shall be given in each volume to the effect that he has satisfied 
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 u Collections" shall be posted as the recoveries are being made from the carbon duplicates of receipts 
or from the entries in the collection register according to convenience. Those for refunds, write off. etc., shall be pOsted from the connttted 
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 shall be examined from time to time by the Chief Otlicer to Sl.~ 
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 aJI the necessary entries in the demand register have been made, the totals of all money columns on 
each 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 Chief omr.:er and 
shall be duly attested. 

77. Bi//s.-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. 

78 .. Col/eclion o/Ta~·es.-(1) As soor_'l ~s any su~ is rccei~ed by ~he Tax C~llector, a ~eceipt in Form 49 duly signed and dated, 
shall be Issued out of a prmted book contammg the rece1pt form 10 duphcate by usmg double s1ded carbon. The carbon duplkatc 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 taxes 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. 

ql The particulars ~f ca~h receipt issued shall be posted into a collectiC!n register in Form 50. The entries in this regi~tcr shall run 
on senal ~lCder of the rcce1pt~ 1ssued and be totall~d at the end of the da~ and Signed by the Tax Collector. He shall at the same time pr~parc 
a chalan m Form 13 for remittance oft~e collectiOn to the Tax Collection Inspector or the Head Oftke, as the case may be. In the Chalan, 
he shall show merely the total rece1pts of each tax and the grand total of collection. The oflicer receiving collection shall pass 
an acknowledgement of their receipt in the collection register and on the last receipt. 

79. Check on record of co~/ec~ious.-Bcforr: collec~ions arC receh:cd in ~he Tax Department or remitted to the ca,hicr, the Tot\ Ikpart· 
ment sh_all arrange that the e!"Jffles m the collect10!l reg1ster are compared w•.th the origma_l re~eipts, totals in the register arc tc~ted, agrc.:c~ 
ment _wllh the chalan figure IS effected and a certificate of these checks havmg been apphed JS recorded, under the signature of the person 
applymg the checks. 

. 80. Accounriuf:. of dt~iiY_ colleclion.-The daily collections of each ward or circle shall be brought to account in the manner laid down 
m rule 70 for octrOI collcctton. 

81. No1ices and Dislre~s warrams.-(J) _Notices of demand and distress warrants required to be issued under section 151 and 152. 
shall be numbered consecutiVely and bound 10 books. 

(2) A reghiter ?f notice a~d warrant fees shall be maintained in Form 51 .. Entries of demand shall be made from the 1wticc i"ucd and 
from the warrants ISsued or distresses or attachment made. The demand reg1ster shall be maintained in the manner prcs~.:ribcd in rules 76. 

(3) The procedure for the accounting of notice and \\arrant fees shall be the same as prescribed for the property taxes. 

82. Rnuissious or rt'{unds and_write-nff..-0) Remission~ or rc~unds of taxes shall be allm\·ed in acconfan~o·c \\ith ~ci.:lion 1:!7 
lrre~o\"crablc taxe~ may also be wnt.tcn. off m accordance w~th ~ct1on 167. and the rules made by the State Govcrnm~o·nt in that bdlalr. 
Notice~ of vacan~o·1cs and other applications from 1<1x-paycrs m th1s connectiOn ami orders pa~sed thereon shall be filed in s~o'fial order and 
accordmg to wards. 

(2) All refunds shall be noted against the items com:erncd in the remarks column of the demand fCgbtcr to prevent doubl· .,. , ncnts 
of such refunds. c I .l) 1 

83: Tax on profe:'ision. trades, callings and emp/o~mellt.-(1) The assessment list uf all Companies and persons liable to tax 00 ' 
profc<i..~lon, trades callm~s and employment shall be m Form 52. pay 

(2) The rcgi..,tcr of objections shall be in Form 53 . 

• . C~) A demand r~~i .. ~er in. Form 54 shall be o~ned ~mmcdiately after the assessment list is completed and authcntkatcd. The demand 
'- rcgl\tcr ~hall be mamtamcd m the manner prescnbed m rule 76. 
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(4) On receipt of the amount of tax. a receipt in Form 49 duly signed, shall be issued out of a printed book containing th~ receipt 
forms w 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 C'INf.MAS, TIIEATRF.S, CJRCIJSF_t;, CARNI\'AU ANO OTHFR PERFORMANCeS Ayrr.,jD SHOWS TAX 

84. A.uc.u·nu•nr.- (I) For the purpo~ of determining the amount of tax on cinemas, theatres, circuses. carnivals and other 
p~rformanccs and sho\\s Tax, an assessment list may be maintained in f''orm 55. 

(::!) The demand register for tax on Cinemas, theatres, circuses. carnivals 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 receipt.- When a Tax is collected by the Munkipal servant from the Proprietor 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 re~eipt forms in duplicate by using double sided carbon. The carbon dupli1.:atc shall be mndc o-.·cr 
to the pJ.rty concerned and the original receipt retained in the Office for otlicc record. 

86. Tax 011 ad,•ertisemclll other than advertisements published in newspapers.- (I) A register of advertisements shall be maintnincd 
in Form 57. 

(2) The demand register for tax on advertisement other than a1.hertisements published in the nc"spapcrs shall be in Form 58 and 
entries therein shall be made from the register of advertisement maintained under sub-rule (I) above. The d.:mand register shall be 
maintained in the manner prescribed in rule 76. 

(3) All tho 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 theTa;~~:, a receipt in Form 49 duly signed and dated 
shall be issued out of a printed book conlaining the receipt form in duplicate by u.;;ing douhle sided carbon. The carbon duplicate shall 
be made over to the party concerned and the original receipt retained in the office for record. 

87. Tax on Vehicles, Boats and Animals.-( I) 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 arc 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·duplicate shall be made over 
to the party concerned and the original receipt shall be retained in the oHice for office record. 

88. Rates for supply of waur.-Registers of private pipe connections, shall be maintained in Forms 62A and 62B wherein the parti
culars of connections, shall be filled in from the details given in the reports of the Municipal Engineer or any other oftlcer 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 Officer duly 
authorised in the remarks column. 

89. Metered Water Supply.-A Meter Book in Form 63 shall be kepi for all metered connections. After all the meters have been 
read, the book shall be sent to the Councirs office before a prescribed date each month to enable the necessary entries to be made in the 
demand register. The Meter Book shall be returned to the Water Tax Department immediately thereafter. 

90. Cltargt•f for Wmer.--(1) The demand register in respect of the Water rate fixed for supply of water by meao;;uremcnt, 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 connet;tions. 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. 

0) \Vhen 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 purposes and charges for the same 
on the area supplied with water the area of land so watered shaiJ be entered in column 6 of the demand register. 

(6) \Vhcn the Council supplies water for building purposes otherwise than through a meter and the charges for the same arl! hased 
on the actual measurements of the building work done, the measurements shall be entered in column 6. In cases in which the d,.arges 
are made on the cstimateJ value of m :asurements of the buildings, which are proposed to be errected, the amount of the charges shall be 
recon.h:d in advance. 

91. Rent of Afeters.- \Vhcre rent of meter is chargeable, column 6 or the demand register shall show the number or other 
distinguishing mark of the meter. 

92. Otlrel' f?ect'ipls.-: qt.her receipts pertaining to _water wo.rk or charg.es for fixing pri-.:ate pi~ connections, .sale_ of pipes and fittings, 
charges for rcpa1rs, sale ot c.1hnders, ashes an~ ot~er rejected _arllcles ~nd m1~cellaneous r~ce1pts wh1ch sha~l be pa!d direct. at ~he Municipal 
Otlicc and necessary particulars shaH be gi\·en 10 the rece1pr and 1ts duplicate to adm1t of the transactions bemg eas1ly Identified. If 
a dcmanJ is not settled as soon as it occurs. adjustment shall be watched through the register of miscellaneous dcmands and 
collections. In respect of work for which fees are recoverable in advance. the Municipal Engineer or the water works Engineer 
shall not entertain any applications unless they are accompanied by a receipt of the Municipal Otlice in token of payment of 
the amount due. 

93. A.fiscellancous.- A census of the private pipe connections shall be undertaken at least once a year by the Water \\'arks Engineer 
or any other Oftkcr deputed by him t~ see that no conn_ections have escaped the levy of _the fee. ~hen a c~nnecti~n is temporarily cut 
olf a note to the clfe~o.:t shall be made 10 the demand rcg1ster but no entry need be made 10 the RcgLStcr of pnvatc p1pe connections. 

94. Special Smlitm-y Tax.- (I) On receipt of an application from the owner or occupier requesting the Council to arrange for the 
cleansing of his la_trinc, prcm~~s or compo~~d, the Council shall issue a notice iry Form 65 .to the owner o~ occupier stating that the service 
will be rendered tram a spec1hc date and fixmg the amount of the tax to be levied according to the sanctioned scale. These notices with 
their counterfoil'i shall be kept in bound books and shall be machine numbered in a consecutive series. \\'here the rules prm·ide for 
rcwvcry of instalments of th!! cess in advance, the service shall no~ be '?m~ence<!. un~il the paymcn~ of the tax. is made in aUvan~o.'f" 
In such cases, the amount ot the tax shall be presented by the apphcant With b1s application and the servJce of the notice J" ·~rred to ,.. 
is not necess:uy. 

V 4546-2a 
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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 tht notices or applica- ' 
tions in cases of pre-payments ; additions and alterations being t:nade from time. to time with reference.: to the notict:S issued ~nd objections 
received during the year. For subsequent years, the demand register shall be wnucn up from the prcvrous years rcg1stcr _as fa•rly 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. 

(3) Notioes from tax payer.; for discontinuance of the service received, shan be numbered in a separate consecutive. series, and filed 
separately. As soon as orders have been passed on a notice, the neoessary alterattons shall be made mthe demand reg~ster lll 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 servioes undertaken and those discontinued during a quarter shall be in Form 67, 
These reports shall be eompared with the notioes issued by the Municipality or with the applications in case of pre-payments and notices 
received from the parties for discontinuance • 

• 
95. Assessment ofT ax 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 sbaU be assessed along with the taxes assessed on such letting value. 

96. Tax on dogs, drainage Tax and specilll education Tax.-(1) An assessment list shall be prepared in Form 68 for each ward separetely 
of per.;ons liable to taxes. The list so prepared shall continue to be in force for such period as the Council may decide. 

(2) This list wiU 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 Register.; . shan be checked 

by an Authorised officer of the Council, who shall place his initials in the Register on each page as he completes hiS exammation of it. The 
outstandings of the previous year or year.; 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 manner prescribed in rule 76. 

(4) When tho Tax is collected by the Municipal servant a receipt in Form 49 shall be issued to tho 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 colour.; 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) Tho 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 

used 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 agreement shall be effected between the value 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. 

(5) At the end of the day or whenever remitlllllces are made during the cour.;e of the day the Naka Clerk shall prepare a chalan in Form 
13 showing inter alia 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 marmer laid down for the collection of octroi in rules 69 and 70. 

(6) The chalan shall be prep~ed in duplicate and one copy thereof may be_ retained by the receipient and the other should be returned 
to the person """;'lllng the collection. Every chalan so presented should be giVen a senal nurobei: .by the Cashier/Accountant on both 
cop1es and filed m a chronolog~cal order. , ... 

98. Pilgrim Fund Account.-Iil connection with the maintenance of the Pilgrim Fund Account and the allocation of Pilgrim Tax 
Receipts the following instructions shall be observed :-

. (I) All. collections of pilgrim tax and other receipts shall in the first instance be credited to the head • Deposits-Pilgrim-Receipts • 
m the Murue~pal Accounts. . , 

(2) !he Committee entf!1Sted with th~ mana~ement of the fair.; will meet all direct charges from the balance at the credit of 
the Pdgnm Fund Account or if there be an JDSufficrent balance, from the advance to be obtained from time to time from the G 1 
Account of the Council. Such advanoes shall be adjusted before the close of the year , enera 

. (3) The !>ead " Deposit-Pilgrim-Receipts " referred to in sub-rule (I) above 'shall be cleared at the end of the year after 
adjustmg all mdrr~t and such other charges"!' may be fixed by the Council with the approval of the Collector under sub-claus~(ii) of 
clause (c) of proviSo to sub-section (1) of sect1on 90 by trariSferrmg the balance to the Pilgrim Fund Account. 

99. Proce.durefor co_llecting and accoun!ing of~s.e.,-The procedure for the (i) issue of bills, (ii) collection and remittance (iii) ostin 
of demand regiSter and (rv) refunds and wnte off prescnbed for property Taxes shall apply mutatis mutand'rs to other taxes. ' P g 

100. .Water Supply Reserve Fund.-(!) The accounts of the water supply Reserve Fund required to be maintained d b- · 
( 6) of section SO shall be m Form 72. un er su section 

(2) The amounts to be deposited to the fund shall in the first instance be ~ited to·: Deposits-Water Supply Reserve Fund". 

101. Salf!TY Reserve Fu•uf.-9) The accounts of the Salary Reserve Fund built up by the Council in the manner laid d · . 
91 shall be m Form 73. Contnbut1ons to the fund shall be drawn on a voucher supported by a Schedule in F 74 own lll section 

(2) The Salary Reserve Fund shaii be kept distinct and separate from the Municipal ,Fund. orro • 
(3) The amount to be depos1ted m the Salary Reserve Fund annually shall be credited to the head " De 't s 1 R 
(4) The recoupment of Salary Reserve Fund shall ~ strictly in accordance witq, 1\le orders of the Collecr,:;,~1 s a ary eserve Fund. " 

CHAPTER Vll 

MJSCI!LLANE<ms Rl!vl!mm " 

102. Licence Fees.-(1) Licence fees chargeable in respect of a licence at the rates fixed by the c ·1 h 11 be . 
and accounted for accordmg to sub-rule (2). · ounct 5 a recovered m advance 

(2) Licences in Form 75 shall be issued as soon as the fee is paid. The amount thus collected shall be t ed · R . . 
in Form 76. If necessary, separate pages may be set apart for different kinds ~f licenoes. en er lll a eg1ster of L1cences 

103. Written per"!ission fees.-(1) The fees fo~ permission for temporary erection or for tf · . 
occupation of any pubhc street or other land vested 10 the Council shall be payable before the P,0 •.ng_ up _any pr9JCchon or for temporary 

(2) The permission shall be granted to the applicant in Form 77 and the articulars sh 11 bpcrmtss•?n ts grantc~i. . 
(3) On the permission being granted, the application for temporary erectfon on or te a e noted m ~ Collect1on Register in Form 78. 

land vested in the Council shall be sent to the Inspector for verification and re ort of themporary occupation of such public street or other 
The Inspector shall report the date of. final removal of er<;etion or of vacatinlthe land. area actually used or occupied by the applicant. 

(4) The apphcat1ons shall be filed m senal order of therr dates of receipts with notes of permi · ted d . 
of receipt issued in each case. , . ,. 55100 gran an quotation of the number 

104. Accounting ofreceiptsfromfees.-The'jJ>roced~ejfor remittances, collection and check t be iscd . . 
taxes shall be applicable to cecctpts from fees. 1 ~- , . -· 0 exerc over rcce1pts prcscnbed for 

lOS. Fee1 and Revenues derived from Markell and Slaughter HoUses -In the c~c of II 
.._. .. lltl~r house. the accounting pr~~:~re ~or demand and coll~tiori' of dues shsW ~get~r other rents of any m~nicipal market 
""-. ·~ 'nd lands with suitable moddicatlons.m the form of the demand register. a c e same as that prescnbed for rents 
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106. DepOTtmental collection of fees.-(1) When fees are levied and collected departmentally, they shall he recovered by means of 
receipts in carbon duplicate in Form 79, or face value tickets with foil and counterfoil in different colours for different rates shall he used. 

(2) In the latter case, a stock account of face value tickets shall he maintained in Form 71. The procedure prescribed in rule 73 (I) 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 he accompanied by 
a chalan in Form 13 showing in details the number and value of each kind of ticket actually issued. The cashier or any other person 
receiving the collections shall pass an acknowledgement of such remittances. 

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

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

109. Collection through outside agenu.-When the fees are framed out, the demand and recovery of the instalment shall he watched 
through a register of miscellaneous demands in Form 91. 

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

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

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

(4) The leases and rent notes obtained from lessees shall he serially numbered and filed separately for each kind of lease. 

111. Miscellaneous 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 Fonn 82 
shall he kept. Separate pages shall he set apart in this register for each class of sales according to the budget heads. A separate register 
may he maintained for recording sales of each department of the Council. 

112. Sale ofnighl soil and compost.-An account of night soil or compost sold shall he 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 he recorded in a book of proceedings to he specially maintained 
which shall he 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 he taken in the book of auction proceedings as a token of acceptance. 

114. Miscellan«Jus Receipts.-Recoveries effected by means of receipts in Form 2 shall he noted in the register of miscellaneous 
sales in Form 82 as soon as they are made. Amounts outstanding at the end of the year shall he carried forward to the register for the 
next year. 

115. Hospitals Receipts.-The account of demand and collection of the hospital fees shall he kept in the forms, registers and books 
prescribed by Government in the Dispensary Rules. The fees collected at the dispensaries shall he remitted from time to time to the Muni· 
cipal Office by a cballan 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 he kept by the garden establishment 
and every day's sales shall he noted in the respective ledger accounts. At the end of each month bills in Form 84 (modified where necessary) 
shall he prepared in accordance with the schedule of rates for various kinds of garden produce fixed by the Council. The bills thus pre
pared shall he entered in a monthly bill register in Form 85 and presented to the panics concerned. The paniculars of the bill shall he 
transcribed into a Register of Miscellaneous Demands in Form 91. 

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

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

(4) In cases where (i) the garden itself is leased out for the year, or (ii) the whole produce is sold by auction in lump, the collections 
shall he 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 a.pies of Council's records shall, on receipt he recorded in a register of copying 
fees in Form 86 and serially numbered. A receipt for the fee received in advance shall he 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 he calculated. The balance, if any, due to the applicant shall he worked out and detailed on the application. Thereafter the dues 
shall he transcribed into the appropriate columns of tho register of copying fees. If the amount paid in advance falls shoit of the actual 
dues, the deficiency shall he recovered from tho applicant before the cenified copies are handed over to him; and receipt in Form 2 issued 
for the deficiency recovered. 

(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 he obtained on tho application after the payment bas been made and a receipt in Form 2 issued for the deficiency 
recovered. . 

(4) The fees shall he remitted by the Record-keeper daily to the Cashier or the Accountant; ana these rece1pts shall he brought to account 
in the cash book direct or through the Collection Register of Miscellaneous Receipts. 

(5) The applications sh~ll he filed in consecutive order after disposal. • . 
(6) The register of copytng fees and the account of the Record-keeper shall he exam1ned by the Ch1ef Officer or any other officer deputed 

by him. once in every month. 
, (7) The register of copying fees shall he renewed every year and the entries pertaining to the outstanding applications at the end of 
each year shall he carried forward to the next year's register. 

118. Receipts from Travellers Bungalows, Sarais and Dharmaslllllas.--{1) Whenever rent is charged to occupiers of a travellers' bungalow 
sar.ii or dlumnashala owned by a Council, a register in Form 87, shall he kept at the place in charge of the watchman. • 

(2) Travellers shall he required to note th~ date and hours of theit: arrival and departure and mak.e payments .before their depanure 
in accordance with the scale fixed By the Council and enter the amount ID the proper columns of the reg~ster With thetr stgnature. 

(3) The watchman shall bring the register to the Council's Office and pay the collectio~s.every day an~ obtain an acknowl,-dgcment 
of the receiving officer in thfi? last column _of the regtste~. The Accountant or the Casher receiVIng the collections shall examine the n.-giste-r. 
and bring any short recovcnes to the notice of the Ch1ef 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 dharmnslulla. 
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119. Recoveries For Services Rendered.-(!) 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 o~ for service to be ~nde.red. i~ I'OCI'ived by the Cou_ncil, it sl)all be accounted fpr under the s~spense 
head " Deposits on account of seMces "'!'~ered to pnvate mdiVJduals " and entered II} th~ reglster tn ~orm 88. 9n the completton of 
the work a bill of charges including supervtSton charges shall be prepared and the depostl adJusted by deb1tto depostts and credtted to the 
proper budget beads. 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. AU outslajlding accounts shall be carried forward to the 
next year's register. 

120. Hiro of Municipal Propertv.-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 tb.e details in. the 
application of the party and the orders passed thereon by the competent authority. The nate of return shall always be noted m the regiSter 
as soon as the article is received back. At the end of the year 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 behalf 
of or against the Council, recoveries of amounts due under decrees obtained from Courts and payments under decrees shall be shown. 

122. Miscellaneotu 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 I to 7 of which, the demands shall be posted as they occur. 

CHAPTER VIII. 

\ EsrABU5HMENT. 

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 SC3les of pay or allowances shaD 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 shall be distinctly 
specified in the Scale Register. 

(3) All fixed recurring charges such as House rent allowance, pension contributions-and the like shall be recorded on a separate page 
of the Scale Register. - -

124. Pay bi/L•.-Disbursement of pay or allowance shall not be made earlier than on the first working day of the month following the 
month for which the pay or allowance is due: . 

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

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

~ovided_ further that, in specia! circumstances disbursement !'f pay and allowances ..U.y, with the sanction of president be made at 
any time dunng the last three workmg days of the month for wh1ch they are due only when Government sanctions the disbursement of 
pay of Government employees before the due date. 

125. Preparation of pay bills.-{!) Bills for pay, fixed allowances a,ruJ leave salari.es shall be prepared in Form 93, separate! for 
permanent and Temporary establishments. The name of every s~bstantive and olliaatmg or temporary incumbent shall be shown i in 
each. post, and agamst ':"ch temporary post shall be noted the san~to!' !h•re!o. The rate of pay claimed shall always be noted and :.,. t 
pay IS drawn for a portion of a month. the number of days for which tits claimed shall be stated against the name of the Municipal Se nl 
in the body of the Bill. · , rvan 

(2) The various sections !"'mprising th~ establishment shall be shown separately, giving the description of each section as weD as the 
sancboned number of posts tncluded !herem. 

Note.-All fixed allowances such as conveyance allowance,~:tc., 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 Pay officiating pay and lea salary 

drawn but b~ld over for future payment shall be entefO!! in column 9, reaso'! for doing so, briefty noted in the remarks .;le • not 
the all)ount ts. sulHequently drawn on a supl~entary b!U. referenc:e to that bill '!hall be given in the original bill from whichw:::'" :'en 
was wtthbeld m order to prevent a second claun from bemg entertained. Deductions on account of fines incom..4ax and th 0 c ~go 
if any, shall be distinctly .specified and shall be shown in the columns prOVIded for the purpose, and th~ net amount 0 erblerecovenes, 
person shall be entered m column 12. paya to <ach 

(4) 1"!'• pay of labourers •. workers etc., sh'!ll not be drawn in the regul .. pay bill form but only on muster rolls 
(5) F~<ed monthly rec~mng char~es, !halts to say, house rent, conveyance allowance, contingent or stationery • allowa f 

1 
k 

shall be drawn on salary bllls along With the pay of the officers concerned. nces o c er s 
(6) The entries in aU the money columns of tl)e bill sh~ll be totalled separately under each section and the totals ;.,usi be hocked 

a respons1ble officer other than the person prepanng the blll. . . c by 

(7) (a) When leave salary' based on the average pay, is drawn for the Municipal se..Vant the bill in which 'th 1 • 
drawn shall be accompained by a statement attested by the drawing officer showing the calculati~ns by which the amo::O~ salary IS first 
of leave salary bas been deducted. . . wn on account 

(b) 1~ the l':"ve salary is based on actual pay and not on average pay, follo~ng certificate shall be attached to the bill; .,. that the 
1 salary claimed ts admiSSIble under ru!efby-law. • • • • • • • • • • • • . • • • • • • • • • • • • • • eave 

(8) Fines shall not be recovered m 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 adva!'ces for ~e purchase of a conveyance; · 
(c) Recoveries on account ofsecunty deposits by employees; 
(d) Recoveries on account of ad"!'nce of pay ; 

~ 
Recoveries on account of fesbval '!'Jvance; 
Recoveries on account of life i'}suiance premia, ~t.h the written permission of the municipal servant. 
Recoveries on account of Provtde!IJ fund subscrtpbons and advances; • 

) Income-tax ; , • 
- II) Premia for Postal Insurance; . . • 

(J) Recovcrioo of dues of Co-operabve Soetebes; and 
(k) Other recoveries (to be Specifically Stated. ill the Pay Bill) . 

~or these deductions should be fully and properly classified. · 
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127. Absentee Statemeut.-The monthly bill shall be supported by an absentee statement in Form 94. Officer or servant absent on 
leave or on deputation or under suspension shall be clearly shown in the pay bills and officiating arrangements that may have been made 
shall be noted. 

128. · lncremelll.-(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 operates to carry a Municipal Servant over an efficiency bar, it must be supported by a declaration 
from the authority 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, etc.-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 ornitted 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 has 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. Disbursetm!nt of Pay.-(!) 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 obtainef.l a legally valid &lquittance on the 
office copy of the bill. If, in any case, owing to the large size 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 <ourse of the month, the amount drawn for the payee shall be refunded by 
s~ort drawing in the next bill, his pay or allowances may be drawn a 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 
a11owances may, at his option, be retained for any period 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 al/owance.-Ciaim for travelling allowance shall be preferred in Form 97. 

134. Provident Fund.-{!) A Provident Fund Account shall be kept for each subscriber separately and shall show the amount of his 
subscription, the munidpal 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 1st April of the year, the total amount credited or debited during the year, the 
total amount of interest credited as on 31st 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 
written 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 C8SC'l 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 

Jedger, and carried into the broad sheet. 
(d) At the close of the year, the columns of the broad sheet shaD be totalled and the interest earned shall be calculated and entered 

in columns 8 of the le<iger. 
(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 (1) and (2) of section 75. (ii) "ith any general or special order 
issued by the Director in respect of posts minimum salary of which is Rs. 75 or more, or (iii) with the by-laws made by the Council in 
respect of posts the minimum salary of which is Jess than Rs. 75 per month on this account. 

(5) The recovery of advances from the PrqvidentlFund 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 tro show the balance at the credit of the Provident 

Fund Account. 

135. Pension.-(l) If a Council has estab1ished 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 servants 
shall be recovered monthly by deductions from their pay bills. 

(Z) In order to watch the payment o ~pension bills, a register in Form 101 shall be maintained; in which a separate page 
shall be 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 noted under the initals of the Chief 
Officer. 

136. (I) When the Council makes a permanent arrangement for contributing to Pensions payable by it to ils permanent empk1yecs 
or for any specific class or classes of them by payment to the Pension Fund established under by-laws under the Ad, it shall contribute 
at one ninth of the aver.tgc 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 stnod on Jst March and 
keep the same on record for being checked during audit. The Annual returns 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-la"\ 
fmmed by the Council with the sanction of the Competent Authority. 

(4) The amounts drawn for" credit to the Pension Fund shall be debited to the sub-head" Contribution to Pension Fund to be opeoeJ 
under the major head u 4·Pension and Gratuities". 

(5) Pensions payable to the retired 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 snnction of Government. 

(6) (a) The Pension Fund shall be under the control and administration of the Council. A separate ac-.:ount of the Fun,! .~' 
shall be maintained. 
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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 br~ken part of the month at the original rate may be paid before the end of the month. 

(c) If the first six days of the month are public holidays on which pensions are not disbursed, the competent authority .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 
pen;ion of Rs. I 00 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 na~ure specified in clause:' (a), (c) and (d) 
of section 20 of the Indian Trust Act, 1882, through any bank approved for the purposes of sect1on 99, subJect to the hm•ts prescnbed 
by Government, from time to time: 

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

(e) 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 pensions 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)f attach 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 permanent 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 column of"' Name of Pensioner" and rule a red ink line across the page below the enry. 
The column oflremarks 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 Officer'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. 

(II) After the commuted value ofa portion of the pension is paid, both portions of the pension payment order shall be returned withou 1 
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. SO per month may at the pensioner's option be remitted by money order as under :-
(a) the pensioner shall 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 ; 
(b) the Authorised Officer shall, after identifying the pensioner, place the declaration and both the halves of the Pension Payment 

Order in a separate file.. 9n or before the 5th. of each month, t~e ~ccountant .shall make out a money order for the pension deducting 
the money order conumsston therefrom making necessary entnes to the Penston Payment Order, and shall submit the money order 
and the Pension Payment Order along with the Register to the Authorised Officer 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 a~t f!"ud the Authorised Officer shall compare the signature on the money order receipt every month with 
peosJoner's recorded spectmen s1gnature; 

(d) the Auth.orised Officer sh~ll ~~through some suitable agency for reporting promptly to the Municipal Accountant the 
death of the pens•oner whose pens1on IS pwd by money order. . 

(13) In the case of female pensioners, whose pensions are terminable on their marriage or remarriage the Authorised Officer shall 
before remitting the pensions for December and June, obtain the half yearly declarations prescribed in Form 'tos. ' 

(14) Every Pension Bill which is not personally presented, shall be accompanied by a life certificate. When payment is made on a life 
certificate, it shall be made only for one or more complete months prior to the date of certificate. 

(I 5) Save as hereinafter provided, a pensioner must lake 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 signe~ by any member o~ the Council or the Police Patil or 
any person exercismg the powers of a Magistrate or the Registrar or the Sub-RegiStrar under the lnd1an Registration Act 1908 or any 
Pensioned Officer, who, before retirement, exercised the powers of a Magistrate or a Chaplain or any Gazetted Government' Offic~r Th 
Authorised Officer shall also satisfy himself on 1st April and 1st October each year that the pensioner is alive. • 0 

(17) At the beginning of each month, the Authorised Officer shall record the following certificate:-
~a) Certified that I have satisfied myself that all pensions i~cluded in the register for the previous month have been paid in th 

prev1ous month and that money order receipts from the payees 10 support of these payments have been duly filed e 
!b) Certified that I have .satisfied. myself t~at no unauthorised alteration had been made in respect of any of the entries in th 

Pension Payment Order Reg1ster mamtamed m Form 104. e 

( 18) When a Pensioner is a minor or. is f<?r any other ~on in~pable of managin~ hi.s own affairs and has no regularly ap ointed 
guardian or Manager a":d v-:hen no such guard1an or Man:tger IS nomm.ated by the San~tt_omng ~uthority, the competent authorit p of the 
Council may, on an apphcat1on .bY or on behalf of the pen~1?ner and subject to such ~ondltlons as ·~ may impose, declare any suitabl: rso 
to be the Manager or the guardian for the purpose of rece1vmg on behalf of the pens10ner, the pens1on due to him and payment of pe. 0 

may be made to such Manager «;Jr.guardian in trye sa":le way as ~o. the origin~l holder, pr«;Jvided that sufficient proofs are forthcomi~e~~~~~s 
time of each payment of ~he ongtnal holder bemg ahve an~ ehg~ble to rece1ve the penston ~or the period covered by the paymen~ h. 
declarations may, at any time, be revoked or altered at the d1screuon of t_he competent authortty of the Council. ' sue 

137. Pension Contribution.-ln respect of any person, having been appoinec:I under secii_on 66 or 67 of the repealed Hyd b d 
l)lstrict Municipalities Act, 195~, to the Hyderabad Area Local Government Serv1ce, a Counc1l shall cred~t to Government eve ~~n~h 
-•ribution at the rate of one~nmth of the pay or at such other rate as may be fixed by Government, from time to time ~or the pry f 
~ . . t I b G I • urposeo payment of pensions to 1ts permaneo emp oyees y ovemmen . 

. 138. Register of securities.-A Register of all Securities furnished by each of the officers and servants of the Council shall be maintained 
lll.Form 106, 
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CHAPTER IX 

Co>mNGENT AND OrnER CHARGES 

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

140. Permanent Advance.-{!) 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, shall be charged in 
the cash book to the bead "Advances" and shall be debited to the holder's account in the Register of Advances. 
• (2) Each.holder of a permanent advance shall, on fitst receiving it, and thereafter, on the 1st of April every year, sign an acknowledgement 
m the followrng terms :-

"I acknowledge to have in my possession a permanent advance of Rs .•••••••••••••••••• which sum is due from and is to he 
accounted for by me." 
On transfer of charge of an officer, a similar acknowledgement for the full amount shall he signed by the relieving officer. The 

acknowledgements shall be filed. 
(3) A permanent advance account in Form 108 shall he maintained by each holder who will enter each payment from his advance as 

he makes tt, preserving all sub-vouchers and receipts in support of the payment, to each of which he will assign a serial number. 

141. Recoupment of Permanent Advance.-When the amount of permanent advance hegins 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 he recouped by drawing a recoupment bill in Forml07 
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.-{!) 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 andJ'rice of work done or stores supplied and forward it in duplicate to the officer served, who, on approving the bill, shall counter· 
sign both an 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 fitst instance, he 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 II I). Issues as they are made to the departments concerned shall be noted in the Journal of Issues of Stores (Form IIO) 
and also on the debit side of the Stores Ledger (Form III). 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 II2 signed by the Officer-in-char110 of the depart
ment concerned. The suspense head " Stores Advances" shall 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 (I) and credit to the suspense head "Stores Advances". 

' 143. Stamp Account.-{!) A stamp account showing the purcbases and issues of stamps shall he maintained in Form 113. 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 he 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 

STOCJ< AND SroRI!ll Accol!NTS 

144. Register of Moveable Prop.,ty.-{1) A list of all moveable properties of a permanent or durable nature. such as, engines or 
machines, equipment, vehicles, conservancy and road watering carts, lam~ lamp-posts, meters, furniture, etc., belonging to the Council 
shall be recorded in a register of moveable property in Form II4 under the mitials of the Authorised Officer. When the property 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 he 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 he 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
in$ to requirements, to each kind of property. sufficient space being left between each set of entries to admit of subsequent transactions 
bemg recorded. When a new register is started the existing stock should, after careful verification, be distinctly shown (• Opening balance 
on ••••••• : • ••.•••• 19 •.•.•.•• ') so as to be clearly distinguishable from subsequent purcbases. 

145. Stock of Consu",;,able Stores.-{!) For stores "s~ch as bhusa (bran), gram, disinfeetaots, oils, glass, coal, SJ?are parts of machinery, 
etc., which are consumable, stock books shall be kept by the officers in charge of tho departments in Form II6 ID 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 tho 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 II6 and J?,aid for accordingly. When coal is purchased at invoice rates for delivery at coltiery and railway freight and cartage are 
paid by the Council separately. entries in the Stock Book shall be made through a register in Form Il7. Every consignment shall be weighed 
at tho destination and the deficiency, if any, in the quantity shown in the invoice shall be noted in columns 3 to S 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 I I 8 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 a 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 cheek the consumption of oil according to this scale. 

147. Electric Lighting Account.-{!) A re(lister shall be maintained in Form 119 to show the number of electric lights maintained by tho 
Council for street lighting. The orders regardmg 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 he maintained in Form 121. 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 Forro 
I 122. The account shall be closed every month and tho balance verified and certified by an Authorised Officer at least once a quarter, 

V4546-3 



18 

150. Workshop Au: ... u.-The following accounts shall be maintained by the Superintendent of a Workshop, or Technical School, 
wlaere instructions arc imparted to pupil in handicrafts :-

(1) All the purchases effected by the Superintendent or other officer-in· charge, shall b: brought immediately to account in ajou':Dal 
of Receipts in Form 109, and issue of the articles in a JOurnal of Issues in the same form. After 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 Ill, a page 
or pages boing 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 or~er book should . bo 
treated as a demand and collection register. The order book so maintained shall be treated as a demand rcg1~t!'r, columns be1n1 
provided therein for (i) the raw materials used on the work, (ii) the cost of labour employed, (iii) cost of su~.rvts1on, (• v) any other 
eost,(v) the dates of completion of the orders, (vi) the amounts due for recovery from the persons concerned, (vu) the amounts actually 
NCOvered 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 12S. They 1hall bear serial 
a~~mbers in duplicate to admit of carbon copies being taken out and shall be bound in books. 

(4) A register of finished products other than those executed to order and r:fm=d to in (2) above shall be maintained in Form 116 
el ... ified according to tho different kinds of articles, and their disposals watchet. 

(S) A balance sheet showing the receipts and expenditure of the ins!itutions should be prep.a~d at the close o~ each year !0. calculate 
tho extent of any loss (I.e., the excess of expenditure over the receipts) mcurred by the Counc.d )D tho nndertakina. In amvmg at tho 
value of the balance of stock and machinery 011 hand, due allowance shall be made for deprectalion and wastage. 

Ul. Commercial Undertakings Accounts.-The procedure prescribed in the above rule shall apply mutalil mutmulil to any commercial 
••octakina of a municipality, e.g., Press acconnts. 

152. Accounts of Reuipt Books.-An account of all the rccoipt books, tickets and licence forms, etc. brought to stock by the Council 
lloail be maintained in Form 1. The instructions regarding tbe maintenance of the accounts have been detailed in rule 9 in Chapter D. 

•tS3. Petrol Accounts~ The petrol account shall be maintained in Form 126. A motor vehicle acconnt shall also be maintained in 
Porm 127 to enable controlling officers to scrutinise the exp• ndi(urc 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 articloo 
bll1ed for have be"' entered in the appropriate stock account or property register, and that a reference to the entry in the rcsgister ia quotc4 
ia lhclbill. The officer passing the payment order shall be responsible for seeing that this rule is rigidly observed. 

ISS. Registers of Immoveable Properti«.-All immoveable properties other than lands shall be entered in tho Register of IDIDloveable 
Properties in Form 128. All lands transferred by Government, purchased or acquired by the Council 1hall be entered in the Registor 
of Lands In Form 129. 

IS6. Y_erification o{Property.-All moveable and immoveable properties as recorded in tho stock books, Register of Moveable Properly 
•• the Reg~ster of Immoveable Property shall be venfied annually. Tho verifying officer shall initial tho entries in the registers and 
'-lalla cortificato indicatinatho results of his verification. Any serious discrepancies shall, at once be reported to the P.reoident: 

CHAPTER XI 

WoRJCS 

U7. Cla.uification.-(1) The operations of this Department, namely " Works " shall comprise of(() " Ori•;nal Wor'-- " and (If) 
llepain .. or •• Maintenance ". .. ... 

(2) •: Original Works " include all !lew constructions or _ad.ditions aryd alterations to existing works. except as hereinafter previded and 
also repat_rs to new~y purchased or preVJou~ly abandoned bu1ldJngs reqmred for bringing them into use. Where a portion of an existing 
1tructure IS to be dismantled and replaced, If the cost .?f s~c~ replacem;nt represents a genuine increase in the permanent value of the 
property as. an as~t, the work s.hould be c,I,asse.d .as Ongtn,al Work the cost (which should be estimated if not known) of tho portioa 
replaced bemg cred1ted to the est1m~tes for Ong~nal Works ' and ceb1ted to " Repairo ". In aU other CISCIIho whole COli r tho now 
work 1hould be charged to " Repairs ". o 

. The capital value '!f .anY portion of a building which is abandoned or diSmantled without replacement lhould be writte If the total 
Olpttal value of the buildmg. n o 

(3) " Repairs " or". Mainl;enance "include all operations except the foregoing required to maintain in prope~ co diti b 'ld' p ' 
roads and other works m ordmary use. ' • ·• n on, ut ID ·• 

!~S. Prep.aration of.plans and e.ltimatts,~l) All estimates for. municipal works shall be prepared in the foUowin manner b the 
Munlctpal Eng~noer and !n the case o~ Mun1c1pal Counctls not havmg Municipal Engineer by tho Public Health E · 1 h ylh 
Officer of tho State Eng~neermg Servtces as may be designated by tho State Government :- DJineer or sue 0 er 

(a) Preliminary estimate for administrative sanction with line plans and plinth area. 
(b) I:inal detailed pla'!s and the ~timates for technical sanction : 
ProYided .that, no prehmmary es~1mates arc required for works for which standard plans exist : 

liDJe!ro~~ed ~~'!d t~: "~&i.ttmates need be prepared for ordinary annual repairs, for which administratin sanction is not required, 

(2) The estimates sha~I be in the forms used in the Buildings and Communications De t 1 lrr · 
of tho State GoYOrDmcnt tn so far as they are not inconsistent with the provisions of lh~arru~~~ or lgatton and Power Department 

159. hoeodure {or ~a~~ctlon to works.-Subject to the other provisions t · ed · h' ba 
ebMi wed for all works executed by the Municipal Engineering Department :-=~>n atn •n I IS c pter, the followin1 procedure shall he 

(I) Administrative sanction of the Competent Authority as laid down in rule 160 h 11 be bt • d 
(2) ~ hn'cal · Ian s a o a1no • 

( 
' Pln,ec I I ~CIIofnhtoCop sand estimates of the Competent Authority, as laid down in rule 161 lhall be obtained. 

3, a sanct1on o I e mpetent Authority, as laid down in rule 162 shall be obtained. 

1!111. Admi1tiJtrati•• smtction to works.-(1) Applications for administrative f h 11 be · · • · 
-• prescribed in rule ISS with such plans a!\ are necessary. But in the c f sane ton s .a accompanted. by the r,rehmmary ••·~ 
aeed be 1 •bmittod with tho application for administrative •anction the pro~bfe wcoosrtks ~for whktchbes.tandarhd p~s exiSt, no p a~s or estima!_" 
IUCli~. • o wor 101 a own m the apphcauon for aw.o. 
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(2) Administrative sanction shall be grantca by the following authorities:-

Limits of sanction-
•1- of Municipal area 

Council Standing Committee Sub.iects Committee Chtef Officer 

.. A" Above Rs. 50,000 Above Rs.IO,OOO but Above Rs. 5,000 but Upto Rs. 5,000. 
upto Rs. 50, 000. • upto Rs. 10,000. 

"B" Above Rs. 25,000 Above Rs. 5,000 but Above Rs. 2,000 but Upto Rs. 2,000. 
upto Rs.25,000. upto Rs. 5,000. 

uc" Above Rs. I 0,000 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 pkuu and estimates~ Technical sanction to final detailed plans and estimates shall be given as follo\ls:
(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 C.ouncils where there is no Municipal Er1gineer 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 cor.struction ofa road, bridge, building or water supply or drainage sch•me 
costing less than Rs. 10,000 in the case of' A' and • B' Class Municipal Area and less than Rs. 5,0CO in the case of' C 'Class Municipal 
Area shall be granted by the following authorities:-

Class of Municipal Area 

"A" 
aod .. B" 
II c" 

Limits of sanction 

Council 

Rs. .. Above6000 
but upto 10,000 
Above 3000 but 
upto SOCJ? ---------- ~-----

Standing Committee 

Rs. 
Above 3000 
but upto 6000 
Above 1500 

- below 3000 

Subjeot Committee 

Rs. 
upto 3000 

upto 1500 

(3) Technical sanction to the schemes, specified in (2) above costing o\·er 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 he obtained from such officer of the State Engineering Services as may be 
designated by the State Governmnent. 

162. Final sanction to Worb.-(1) Sanction to the final detailed estimates for works shall he given by the respective authorities 
specified in section 72 in aU cases, except where such estimate exceeds the preliminary estimate on which administrative sanction v.as given 
bv 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 qcoting the number and date of the resolution order 
under the oignature of the President or Chairman of tho Standing or Subject Committee. 

163. Commtnctmtnl of work -The authority competent to sanction a work under rule 161 may sanction the commencement or 
work at any stage subject to budget provision having been made for the work. Such authority may also order the collection of material 
on an estimate sanctioned in the preliminary stage. This procedure shall be aLepted only in case of special urgency and the sanctionina 
authotity shall satisfy itself first that the cost in the final stage is not likely to exceed tho limit of its powers of sanction: 

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

164. Signinlf of Plan• and E•linutt ... -ln all cases, plans and estim~tes shaU he 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 C<>mnlittec giving final sanction. 

16S. Responsibility for tochnical d•tai/3.- In all cases the Municipal En~ineer (and where there is no Municipal Engir.ecr, the Public 
Health Engineer or such other officer of the State Engineering Service as designated by t~e Government in this behalf) shall he responsible 
for the technical details of all estimates signed by him. Should local inspection of the site be necessary, such inspection shaiJ be underl~kan 
before the final detailed estimate is framed. Ordinarily, the scrutiny by the superior oftlcer shall be confir.ed lo matters which can l:'e dealt 
with without local inspection and shall indicate points which should be attended to by the Municipal Engineer and. \\l:ere there is no Mun ici .. 
dal Engineer, by the Public Health Engineer or such other cfficer of State Engiceering Service, es desginated by Goverr.ment in this behalf. 

166. Sch•dul• of rateJ.- (I) To facilitate the preparation of estimates, a schedule of rates of each kind of work commonly executed 
shall be prepared in Form 130 by tho Municipal Er.gineer or the Public Health Engineer or such other officer of the State Engineering Service 
as may be designated by the Government and approved by the Council. The schedule shall 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 he higher U1an the rates l•id down by the State Govcrr.ment for similar works or development schemes 
in tho locality. · . 

(2) Ordinarily tho rates provided in the estimates for municipal \\orls shall not e.\c<Cd those in tt.e schedule of rates. If, however, 
higher rate is provided the reasons for the variation shall be given in a foot-note in oHJtr to enable tht: sanctioning authority to approve 
the higher rate. 

167. YariatioM In original t.tllmate.-(1) Any deviation from the origir ~1 e5timate shall not be' made without the sanclion of the 
authority which approved them in the first instance and any deviation sanctior~cd shall be noted in the estimates over the signature of the 1 

officer competent to sanction such devialion. 
(2) A revised estimate shall he prepareo when the original estimate is likely to be exceeded by more than 10 per cent or where a change 

or design or plan is proposed or for a renewal of a work which was abandon~d after partial exeCurion and shall be submittt.d 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 
nccesrary shall be covered by a supplementary instead of a revised estimat~ and shall be supported by a full report of the circumstances 
which rendered them necessary. · 

(4) The authority granted by a sanction to an estimate shall be look•d upon as strictly limiled to th• precise object for which the estimate 
was intende<l to provide; and accordingly any anticipated or actual savings on a sancrittJ.ed estimate for a definite work shall not, without 
special authority, be applied to carry out any additional works. not contemplatea in the origiralrlt:r'!' and eslimales for the ,., .. ork. 

(5) The provision for contingencies, if any, provided in works estimate shaiJ be utilised only to meet unforeseen uoavoilda~-e~~
diluro incidental to the. main project. 

'-
168. Flllinz of estimate•~ All estimates should he filed in tbc order of sanction and Indexed.: 

v 4.54&-Ja 
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169. Tender~.-(1) SubJect 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:-

(i) The name of work with the amount of tbe estimate; 
(ii) The time that will be allowed for completion of the work; 
(iii) When and where the tender forms with Schedudles of quantities and specification wiD be supplied and at what rate; 
(iv) When and to whom tenders are to submitted; 
(v) When and where they are to be opened ; • 
(vi) The amount of earnest money which should accompany the tender and the amount and nature of security required m case 

the tender is accepted; and 
(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 aU 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) Secority 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 comp\etion,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 in the notioe 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 ofTenders.-{1) Subject to the provisions of sub-section (8) of section 93, the lowest tender should ordinarily be 
accepted unless there be some objection to acoept the lowest tender, the reasons should be clearly recorded in writing and made available 
for audit. 

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

(3) Where the capacity for work and the integrity of a tenderer a!'e not known, his tender need not neoessarily be rejected and extra 
security of five or tq~ 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 exoeed one month • 

. 172. Inspecting ofworks.-{1) The Munici~al Engineer ~f the Chief Officer or such other officer of the State Engineering Servioe 
designated by the State Government under sect1on 72, shall mspect as many works of all classes as he can while they are in progress 

(2) The Inspection reports shall be made available to the audit. • 

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 require;<! to ~xecute. an agreement !Jn stamped paper specifying the terms and conditions of the contract and the P.,nalties to which he 
becomes liable if he fails to comply w1th all or any of them. 

174. Paymen~ to cont~actors.-:{1). The <;ontractor's bills shall be prep~ ~ Form 131 and shall furnish full particulars of the work 
done so as to adm1t of the 1tems bemg mdentified and checked by a companson With the estimate. 

!2! In case ~f Councils which have a Municipal Engineer the bill shall be checked by him with the measurement book and other records 
and if m order, 1t shall be passed_on to th~ Muruapal Office for payment. In other cases this check shall be exercised by the Chief Offioer 
or any other officer duly authonsed by him. 

(3) Payment shall usually be !f!ade'llp to nino-tenths of !h• value ~f wo~k done, the balance being retained as security, unless the 
contractor has furn1shed other secunty. The to~ am'!unt pmd on runnmg b1ll and on the final bill shall not exoeed 90 per cent of the 
total cost of the wo_rk, the bal'!"ce of 10 per cent bemg pw~ when the CO'!'P.let10n cerllficate has been signed. The Contractor's acknowledgo
ment shall ordinanly be obtamed on the reverse of his bill. When thiS IS not poss1ble, reference to the separate receipt shall be caref 11 
recorded on the b1ll. u Y 

(4) When the account is finally closed, the contractor's reoeipt shall distinctly state that the account is finally settled in full. 

175. Departmental works.-Tho cost of work executed departmentally shall be drawn in Form 131 the h d" f th ~ be" 
altered to." Bill for work done or suppli~ made through departmental agency". The work shall be measured o:..~~n~ll b ~h M 10~ 
a pal Engmeer or the Ch1ef Offioer, and 1t should be seen that the amount spent on the work upto the date of meas Yt Y 0 tsunhl 
value of work turned out. uremen represen t e 

176. Completion. report."7Wbon a work is completed, the Municipal Engineer or where there is no Munici al En · Offi 
:>f the State Engmeenng Sernce des•gnated by Government shall submit a completion report in Form 132 Wh l!lnee{,han . cer 
has been exoeeded, he shall compare and explain all differences between the quantity rates and cost of the enk any 0 edt 0 estdlmhate 
cstunated for. , wor execut an t at 

11'1. Compktion certificote.-Wbon a work is completed, completion certificate in Form 133 shall be sub "tted th "fi be" 
signed by the Authorised Offioer. · ml • e cert1 cate mg 

178. Fino/ payment to contractors.-No Contractor shall be finally paid until the completion certificat d th ·,· · 
required by these rules have been furnished. • e an e comp ellon report 

179. Departmental Labour.-(1) When any work is done by daily labour a muster roll shall be maintain d · F 
134 

b 
in-charge of the work and shall be written up daily. . e m orm y the offioer 

(2) A report in Form 135 shall be submitted by the subordinate in charge of the work every morning to th M : · al E . · 
Chief Offioer showing the details of the labour employed. The report shall be used in the En inee , Offi 0 uruc1p ngmeer and the 
check the muster roll :ovhen presented for payment. Labour employed daily as shown in t~ese:. s oris co as also the Accounts Office to 
practicable by the Mumc1pal Englneer or the Cb1ef Officer who shall attest the musters in token of su~h che~~all be t .. t checked as often as 

(3) When the muster IS closed, the work turned out shall be measured and recorded on the m t ll·. • . • 
sanctioned estimate. When the work turned out is not susceptible of detailed measurements such m~:s~~r~e 1t0 terms~fitems giVen m the 
payment may be made on the certificate of the officer-in-charge of the work to the effect thai the wo k t edn '•ll.'•Y lSpensed wi,th and 
amount Wo,wn to have been spent the~n. . r urn out lS commensurate w1lh tho 

· \4) ·A separate muster roll s~all be mmntamed for each work which has been separately estimated for All~ 
bear the name of the work for wh1ch the mu~ter IS ISsued and shall be numbered and stamped with the co • 1 ~rms of the muster! ball 
by the Municipal Engineer or where ~ere 18 no Municipal Engineer, by the Chief Officer before issu~'Z. sea 0 the Counc1l and ~1gned 
lholl be maintained in the office of 1ssue. • account of such forms 1ssued 
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180. Measurement Books.-( I) All works done whether by contract, piece-work or daily labour, and materials received which can be 
counted or measured shall be counted or measured and the count or measurement sball be entered in a measurement book jp the Form 136. 

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

(3) When a bill is 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 sball be checked in the office of Engineer and in the Accounts Office. 

(S) A register of measurement books sball be maintained in Form 137. 

181. &gister o/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. &gister ofworks.-(1) The accounts of aU works other than those mentioned in the preceding rule shall be kept in Form 139 
In which the expenditure shaD be recorded duly classified according to the several heads shown in the estimates. All items, the total estimated 
cost of which does not exceed Rs. )00 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 shaD be drawn below the entries and the following note 
made in the register and duly dated :-

"Work completed and completion certificate furnished on ............................................ 19 ••..•. " 
(3) When it is found necessary to have a" Revised "estimate, theregisterofthe" 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 
oach work on which there has been ex~enditure during the month should be attested by the Municipal Eogineer or the Chief Officer. 

183. Materials Account~(!) Forroad materials such as road metal, etc.,a stock account shaD be kept in Form 140, in which a separate 
page or pages according to rcqwrement sball be allotted to each kind of material. 

(2) The stock account shall be closed everY year and the balances verified and certified by the Municipal Engineer or the Chief Officer. 
(3) AU surplus materials after the completion or abandonment of a work and all old materials of a work which is demolished shall be 

recorded in the stock account in Form 111 through which their subsequent disposal shaD be watched • 
• 184. &gister of Too/.J andPiant • ....:(l) A register of tools and plant shaD be maintained in Form 141 in suitable sections, (i) Plant and 

Machinerr, (ii) Instruments, and (iii) Tools and Petty Miscellaneous articles. 
(2) No entrY shaD 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 wbich the signature of the persons concerned shall be obtained at the time of 
· Issue and return of the articles. 

·ISS. -Public Works Department Manual how far applicable to Local Fund Public Works.-Subject to these rules, the Government Public 
W.>rks Department Manuals may be taken as a guide as far as practicable. 

186. Water Works and Drainage Acco~mt.r.-The water works and drainage accounts of a Council shaD be maintained in the manner 
and forms prescribed for similar Government works from time to time. 

CHAPTER XU. 

DBBT HEADs. 

187. lnvestme11ts.-A record ofall investments shaD be maintained in a register of investments in Fo.m 142. Each entrY therein shall 
be attested by the Chief Oflicer. 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. 

188. z.;,OIU.-(1) All loans received by the Council from Government shall be recorded each on a separate page in a register ofloan• in 
F->rm 143, each instalment of the loan, as it is taken, being recorded in column 4 and each entry in the register t.eing attested by the Chief 
Oflicer. 

(2) Where a loan is raised 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 tho sinking fund shall be watched and certified everY year. 

(3) A separate Cash B>ok in Form 145 sh<>wing on the receipt side the opening balance, if any, the annual instalme~s, interest on 
notalm!nts, etc., and on the payment side the cost of the purchase of securities and other payments shall be maintained. . o . , 

· (4) Where a l<>anisraised by issuing debentures, a separate register for the <iebentures so 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 
w>rked out and C:arried over to the register of advances ofthe next year. 

· !90. D!poslts.-(1) All deposits received in cash and refunded by the Council shaD be recorded in a register in Form47. separa1e 
registers ()r sets of pages ir the same register being. if necessary, allotted for different kinds of deposits, e.g. contractor's depvsits, q'eposits 
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 regi•ter o~ the next year. Deposits 
~ived during the year shall then be ertered in the proper part of such register as each transaction occurs. The 'total amount of deposits 
received, and the refunds msde,during the year shall be agreed with the total credits and debits under the head "Deposits" in the classified 
abstracts. ' 

(3) The deposit balance shaD not be drawn upon to meet charges debitable to the general revenues or the Council. Howe\·er, 
deposits not exceeding one rupee unclaimed for a year. balances not exceeding one rupee of deposits ~tly repaid during the last year. ar.d 
all balances unclaimed for more than three years, shall, at the close of each year, lapse to the Counctl and be transferrec. to the credit of 
the Municipal Fund under the head "Miscellaneous-other items- Lapsed oeposits ". 

(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 Deposit.r.-A separate register shall be maintained in Form 148 <\fall securities and other deposiiS not paid tot he Council 
in cash that is to say, savings bank deposits, Government promissory notes, MWliClpaJ and other debentures, etc. The b3la.nces of all 
securitid"' shown in this register shall be verified annually and a certificate of such verification recorded under the sf!;llature of the President 
and Chief Officer. · · , . , 

192. Granu.-All grants received by the Council from Government shall be recorded on a separate page in a• register of srants io 
Forml49. ., , , .. _ ,,, 
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CHAPTER XIII 

IN"rERNAI. AUDIT 

193. Intuva' of audit.-The Municipal Auditor shall complete t~e audit_of each month's account within the first fortnight of tho next 
foUowiD& month and shaD Jive the Municipal Accountant the foUowmg certificate :-

"Certified that the accounts from .................... to ...................... have becD audited by me and foWl• 
correct •with the exception of the-followiDg items":-

The Municipal Auditor shaD also Jive a similar certificate at the end of each quarter after the accounts orthe quarter are checbcl by biaa. 

19-4. Dllliu.-The Municipal Auditor shall-
(1) maintain supervision over Municipal income and expenditure ; 
(2) satisfy himself-

(a) that all expenditure incumd is covered by a provision in the Budget sanctioned by the Council ; 
(b) 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 becD brought to account without delay ; and 
(d) that aU receipts and payments are correctly classified ; 

(3) examine aU pay bills for establishments and for fixed arants-in-aid and see that none for the sanctioned charps ba.,. loeon 
disbursed : . . 

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

(S) examine aU bills for articles purchased and see that they are supported by suitable acknowledgements, that tho articles have 
becD received and brought on the stock accounts where necessary ; 

(6) examine aU bills for charges on account of aU works and other expenditure and see that proper certificates are furnished in 
suppot;t of them and that no deviation bas been made from the sanctioned plans and the estimates without tho sanction~of the competent 
authonty; 

(7) examine aU receipts for disbursements made, and see that each paym•nt is sufficiently voucbered for ; 
(8) examine 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 Treasuai'J 
and check aU periodical abstracts of income and expenditure prepared by the Accountant ; 

(9) examine at least twice a year all the accounts and registers ""'!uired to be maintained under these rules or any other rules made 
in this behalf and to check the balance in the bank and the treasury ; 

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

(11) totally at least twice a year aU 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 President, tho Chief 0 fticor 

the subject committee, the Standing Committee or the Council ; - ' 
(13) sign abstracts, bill and accounts that have becD examined by him and sign aU subsidiary documents connected witll them 

that have undergone examination in the course of his audit ; 
(14) examine whether all the grants payable to the Council have becD received in the financial year in which they were due ; 
(IS) ex~ine. whether the dema_nd re ~isters contain all entries or assessment including those relating to properties etc. included 

for the first time m the assessment list durmg the current year ; ' 
(16) verify during the year or at the time or inspection that the securities have been obtained are duly verified and are commensurate 

with the cash and valuables handled and the life and solvency certificates of sureties are obtained ; . 

(17) advise on all questions of leave or service in accordance with the rules and check aU claims to aratuity or provident fund, 
or compensation ; . 

(18) pre-audit all claims for remissions, refunds, reductions or writ.,.off of taxes ; 
(19) prepare replies to the Government audit objections and the audit note ; 

(20) generally ~dopt an_d recommen~ all such measures and precautions to secure the Council asainst leas or daMase arisi f 
dishonesty, error, uregulanty or illegality. Dl r•• 

. 195. Pow•rs of rh• lluditors.-(1) Municipal Auditor may report direct to the President or the Standing Committee at a tim 
any material impropriety, irregularity or illegality in the ex_penditure or in the recovery of moneys due to the Council or ui th ay 

0
• 

accounts and on matters relatmg to the accounts and financial matters of the c, uncil or to the audit of the said accounts : 1 • COWie 

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

(2) If the Municipal ~uditor consi~ers i! desirable that who!~ !'r any part of the. audit of any accoun~ which be is -~ 
audit should be conducted tn the offices tn wbtcb these accounts ongmate, he may ""'!Uirc that these accounts together with ~· L- le 
d~S having relation thereto, sbaU at all convenient times be made available in the said office for inspection. a o,.. aad 

(3) The Mun!cipal Auditor ~hall have power to ""'!Uire that any books or other documents relatio1 to the accounts he • renu,·-~ ,_ 
audit, be sent for msepcuon to him: · , , II .. • .... 

.• fl,. 

Provided that, if the documents are confidential, be shall first obtain the permission of the President an_ d shall be responsible 
preventins the disclosure or their contents. rer 

APPENDIX •. 

SECTION II · · 

G!NMAL: J'tNANCIAL PluNCIPLEI 

I. In clteckins the expendit!'re apinst tho pr!'vision, of funds, it has_ to be seen P!imarily that the money expended· has . 
10 the purpose or purposes for which the JP"&Dit sanctloned tn the budeet est•mates, were Intended to provide and that the been appltod h·- ••• ;n•t each sucb pant does not exceed tile amonnt incla~ed in the budset estimates. Tlac distribution or the -"!':0 '!"1 of CXpendi· 
-~ .-- . · r~ 18 the butlpt 

( 0Strike out if uan-'l') 
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Mtimatel betwcea tho various aub-heads and the items may be taken as indicative of the purpose for which the grant is made. A a;rant is 
illteaded to cover all charscs including past liabilities and is operative till the 31st March, after which any unspent balance lapses. Eacla. 
Hoatl of Department is primarily responsible to ensure thaL the expenditure is kept witllin the grant or grants sanctioned for that Departmont. 

I. Ia chccl:ina lllllctions to expenditure, it has to be seen not only that the expenditure is covered by the sanctions, but also that lito 
awtllority ta.Dctioning the expenditure is competent to do so, in virtue of the powers vested in it by or under the Act and that the 13.Acti011 
il olefiaito. 

3. It is imperative that utmost care and attention is devoted to the work connected with the audit of sanctions to expenditure, u GJa• 
a saactioa. has bee-n accepted in audit, expenditure may have to be passed again it it for a length of time. 

4. In the audit of Mnctio!U to expenditure, the guiding principles enunciated below should be observed :-
(a) if the sanctioning authority is vested with full powers in respect of a certain class of ex:penditure, a sanction accordocl llD.der 

these powers can be challenged only on grounds of propriety :-
(b) if it is vestee with powers which may be exercised provided due regard is paid to certain criteria which are expressed io a aeu,oral 

form, sanctions accorded under those powers can be challenged-
(;) if the disregard of the criteria is considered to be so seri01...1~ as to make the SJ.nction perverse, or 
(ii) if the facts of the case are such as to make the Munidpal Auditor confident that one or more of the criteria have boft 

disregarded ; 
{c) if it is vested with powers which are expressed in precise terms, the Municipal Auditor is bound to ascertain that tbo ordc 

defining its power is obeyed ~actly in every instan.;e ; 
(d) for the purpo5e of financial sanction a group of works which forms one project shall be comidered 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
c:ular work in the project does not require such sanction. 

S. AU sanction to expenditure should be noted properly, attested in a prescribed audit regi,ter or other record again't which tbo 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 hu 
been ordered by the Mnctioning authority, a note of the recovery due- should also be made and pro;>erly attcstcj in a suitable rea;ister se 
that it may be watched. 

6. Check against regularity corui'ts in verifying that the expenditur-: conforrm to the Act and the rul !, a'ld orders m1de thoreuo.dor 
and also in accordance with the orders issued by any competent authority. It should, the-refore, be ensured that all financial rules and ord•ra 
affecting expenditure or other transactions issued by the executive authorities are intra-vires and arc in accordance with correct pri.Aci,I•. 

7. In the •crutiny of these rules and orders it •hould be seen-
(1) that they are not inconsistent with any provisions of the Con'ltitution or of any laws made thereund'!r ; 
(2) that they arc consistent with th~ essential requin:ments of audit anJ a:.:.:nLats ; 
(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 a•Jth.)rity po3SCiiCS the a.oo111&ry 

rule-makinc powec. 

8. All orders of delegation by the Council or financial authority should be scrutinised carefully,"' once they have boen acceptod, oudi& 
of sanctions as well as of expenditure or other transactions may be conducted against them for any in lefinite length of tin::. They Uoul• 
accordingly receive the personal attontion of the Auditor and should be formally accepted by him before they arc admitted. 

9. Cases may ariae in which though no objection can be taken to the terms of an order of delegation, or other financial rule-, ,. 
the Municipal Auuitor feds that the order is likely to impair seriously the efficiency of financial control. For instance, tho principlo or 
authorising disbursing officen themselves to sanction special charges may be carried too far or e'ttendc:d to case~ in which romo sort or 
control by the Council, seems specifically advisable. If such cases arc important. the MLmicipal Auditor sh.ould mJ.ke a suitablo ropreaoa.t~ 
tion to the Council through the Chief Officer and the President and thus give the latter the opportunity of reviewing the orders. 

10. It is an essential (unction of Audit to bring to light not only cases of clear irregularity but also every matter which in its jud,emeo.l 
appears to involve improper expenditure or waste of public money or stores, even though the accounts themselves may be in ordar and nol 
obvious irregularity ha.s occurred. It is thus not sufficient to sec that sundry rules or orders of competent authority have been observed. 
It is of equal importance to sec that the broad principles of orthodox finance are borne in mind not only by disbursing officers but alte 
by unctioning authorities. 

11. No precise rules can be laid down for regulating the course of audit against propriety. Its object is to support a reasonably hiP 
1tandard of public financial morality, of sound financial administration and devotion to the financial interests of the Council. The Muni
eipal Auditor in the performance of his duties should in any case apply the following general principles which have for long bcea recopi
led as standards of financial propriety :-

(1) The expenditure should not be prima facie more than the occasion demands. Every municipal officer is expected to eaorei• 
the same vigilance in re!pect of expcndtture incurred from the Municipal Fund as a person of ordinary prudence would exe:rcilo ia 
respect of e.ltpenditure of his own money. 

(2) No authority should exercise its powers of sanctioning expenditure to pass an order which will be directly or indircctlr .. ita 
OWD advantage. 

(3) The Municipal Fund should not be utilised for the benefit of a particular penon or lllllction of the community unl- :-
(i) the amount of expenditure involved is insignificant : or 
(ii) a claim for tbe 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 travelling allowances, granted to meet expenditure of a particular type should be replate4 
that the allowances are not on the whole sources of profit to the recipients. 

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

13. The general instruclioJU set out in the preceding paragraphs can be expressed in a more detailed form as below. '!'loo obja. 
or audit of expenditure are to ensure :-

(a) that there is provision of funds for the expenditure duly authorised by competent authority ; 
(b) that the expenditure is in accordance with a sanction properly accorded and is incurred by an officer competent to._ it ; 
(c) 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 estimate! framed and approved by c:o.pet•t 

authority for works expenditure, a health certificate obtained where necessary before disbursement of pay to a Municipal sarvaat, etc. ; 
(t) that the e.ltpendiiW'C sanctioned for a limited period is not admitted beyond that period without further i&Ilctioa. ; 
(f) tloatlhc Nics rcsulatins the method of payment have been duly ob•e"ed by the diibursing officer ; 
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(g) That payment has as a fact been made and has been made t'! t.he proper person, and that it has been so ackonwledged and 

recorded that a second claim against the Council on the same account •s tmposstble ; 
(h) that the charge is correctly classified and that if a char~e !s debitable to the pc;rsonal a~unt of a contractor, employee or other 

individual or is recoverable from him under any rule or order 1t ~s recorded as su_ch m a presctrbed account ; . 
(i) that the rates paid for work done or supplies made are m accordance With any scale or schedeule prescnbed by competent 

authourity : and . . 
U> that the payments have been correctly brought to accounts m the orgmal accounts. 

14. Recurring charges which are payable on the fulfilment of certain conditions or uptil tho occun"IOnce 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. (I) The audit of rates paid forwork done and supplies made should receive special attention, but as objections ca':' be !"ised only 
on grounds of financial propriety this audit will usually present considerable d!flicult~. It dellll!-nds th" exerciSe of great mtelhgence !'nd 
care. Invdivid.ual abnormalities in rates shodul of course be watched. by the I';tStltutton fro.m ttme to tune of~ compa~tiVe exa:~unatJOn, 
through the wouchers an accounts receh•ed for aduit, of the rates paid by various officers m the same on ne1ghbounng locahttes. may 
incdic:.te c,.., in which the rates being abnormal further enqt.iry may be desi"!ble. T~e assistance of the concern"!~ Government Depart
ment may be invoked on obtaining reliable schedules of rates an other necessary mformall'!n. In t.he 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. 

16. It is of considerable importance that the audit checks prescribed should be observed in spirit and not in the letteras opposed. 
to the spirit. 

• I 

' 
SECTIONB 

DETAILED INSTRUCTIONS. 

Sub.,section (1) : Check of hills-General • 

I. The following instructions should be followed in the detailed check of bill presented for payment : 
. (a) See that the bills are in the qrescribed from (when such form is prescnbed) 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 
anJ that sub-vouchers contain notes of rates of payment. 

(b) See that they are numbered serially. 
(c) See that the details work up to the totals end that the totals are in words as well as in figures. 
(d) See that they bear a • Passed for Payment ' endorsement by the Chief Ofilcer or by an officer authoursed by him. 
(e) see that they are stamped " paid". 
(/) See that there are no erasures, and that any alterations in the totals are attested by the officer concerned as many times 

they are made. 
(g) See that unless otherwise provided in the rules of Government stamps are affixed to all vouchers for sums in excess of Rs. 20 

and that they are punched. 
(h) See that no dayment is made on a bill or order signed by a subordinate instead of the Chief Officer himself of an officer auth· 

rised by him, or one bill or order signed with a stamp, and that copies of sanctions are certified by the sanctioning officer. 

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"Pecial items. This dose not apply to the case of temprorary establish· 
ment1 the sanction for which should always be called for and noted in the Audit Register and ,tho check conducted aJillinst sue 
sanctiOn. 

(i) in all cases in which it is prescribed that agreement should be effcected between two different documents the fact of the agree
ment should be '!oted_ol) bottt the documen!s ~nd the note initialled by the M;unicipal Oflicer/servan_t who makes the. agreement. 

(J) See that 1fa bill IS pa1d by transfer. It IS stamped as havmg been so patd, that the head to Which the amount IS credited is noted 
on it. and that the credit is traced in the appropriate register when possif,1e. 

(k) See that Fund and income-tax deductions have been correctly made. 
(/) See that no bills for any pay or allowance not claimed within one year of its becomming due have been paid without the sanc

tion of tho Council. 

2. After check every bill should be enfaced in red ink with the word "chcked" over the intial of tho Assistant and if the calculations 
have also been tested arithmetically. the clerk who has checked them should certify the fact by writing the word "computed" over his 
intials. He shall then make the following endorsement on the bill : 

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

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

Sub-section (2) : Detalted procedure Audit of Estublishment 

4. In dealing with pay bills of establishment on time>scales of pay, the following instructions should be followed : 

(I) On the introduction of a time>scale of pay for an establishment. it is of vital importance to scurtinese the calculations of the initial 
rate of pay and the date of next increment fixed for each Mucnicipal Officer/servant borne on that establishment. On it depends tho 
corretness of the pay to be draw_n !?rafter year until the Municipal Ofllcer/servant is stopped at an efficiency bar reaches the maximum 
of the t1me scale. Where the m111al rates of pay are depandent to any extent on service, they can be checked only with the service 
books. The whole ora large percentage of the initial rates and the dates of next increment should be checked. 

(2) Where officiating arrangem~nts in leave. vacancies are permissible, it will be necessary to record in an Audit Register in Form 
150 separately •. the number (I) drawmg substant1v" pay. (ii) on leave and (iii) drawing officiating pay. 'These can be recorded under 
one another With letters S. L. 0. respectiVely, agamst them thus :- . 

110 
Vr •. ---s 

s 
L 
0 

The audit check will consist in seeing that S+O and s+ L are each within the sanctioned scale, 

6.25 
2·29 
1·21 
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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 claim should be 
made in the original monthly bill from which th!! claim wa.'i either omitted or in which it was shown as held over. 

(3) In the check of a bill it will first of all be necc-;sary to che~,;k all the items in the bill and at this stage.:: tht· admissibility of the leave 
salary and officiating pay of the per-,onfl involved will come unJer check. The Clerk will next check all items in t!te bill corresponding 
to the names entered in the increment cer1 ificare and make the necessary entries in the fly-leaf. Then the remaining items in the biU 
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 calculatiom should be checked arithmetically. But, it will not be neces~ary to check 
the leave granted by earlier records, or the details of the bill by earlier bills, though, if any such leave appears Prin:a-facie to be contrary 
to rules, it should be examined. 

(5) Orders issued by competent authorities reg:'lrding the emoluments of any member of the establishment (e.g., orders regarding 
personal pay or with holding or postponing an increment) <;hould be noted on the fly-leaf of the Audit Register. 

(6) If the amount of a bill 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 Establishment Audit Registers nm from March to February and that pay is recorded 
under the month for which it is due, not that in which it io; disb'Jrsed. To take an imtance a clerk be in~ absent em six weeks' leave 
from 25th March, his pay for March is not drawn in the bill for that month ; but when it is cla.imed in May. it will be pa<;~cd in the 
Audit Register under the pAst year ; or to take a further instance frnm the pay bill for April (paid in May) is deducted the pay for 
March of person who happened to be absent when it wa<; drawn, and taking leave, did not return in April to receive it ; the refund 
will be noted in the earlier part of the Re~ister under !\Larch and in the same place will be passed the bill on which the pay is afterwards 
drawn. 

Increment Certificates 

S. Increment certificates attached to establi<;hment bills. or submitted separately for pre-audit, should be examined ~o that it may 
be verified that the increments claimed are according to rule and sunported by bets statecl and have actually accrued. The rca~ns why 
the increment is considered to be due as st.<~ ted in the increment certificate should be examined. with reference to the fly-leaf of the Aud 1t 
Register (when names are shown therein). At least one-fourth of the entries in an explanatory memorandum, stating the rca·-.on"> why increment 
is due, taken at random, must be checked with past bills. [n the CJ.SC of certiftacate.s submitted for pre-audit, if the ipcremcnts r..rc found 
to be admissible under tho rules, the certificate shculd 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 agJ.inst the section concerned, after reference to the note of amounts due but not 
drawn, the necessary addition being made to the total. In C;J.scs. where the supplementary claims (other than tho...e which wr.re shown as 
withheld in the originals) are drawn and these bills are entt:red in the Audit Register or noted on the fly-leaf, noting in originals is. not 
DOcessary • 

Note !.-Noting in originals are not necessary in cases where no names are required to be givm in pay bi11s. 

Note 2.-When the increment claimed operates to carry a ~lunicipal servant over an efficiency b.;~r. it should be supported by 
a declaration from the authority empowered to withhold the increment that it has satisfied itself that the Municipal servant in 
question is fit to cross the efficiency bar. 

Note 3.-To facilitaie the check ofleave 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 ~en 
reduced. An arithmetical check of these statements is ordi02 rily sufficient, reference to previous pay bills or other connected documents 
being made in doubtful cases only. The audit of the bwe sa lory dra"n for subsequent months in the same spell of leave should be 
conducted 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 incrernDnts after the check of initial 
pay, which is most important will not be necessary. 

Temporary Estah/isllment 

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 holds good being distinctly specified in the second column below the details of the posts 
sanctioned, and pencil lines should be drawn across the c.1.-.es 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 rnixed up with them; 
or separate Audit Registers should be maintained for temporary establishment Y.here this course is considered to be suitable by the Auditor. 

TRAVELLING ALLOV.ANCE 

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 claim 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 see 
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 " contingencies " 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, m.J.y be placed at the disposal of the Chief Officer who may 
distribute them annually among his subordinates, reserving a small portion for subsequent 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 personally responsible for any expenditure in excess of the contract grant until the 
excess is sanctioned by the Chief Olli=. 

V4546-4 



Audit of Countersigned Contingencies 
I3. (a) As countersignature is required before payment, 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. 

(b) On receipt of the detailed bill, it should be carefully checked with a view tg seo
(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 
(4) that the 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- ' 
(i) the bill is duly countersigned by the competent authority ; 
(ii) the charges included in it are correct and proper. Adjustments should be made, if necessary, on a.:count of misclassifications ; 
(iii) the details of charges are given where necessary ; . 
(iv) the special procedure prescribed elsewhere in this section to any periodical charges which may be included in the bill is also 

applied. 
IS. 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 It does 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 charges are noted in the Register of Periodical charges in Form lSI each payment as it 
is audited being posted with the necessary references in appropriate monthly columns. Ordinarily the Register should be used only in cases 
in which sanctions other than those of the disbursing or countersigning authorities are involved. 

(b) Unless there are separate allotments for such charges, they should be posted in the Contingent Audit Register in Form IS2 also. 
The audit to be applied will be that prescribed for the particular class of contingent bill in which the charges appear. 

Note I.-When thepayofCiassiVservants is treated as contingent expenditure, it need not be entered in the Register of Periodical 
Charges. 

I7. Contingent charges on account of wages ofmazdoors 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. 

PENSION 

I9. The work of check connected with pension payments has to be carried out in two stages :
(1) the determination and sanction of the pension. 
(2) the payment of the pension. 

20. All the papers required 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 final.fixation of the pension as a preliminary to its sanction by the Council, or any other appropriate authority. 

21. (a) On receipt of the statement of services for pension, the details should be checked with reference to the service books and from 
audit regi&ters or vouchers in order to verify dates of alteration of pay or of appointments, or dates ofleave or 0£ 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 supplied 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 exercised as to the correctness of the leave granted to him. 

(4) 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 anthority empowered by it. 

(b) 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 sanctioning a pension, the Municipal Auditor should issue the Pension Payment Order forthwith out not 
more than a fortmght kl 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 necessita tive the re-calculation of the 
amount of pension involving the issue of a revised Pension Payment Order, if necessary. 

2S. (a) The Payment of pensions shall be audited in the Register in Form IS3. 
(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 IS4. 
(b) If any pensions have remained undrawn without any explanation being forthcoming regarding them for tllrce 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 io the pension bill, and 

then to record the date of payment in the proper column of the Register. The bill should show clearly the head to which the charges are 
debitable. 

GRATUITIES 

27. Form IS~ will serve at once for a Register of the grant ·dt:gratuities and for their audit; on receipt of the order granting the gratuity 
and after check with th~port of the Auditor first six columns should be filled up insmediately and the order to pay it issued. The voucher 
must be the receipt ory ~person legally entitled to the gratuity, not that of the Head of the Office or Department in which he formerly served. 

Every quarter. tb.~ Gratuity Register should be examined, and those gratuities which have remained unpaid for more than three mOI!fha 
notea and investigated. . . · 



. FORM 1 

[See rules 9, 46 (1) and 152] . 
RI!CEIPI' 

SrocK AccouNT op CHEQUB Boon . 

• . • . • . • • • • . .. . • . • . . • . • .. Municipal Council 

Kind of Receipt Book ..•..••.•..•.••• 
---------------~~--------------~-----------------------------------------------------1 Receipt Issue To whom issued 

Books 
Date From whom received Number of forms 

No. No. of 
pages 

1 2 3 4 s 

Balance 

Number of forms Books Initials 

No. No. of pages Clerk Authorised 
Officer 

12 13 14 IS 16 

Voucher 
Number 
and date 

6 

Number of 
of forms 

7 

Books 

No. 

8 

Return of books and forms 

Books 
Date Number of 

forms No. No. of 
pages 

17 18 19 20 

/ 

No. of 
pages 

Designation Signature of the 
person receiving 
forms or books 

9 10 11 

Initials 
Initials of Remarks 

the person 
returning Clerk Authoriocd 
the books Officer 

21 22 23 24 
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FORM2 

[See rules 12, 110 (2), 114, 116 (2) and 117 (1), (2) and (3)] 

GENERAL RECEIPT 

•••••••••••••••••••••••••••••••••••• Municipal Council 

Book No. Receipt No. 

Received from Shri .........•.................... · ........... • .. • • • • • • · · • • • • · • · • • • · · · • • • · · • · • • · • • • • • • • • • • • • • • ••• • • • · • • • 

f Rs (im words) •••••••••••••••••••••••••••••••••••••••••• on account or asumo ....•..••.......•....••..•..•...••..••....• 

0 ••• 0 •••• •••• 0 ••••••• 0 0 •••• ••• 0 0 0 •••••• •.• 0 ••••• 0 •• 

Date .............•...•............ 

••••••• 0 •••• 0 0 0 ••••••• 0. 0 •••• 0 0 ••• 

Signature or Clerk. 

Entered on Cash Book 

Accountant/Cashier. 

, page No. 

FORM 3 

(See rule 22) 

FoRM oP BoND op INDEMNITY 

• ••••••••••• 0 ••• 0 0 0. 0 ••••• 

Signature or Authorised Officer, 

KNoW ALL MEN BY THESE PRESENI"S THAT J, (a) ••••••••••••••••••••••••••.••••••••••••••••• resident or •••••••••••••••••••••• 

and (b) ••••.••••••••••••••••••••••••••••••••••••••••• the widow/the son of ••••••••••••••••••••••••••••• , ••••••••••••••• and 

JfWe (c) ••.•••••••••••••••••••••••.•.••••••••••• sureties on herjhis behalf are held and firmly bound to tho Municipal Council in 

the sum of Rupees ••••••••••••••••••••.••• Rs •••••••••••.• to be paid to the said Council or assigns FOR WHICH payment to be well 
and truly made each of us severally bind (s) himself and his heirs, e=utors, 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 bands this •••••••••••••••• day of •••••••••••••••••••• 19. . • • ; 

WHEREAS (d) •••..•••••••••.••••••••••••••••••••••••••• wasat the time of his death in the employment of Municipal Council or 

was receiving a pension of Rs ..•••••••..••..•• Rs ••.•••...•.......• from the Council ; 

AND WBEREAS the said • • • • • • • • • • • • • • • • • • • • died on the . • • • • • • • • • . • • • • • day of •••••••••••••••••••••••••••••••••••••••••• 

and there was then due to him the sum of Rupees ••••••••••.••••• Rs •.••• for pay and allowances in respect of his said offioe or (in respect 
of his pension/death·cum retirement gratuity). AND WHEREAS THE above bounded (a) • • • • • • • • • • . • . • (hereinafter called " tho Claimant") 
claims to be en tilled to the said sum as heir of the said (d) ........................................ but has not obtained letters of 
administration of or a succession certificate to the property and effect of the said (d). 

AND WHeReu THE claimant has salisfied the (e) .•••••••••.•••••.••••••••• that he/she is entitled to tho aforesaid sum and that it 
would cause undue delay and hardship if the Claimant were required to produoe let!•!" of admi~islfl!tion of or a succession oertificate to 
the property and effects of the sa1d (d) ••.•.•.•••.•••.•.• AND WHEREAS THE Mun1c1pal Cuncil des1res to l'aY the said sum to the claimant 
but under the Municipal rules a,nd orders it is !'ecessary that the claimant should. first execu!" a bond With one surety/two sureties to 
indemnify the Municipal C?uncil aga10st all claims to the amount&\) due as !'foresaid to the Said (d) ••••••••••••••••••.•.• before the said 
sum can be paid to the cla1man.t, NOW. THE CONDITIO!'! of t~IS bond IS such that if after payment has been made to the calimant, 
tho claimant <?t the surety/surelles shall m the event of a cla1m b~1~g made b~ any other person agamst the Municipal Council with respeet 
to the aforesa•d sum of Rs ..• : •....•.•.•. : .. refund to the Mun1c1P.~l C?uncil the sum of RuJ>CCS .••••••••••••••••• and shall otherwise 
indemnify and save the MuniCipal Co.uncll harmless from .all hab1tity, 1~ respeet of af~resa1d sum and all cost incurred in consequenoe 
of any claim thereto THEN the above wntten bJnd or obligation shall be v01d but of therw1se the same shall remain in full foroe and virtue. 

T.o w--·· TO tho"abovo written bond and tho conditiontherefore lfWe •••• 0..................... and .1.1' IJ.A~ • o 0 0 0 o o o o o o o o o o 0 o o o o o 
0 0 0 0 

.....•••..••..•...•.... • · · · · · • • • • • · • · · • · · · • • · • · • · · · · an.d · • · • · · · · · • • · · • • • · · · • • • • • · • · · • • • • · • haw hcrcunto set our hands _this 
day of 

Signed and delivered in the presenoeof-

1. • •• 0. 0 •• 0 0 0 •• 0 0 •••• 0. 0. 0 0 ••• 0 ..... 

2. . ....... 0 •• •••••••••• 0. 0 ••• ••• 0 ••• 

( ) Full name of claimant with plaoe of rosidcnoe. 
(~) State relationship to the d~. 
(c) Full name or names of sureties. 
(d) Name of the deceased. . 
(e) Title of the Oflicer responsible for payment. 
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Heads of accounts 

I 

PART[ 

General (Revenue) Account.-

(I) Opening balance 
(2) lteceipts-

A. Municipal Rates and Taxes 
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. 

B. Public Safety 
c. Public Health and Convenience. 
D. Public Instruction 
E. Contributions 
F. Miscellaneous 

Total-Revenue Disbursements 

( 4) Closing balance 

PART II 

Capital Account-
(I) Opening balance 
(2) Receipts 
(3) Expenditure 
(4) Closing balance 

PART Ill 

29 

FORM 4 

[See Rule 25 (!)] 

Budgel Estimate for 19 -19 

Summary (ID whole rupees) 

Revised Budget 
19- 19 

Actuals 
Actuals for Probables for 

19 -19 19 -19 19 -19 eight months remaining 
four months 

2 3 4 5 6 

Extraordinary and Debt Qlld suspense accounts 
(I) Opening balance 

(2) Receipts 

(3) Expenditure 

(4) Closing balance 

PART I, II and III Consolidaied-
(I) Opening balance 

(2) Receipts 

(3) Expenditure 

(4) Closing balance 

Details of closing balance-
(I) Cash in hand 

(2) Cash in banks and in Treasury 

(3) Fixed deposits 

(4) Investments in Securities 

Accountant. Chief Officer 

Total 

7 

Budget 
Estimates 
19- 19 

8 

Explanation 
for increases or 

decrea.ses 

9 

President. 



Serial 
No. 

Heads of Acxounts 

1 

Opening balsne<>

R•CEIP'IS-

2 

Details a/ ' A '-Municipal Rates tznd 
~~ 

1 Taxes on lands and Buildings
(a) General tax 
(b) General water tax •• 
(<) Lightins tax .. 
(d) General sanitory tax •• 

2 Octroi 
3 Tax on Profession, Trades, Callinp and 

Emp oyments. 
4 Tax oln Onemas, Theatres, Qrcuscs, 

Carnivals and other performances and 
show Tax. 

5 Tax on advertisements (other than advcr· 
tiscmonts published in newspapers). 

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

7 ToU on ""hiclos and animals 
8 Tax on doss .. 
9 a sec iaJ sanitary tax 

10 a d. ainage tax .. 
lJ spc cia! water tax 
12 Ta x on pilgrims 
13 Sp0cial education tax 
14 Cattle Pounds • • • , 
IS Other taxes (to be spceifiod) 

(a) 
(b) 
(c) 

Total-A •• 

Actuals for 
19 -1!1 

3 

Rs. 

Actuals for 
19 -19 

4 

Rs. 

PaT I 

Gerrer«l (Rnelllle) Accounl 

Dttalkd EstimoJeo/ tlw y- 19 -19 

Actuals for 
1!1 -1!1 

s 

Rs. 

Revised for 1!1 

Actuals for 
first 8 months 

6 

Rs. 

-19 

Probablos for 
remaining 4 

months 

7 

Rs. 

Total 

8 

B.s. 

Budget for 

19 -19 

10 

Rs. 

Explanation for 
increases or 

docreasos (columns 
8 and !I 

.... 
0 



B. Realisatio1' under special Acts 
(I) Hackney Carriages 
(2) Public f¢!Tics •. 
(3) Cess on land within municipal limits 
(4) Other items (to be specilied)-

(a) 
(h) 
(c) 

Total-B 

C. Revenue derived from Municipal 
properties and utility senius and 
powers apart from taxation. 

I Rent of lands 

2 Rent of buildings 

3 Rent of Sarais and Dharamsalas 

4 Rent of Travellen' Bungalows 

s Income from Gardens 

6 Income from Educational Institutions .• 

7 Income from Medical Institutions 

8 Veterinary dispensaries 

9 Stables 

10 Fees on vehicles or pack animals bringing 
goods for sale in public market. 

11 Fees fnr use of or for right to expose 
goods for sale in public market. 

12 Fees for registrations of cattle sold within 
municipal limits. 

13 Fees for animals brought for slaughter in 
the Murucipal Slaughter Houses. 

14 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. 

IS Licence fees (as per appendix) 
16 Building pormit fees 
17 Notice f .. -e!. 
18 Warrant fees 
19 Other items (to be specified)

( a) 
(b) 
(c) 

Total-C 

.... -



Serial Heads of Acoounll: 
No. 

I 2 

Brought forward 

D. Gran II and Contributions. 

1 From Oovemment-
(1) Special Road Grants •• 
(ii) Family planning • • • • 
Iii/) Primary and Secondary Education. 
(iv) Development Plan and Town Plan· 

ning Schemes. 
(v) Dearness AJI,>wance •• 
C•l) Pay and Allowances of Offices 

belonging to commvn cadre. 
(vii) Public Health 
(•iii) Fire BrigadG' • • • • 
(U:) Construction and maintenance of 

roads. 
(X) Epidemic 
(xll unclaimed dead bodies 
(x/1) Other amenitieo-

(a) 
(b) 
(c) 

2 From Local Funds
{/) For education 

Total-D-1 •• 

(ii) For medical purposes 

{iii) For other purposes (to be specified) 
(a) •• 
(b) 
{c) 

Totai-D-2 •• 

Actuals for 
19 -19 

3 

Rs. 

; 

PART 1-contd. 

Revised for 19 Explanation fur 
- Buolget for increases or 

Actuals for ACiuals for Actual• for Probables for Total 19 -19 decreases (Colunms 

19 -19 19 -19 fint 8 months rtmaininJ4 8 and 9). 
months 

4 5 6 7 8 9 10 

Rs. Rs. Rs. Rli. Rs. R•. 



< 
~ 
! 

From other SIJur..xs
(i) General 
(ii) Education 
(iii) McdicaiJ 
{jv) For other _purposes 

(to be sp .. :cillcJ) 
(a) 
(b) 
(c) 

Totai-D 3 

Totai-D 

E. Aliscdla11eouf 

lnterest from municipal investments 

2 Conservancy 1\."Ceipts other than tax~s 

3 Copying and comparing fee 

4 Supe['\lision charges on account of work 
llonc for private individuals. 

s Sale or town refuse and manure 

6 Workshop receipts 

7 Sale proceeds oiJ stores 

8 Sale procee..Js or voters' lists 
and other municipal publications. 

9 Miscellaneous sales 

10 Process fees and legal costs 

11 Contributions from the Pilgrim Ta• Fund 

12 Other receipts (to be specified) 

Totai-E 

TotaJ-Rc\'cnue 

To1al- Revenue includin&: ''fl'!ninlt 
balan•.:e. 

____ , ___ , -------------------------

-----·------,---

---------,------ ------·--"--"-"----·---· --------
- ---·-·---·---------- --- -·-- -·----

·-·------------------·----~-------------------· .. -- ------.. 



Seriaa 
l'io. 

Heads or Aocounls 

2 

Expenditure 

A. Gtntrnl Admbtistral/on mul 
Co//.ction tlutrgu. 

l Cieneral Administration-
(/) Contribution to For munici-

Local GoVCI'IIlllellt pal coon-
Service Fomd. cils in Ma-

~thwada 
Rcsioo. 

(CcDIJ'II clJarses) 
(li) Permanent Escablishmeal (as per 

Appendix A). 
(iii) Temporary Establislunelll (as per 

Appendix A). 
(/v) Pension Contribu

tion to Govern
menlo 

For mt~t~ic:i
pal coun
cils In 
M a rath-

wada resion. 
(v) Travellin8 Allowance •• 
(ri) Contins•ncies (as per Appendix 8) 
(vii) Cost or printing forms •• 
(viii) Contribulioa to salary Reserve 

Fund. 
(ix) Miscellancc>US-

(a) 
(b) 
(<) 

Acuals for 
19 -19 

3 

Rs. 

Actuals for 
w -19 

4 

Rs. 

P.\Rt .. l--cbNI. 

Revised for Ill -II --
Actuals for Actuals for Prolublcs for Total 

Budget for li~planation for 
~~ -19 

19 -19 first 8 months rc:mttining 4 ' 
mcreascs or 

anonlhs. 
&..~-rea1es (columns 

~and 9) 

s 6 7 8 9 10 

Rs. Rs. Rs. Rs. IU. 

Totai-Geoetal Admiaisttlltion .. ------------------------------------------------2 Collection or caxes
(a) Octroi-

(i) Permanent Establishment (as 
per Appendix AI. 

(ii) Temporary Establishment (as 
per Appendix AI. 

(Iii Pension contribution to Ciovern
menc. 

(1•1 Continsencies (as per Appendix 
8). 

(v) Printin~ charges -· 
<••il Construction of and repairs to 

l'lakas. 
(I'll) Other items (to be specified)-

(a) • • 
(b) 
(.-) 

Total-Octroi 



< ... 
v. 

f 
·~ .. 

(h) Toll-

(i) Permanent Establishment (as per 
Appendix A) • 

(ii) Temporary Establishmeot (as per 
Appendix A). 

(iii) Pension contribution to Govern
ment. 

(iv) Contingencies (as per Appen-
dix 8). 

(<') Printing charges 

(vi) Construction of and repai..,. to 
Nakas. 

(vii) Other items (to be spocified}
(a) 
(b) 
(c) 

Total-Tolls •• 

(<) Other Taxes-

(/) Permanent Establishment (as per 
Appendix A). 

(li) TemporarY Establishment (as' per 
Appendix A). 

(iii) P<nsion contribution tc 
Govenunent. 

tM Contingencies (as per Appendix 
8). 

(v) Printing charges 

(vi) Other items (to be speeified}
(o) 
(b) 
(c) 

3 Refunds

(/) Octroi 
W) Other ta,es 

Total-Other taxes •. 

f iii) Other rdunds 

T olaf-Refunds 
..... ~ ... ;r!d Over 

---------------------·--------~---. 

.... 
"'· 



Serhl 
No. 

I 

Heads of Acxounts 

2 

PART l_.,.,.,d. 

Reviled for 19 ·19 

Actuals for Probables for 
lirlt 8 monlhl R!Diainins 

Actuals Ac:tuals Actuals 
for for for 

19 -19 19 -19 19 -19 4DJODlbs 

6 7 

Budaet for ~planation for 
Tola! 19 -19 mcrease•or 

clecreuosCcolumn 

8 ' 
• lllld I') 

IU 
' 4 ' ----·----------------~-------------------------------------------------------

F.""f'~ndiluu~td . 

.llroucl1t forward • •• 

4 Pcns.,ns and Gratuities 

S C.mtrihution to Provident Fund .. 
6 Sur \'l'!y charge& 

1 Mcdlaneous (to be spcc:ified)-

IJ. l'ub/ic SD/elJ' 

Fire tie;tin,_ 

To~l-MlaceUaneous 

Toto!-A 

(i) Permanent Establishmtlll (as per 
Arpeodix A). 

(iii Tcmporory Establishmeot (as per 
Aror,.ndix A). am fJ.:nsion contribution to 
Gtwemment. 

(ivl c,mting.:ncies (as per Appendix 81 
f•l Pun:hase of cquipmeot and stores. 
(ri) Rewards • . • • 
I vii) Other items (to be spccificd)-

C•I 
fb) 
(<) 

Totoi-Firo Fisblins •• 

a.. a.. a.. R.•. Ro. .. .. 



2 Slnlct Usbliilg-
(1) Pennanent Establisbmenl (u pee 

Appendix A). 
Q() Temporary Establisbmenl;:(as per 

Appendix A). 
(ill) Pension Contributions· to Govem-

QICilt. " ' ' 
(I•) ContilliODcies (as pee Appendix B) 
b) Pun:bascs Qf Kerosene Oil •• 
{.1) Purchases of lamps and. otb« 

materials. 
(vii) Electric lights and 6xtuRS 
(viii) Cost ofcnergy utilised • .. 
(i><) Misoellaneous (to be spcci&d)-

(YI) .. "':' •. ,.,~ 

(b) ;. 
(c) 

. <A- . 
Total-Sinlctlightio' •• •• -------

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 vesi· 
tation. 

6 Other items (to be spcci6cd}
(a) 
(b) 
(c) 

Total-B 

c. Public Hea/t/1 and ConV<nie~~ee 

I Water Supply-
(1) Permanen Establishment (as per 

Appendix A). 
(II) TemP.,rary Establishment (as per 

Appendix A). 
(Iii) Pension Contribution to Govern-

ment. 

~
jy) CootinS~mcics (as per Appendix B) 
•> Repairs .. '1: Other item (to be spec:ificd)-

a) . •. .. 
61 . . .. 
(~) 

Total- Water Supply 

Carried OWir -------

........ 
-~~~--------------------------------------------------------------------------------



C. Public H~olth alii! Comoen;.m:e---contd. 

4 Conservancy :-
(i) Perman•:nt Establishment (as per 

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

Appondix A.). 
(ill) Contingencies (as per Appendix B) 
(iv) Pun:"- and upkeep of conacr

vancy carts and lorries. 
( v) Purchase and upkeep of nisht soil 

carts and lorries. 
(vi) Petrol and libricants, etc. 
(vii) Purchase of fodder .. 
(viii) Purchase of liwstock 
(IJC) Other items (to be specilied)

(a) 
(b) 
(c) 

Total Conservancy •• , --------------------------------------------------------------------
5 Staff for the Trenching Ground (for the 

preparation of compost) :-
(1) Permanmt Establishment (as per 

Appendix A). 
(II) Temporary Establishment dl" ..., 

Appendix A). . 
(Ill) Contingencies (as per Appendix B) 
(lv) Other items (to be specilied)-

(a) 
(b) 
(c) 

Total Stalf for Trenching Oreund -----------------------------------------------------------Carried Over .. -----------------------------------------------------------
6 Hospitals and Dispensaries-

(I) Permanent Establishment (as per 
Appendix A). 

(II) Temporary Establisbmmt (as per 
Appendix A). 

(iii) Pension contribution to Oo'I'CID• 
mont. 

(/v) Contingencies (as per Appendix B) 
(v) Purchase of medicines and instru· 

mc:Dis. 
(?f) Dieting of patients •• 
(vii) Contributions •• 
(viii) Other items (to be spocified)

(a) 
(b) 
(c) 

Total-Hospitals and Dispensaries 

.. .. .. 
-------------------------------------------------·-

.... 
00 



Serial 
No. 

) 

Heads of Accounts 

2 

Brouaht rorward 

2 D'ainag•-

(1) Permanent Establishment (as per 
Appendix A). 

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

(iii) l'.m>ion contribution to Govern· 
mont. 

(iv) Omtingencles(as per Appendix B), 

(•) RCJl'lirs 

bi) Other itoms (as to be Src<:ificd)
(a) 
(b) 
(e) 

Totai-Draina~ 

3 S~n·lsw-

(1) Polnnanenl Establishment (as per 
Appendix A). 

(ii J Temporary Establishment Cas rer 
Appen<lix A). 

(Iii) J>.msion Contribution to Govern· 
mcnt. 

CM Contingencies (os per Appendix 8) 

(v) Other items (to be src<:ified)
(a) 
(b) 
It) 

Total-Supervision 

Carried Over 

Actuals for 
19 ·19 

3 

Rs. 

Actualsfor 
19 ·19 

4 

Rs. 

Actuals for 
19 ·19 

s 
Rs. 

Actuals for 
first 

8 months 

6 

Rs. 

Revised for 19 ·19 

Probablcs for 
remain inc 
4 months 

7 

Rs. 

Budget for 
19 ·19 

Total 

a 9 

Explanation for 
incteaSCS or 

dccrea<es(eolurnns 
8 :1Ju1 II) 

IU 



Heads of ACC(lttnf>i 

Bro>u~hl forw-.Jtd 

Actuals for 
1'.1 -19 

3 

Rs. 

Actuals for Actua.lc!; for 
Ill -19 19 -19 

4 s 
R~< Rs. 

RcviscJ for I? 

Actuals for 
fi"'t 8 months 

Probabloo for 
rcmaining4 

n1onths 

' 7 

Rs. Rs. 

-II) 

Total 

8 

IU. 

Bmlget for 
19 -19 

9 

Rs. 

Exrlan.a.tinn lOr 
lncrea.~ or 

d«re-.a.~~ (cofumns 
,,nJ..:~~~ 

Ill 

C. Ptlbli<" Hen/tit tJntiC.m.....,knu-<onld. --------------------------------...!..------------------------
7 \'etennary OisNns.•rics-

(i) Establishment
PI:rmancn 
Temporary .. 
(As per Apf'Cndix A'. 

Iii) Contingencies (as ll<r Ap !l<'ndi• Bl 
Ciii) Purch<be of nwJicincs and instru ... 

mont. 
1/v) Feeding of Animals .. 
(r) Contribuu .. .,n .. 
<M Other items tto be specified) 

Tolld-Vetcrinary dispensaries 

I Registralion of Births and Deaths-
! I) Permanent E•tablishment (as per 

Appendix AI. 
(II) Temporary Establishment (as per 

A rPCndix A). 
liii) Conlingcncies(as per Appcndilt &> _______________________ _.:_ ________________________ . 

9 Vaccination-
!i) Pem1anent Establishment (as per 

Apnendix A\. 
Iii) TemJ'<>rary E<tablishmcnt (a< per 

A pJ'Ctldix A l. 
liii) Contingencies (as per Appendix 8) 
(iv) Cost of •'ll.:cine • • • • 

T01al-\'accination .. 

• 



< 

f 
10 Owlet ot aocount ot l!lpldtmico-

<1) Permanent bf&bi!M-t (u pw 
Appendix A). 

(1/) Temporary btablltbmeal (II par 
Appencllx A). 

(Ill) Colt or ICrtwlll, 01e. . , • 
(I•) Diainrec:~aD.. • • • • 
(r) CooliQolaa (u par Appcdi& 

B). 
(Jt)~ 

Tolai-Epi4cmica 

II Burial Orouo41-
(l) Permanent Esr&blisll"**t (u par 

AppendiJt A). · 
(1/) Temporary Establisbmieot u par 

Appendix A). 
(ill) Continsencies (u per Appondi.t 

B). 
(lr) MlJcellaneoUI 

Total-- BIUW Grouodo .. 

1! Markets and SlauJihiOr Ho..--
(i) Permanent Establishment (as per 

AppendiJt A). 
(II) Temporary Es .. blishmont (u per 

AppendiJt A). 
(iii) Contingencies (u per Appen.Ux 

B). 
(ir) Miscellaneous 

Total- Ml&lketo and 
Hou-. 

u Public Wuhlnr l'laoel>-
(1) Pormanoot Establishmool (u per 

Appendix A). 
(II) Temporary Establisru.-t (u por 

AppendiJtA). 
(Iii) Contiosencies (u per AppeodiA 

B). 
(I•) Miscellan00111 

Total-Public Wuhiot ploaceo •• 

CuriedO.. .. 

~-~-------------------- ------------·----

-·--- -- -·-·--·-·- - - - ----- -· - --·- ------·---
""' -

---------------------------------------------- ---·----

----------.-. -------------------------------------------

- --~---·--- -------------·------------ ------



Head& or Aceounll 
-~ . 

1 l 

' ' .. 

C: l'ub/lc Ht11/1h •Ni CINIHtWik ...... 
Conld. 

14 C.tlle-poundo- . 
(I) Permanent Establishment (as per 

Aprendix A). 
(fl) Temporary f:.stablishmenl (as per 

Appendix A). 
(iii) Contingenoic:s (as per Appendix II); 
(I•) Feed or Animals .. .. 
(•) Rcm"neratoon to pound keepers .• 
(vi) Repam h> pounds •• •• · 
(rii) MiS~Ccllaneous • • . 

Total-Cattle pounds 

Aeau&l• for A.;uals Cor 
19 -19 19 -19 

J 4 

Jll. ·' Rs. 

PART I---.. 
Rllvisod for 19 -19 

A<tuals for Aetuals for Prob~bk:s for 
1.9 -19 llrat I muntbl RJrw.iniu,a 

4 munllls 

5 ' . 7 
.. 

Ra. Rs. Rs. 

Total 

I 

Rs. 

----------
Budget for 
19 -1~ 

9 

Rs. 

rxl'l •• n:.lit'n ft~r. 
incn: •. ~~ uf ut:cu.:;~..;cs. 
(CI.IiUUlU~ ~ i.\1\U ~) 

10 

-------

-----·-
-----------------------------

U Tnvellen' Bungalows and Sarais-
(1) Permanent Establishment (as per 

Appendi• Al. 
(li). Temporary btablishmeot 'AU. per .. 

Af.peodix A). · • 
(ill) C~ntin~ .. n<Jes(as per.Appcodil B).._ 
(ir) Mi.s'CIJa.neoLaS •• · •• 

. . ' ! 

" ·~ . ' .. . ··. 
' : TOta~Tra¥cum Bunaalo .. und Sarais, ------------------------------------------------------------

....,..,,.,.....,~..,.--,,.,--_.,.,.,,.....,._ = .. .,.._ ,...,, -""· """""~-_,.,_....,_,..,._ .. : . '"':'. ----....,....,-,...-.,.,...,., ""• -~-,.,., ,....--..,.-

If Public Hallo-
(J) Pern.anent Establishment (as per 

Appendix A). 
(ii) TcnljJQratJ< Es~o<blishmcnt (as per 

· Appendix A). 
(iii). Conting~ocies. (as per ~d\1< B~. 
(I•)·R~p~rsandeQUIPmcot . . .: . 
(•}. MioccllaoeoiiS .· · ·, , • .. . . . . . . 

·.·· 

-- ---.~-:~~---.---.-~-

·. l'otit.-Public·a~r. •. < ::"='·---------~--------------------------.. 
-··.:·," o"' .... o-------------------------------

--.~ . '.'Of·._.... .... • • 



< 

f 
" 

nubtic Gardens-

(I) Permanent Establishment . (a' per 
Appendix A). 

(ii) T·· rTif"l"'rO'Iry F~tablb""hmcnt {as per 
A ppcn,1 ix A). 

(iii) Pen-sion contribution to Govern
ment. 

(b·) Contingencies t:-~s r('r Appendix B). 

(v) Maintenance of Roads and foot· 
paths. 

(vi) Repairs to fences and p10pcrtics. 

(l·ii) Miscellaneous 

Total-r-ub1ic Gard.:ns 

18 Clock Tower-

(/) Permanent Establishment las per 
Appendix A). 

(lil Temporary Establishment (as per 
Appendix A). 

(Ui) Pension c-ontribution to Go\'em
ment. 

(lv) Contingencies (as per Appendix B) 

(v) Miscellaneous .. 
Total-Clock Tower 

19 Agriculture--

,. 
(i) Permanent Establi,hmenl (as per 

Appendix A). 

(il) Temporary Establishment (as per 
APPCildiX A). 

(iii) Pension Contribution to Govem
nlent. 

(iv) Contingencies (as per Appendix B) 

(v) Miscellaneous .. 
T ot.~1-Agricu1turc: 

Carried over 



f'llrt 1-Crm/J. 

--------------------------~-----------------------------------------------

Serial 
No. 

1 

He ada of Accounts 

2 

Brouahtlorward •• 

C. Public Htalrh ami Con..,itll.,._ 
contd. 

10 Experimental CuJti,·ation-

(1) Permanent Establishment (as per 
Appendix A). 

(li) Temporary Establishment (al per 
Appendix A). 

(iii) Contingencies (as per AppendUB). 
(ir) Purchase and up·kctp of livestock. 
(v) Repa,irs to fencts. pumps and pro-

perties~ 

(vi) Miscella~eous 

Totai-E~perimental Cultivation 

21 Works-

(G) (i) Permanent E•tablishment (as 
per Appendix A). 

(ii) Temporary Establishment (as per 
Appendix Al. 

(Iii) Tools and Plant (ordinary) .. 
(i•) Contin~encics (as per Appendix B). 
(b) Repairs to buildings (as per Appen· 

dix Form No. 4). 
(c) Repa rs to roads (as per Appendill 

Form No.4). 
(;/) Rcpai•• to other works (as per 

Appcn.fx Form No.4). 
(•) Misceii.wecu• to be specified

Cal 
(b) 
(c) 

ToCal-Wor~f 

21 Aro '• ond 1RltM 

~ Childrm's Play Grouud 

Actuala for 
19 .)9 

3 

ActualtfOT 
19 .19 

4 

Ra. 

Aclualafor 
19 ·I 'I 

j 

lls. 

Actuals for 
tlnt I ,...ntlu 

' 
.Ro. 

Revi- for It -19 

Probableafor To> tal 

'''d'"' for l!llpa...lioo lor 
19 ·I 'J inc:raooeo or dear•-

(oolua>na I and 9) 
remainlna4 

-Aiks • 

1 ' I ' 10 ·--------·--·--------
ll• .. ... .Rt. 

--------------------------------------·----------------------Tota~ --------------------------------------Carried over , , 

-------------------------·---~~ - -·--------------------

t 



D. Public lrutrucri•n-

1. Primary E<lucation (contributiolls to the 
School Board). 

2. (o) Seoondary E<lucation--
(1) Establishment-

Permanent }tAs per Appendix) 
Temporary 

(ii) Contingencies (As per Appendix) 

VII) Contrib•tions----

(b) Technical E<lucation--
(1) Establishment (As per Appendix). 
Permanen~(As per Appendix) Temporary • 

(iO Stores Equipment 
(Ill) Contingencies. 
(lv) Contributions . 

. (v) Miscellaneous. 

(c) Industrial Scboo~ 
(I) Establlsbmeot-

~~}<As per AppeadiK). 
(II) Cont ngcncies ' 
(Ill) Miscellii.Deous. 

Libraries, Museums managcrieo, etc.
(1) Permanent Establishment (As per 

AppendiK A). 
(II) Temporary Establishment (As per 

Appendix A). 
(Iii) Pension contribution to Gowm• 

mont. 
(lv) Contingencies (As per Appendix 

B). . 
( v) Purclwe of bookl, periodical• md 

exhibits. 
(vi) Contributions 
( •/1) Miscellaneous 

E. Contrlbutio-

Total-D •• 

1. Transfer to capital account for original 
and capital work• (•ld• ApJ!'ndix 
C and D). . 

" 
I, Other contrlbuti""' 'o be speclfted--

{~~ -l\c . 

Total-B 

_______ __,._ ____________________ ..,.. ___ . _______________ _ 



Serial 
No. 

I 

Heads of Accounts 

2 

Brought forward 

F. MiscellannJuS 

I Interest on loans (vide Appendix) 

2 Discount on loans 

3 Payment into sinking funds 
Appendix). 

(vide 

' 
4 Payment into depreciation fund (•-ide 

Appendix) 

5 Payment into Renewal and replacement 
fund. 

6 Contribution into the Work Supply· 
R"'erve Fund. 

7 Election charges 

8 Census Charges 

9 Expenses in connection with suits and 
prosecutions. 

10 Other items (to be specified) 
(a) 
(b) 
(c) 

Actual$ ro·r. Actuals for 
19 ·19 19 -19 . 

3 4 

Rs. Rs. 

A.ciuals ·ror 
.. _ ·-····· .. Revised for 19 .. -19---·· Budget for Explaination for 

19 -19 increases or 
19 ·19 . Actuals for Problems for Total decreases (columns 

first 8 monlhs remaintng 8 and ~J 
4 months 

' 6 7 8 9 to 

Rs. }'\s. Rs. Rs. Rs, 

------------------------------------------~---------
Totai-F 

Total-Revenue disbursements 
(ABCDEF). 

-------------------------------------------------------

Closing balance 

Grand Total- Part I 

---------



'PAilTD 

Serial Heads of Accounll Actuals for Actuals for Actuals for 
}lo. 19 ·19 19 -19 19 -19 

I 2 3 ... ' 

Revised for 19 -19 

Actuals for Probables for 
first remaining 

8 months 4 months 

6 7 

Total 

8 

Budget for 
19 19 

Exr'.1r·Jth.1n for: 
Ht;l\:.s'-·f.t•r i 

d\.'CT .:·~·.-_., .._: -h.rnns, 
b ~li.;1 YJ 

9 IU 

--------------~--~----------------------------------------------------------
. Rs. Rs. Rs. Ra. Rs. Rs. Rs. 

Capialll~pll 

Opeoina Balance •• 
I Water works •• •• 
2 Drainaac Works •• •• 
s Town Plllllllina •• •• 
4 Building Scbemca •• 

' Other Schemca .. 
Rtc<ipll 

1 Water Works (.ilk Appendix C) •• 
2 Drainaac Works (vitk Appendix D) 

s lload Improvement 
(vitk Appendix D). 

and construction 

4 Town Plannins Scheme (vidt Appendix 
D). . 

' Building conotructlon (vltk Appendix D) 

4 Other Special Schemes (to be specified) 

·--------

·-·· includin& openin& balance 



Serial 
No. 

I 

Heack of AccoiiDII 

E;qwJttii,_ 

Wator Works ('filk Appendix C) 

l Drainaar Worlu Mdt Appendix D) 

J Aoad ConslNctions and Jmpro-ta 
<vldt Appendix 0). 

4 Buildins Constru•-tions (ri<k Appcodix 
D). 

5 Town Plannins Schemes (ri.k Appendix. 
D). 

6 Other Spcoiai Scbemeo (•Nk Apcudill: D) ' 

CknU, lltll4lna 

I Watc:r Wurlu 

2 Drtinase Worlu 
.. 

] Town Plannina 

4 Buildina Schcmeo 

s Jload lmpro-t, etc. """-

' Other~e~ 

Olvooe TerAL •. 

Actuall for Actual~ for 
19 •It 19 •Ill 

J 4 

a.. JU, 

P.uT II-un~<l. 

Revised for Ill ·It 

A~ for A'tuals for Probabla for 
19 •19 lint remainina . """''"" 4 IDOillhl 

J ' T 

..... • •• Ill. 

T1>tal 

• 
... .. 

Budget for 
19 -19 

• 
ks. 

'ExplanatioD for 
incn:ucsor 

11caea1e1 (~lum•• 
i and 9) 

10 

--------------·---- --------------

---------

----~--~~·------~-----



0
PA111: W · 

< l!¥1.-tllluuy llllli Debt llllli SUSJHIIIH A...,unt Detalltd &timtJit/or the :yt«Jr 19 ·19 

~ ________ __,_ _____ -----·- -- --·-----·---
! 

Serial 
No. 

I 

Heads of Accounll 

l 

, BXTAAORDINAR'fAND DEBT 
6 AND $USPBNSB HEADS 

OPI>NING BALANCB 

s-Ip~ 

I SaJO.~ of Oo-t Securltlal 
and olb« iDvatmeata. 

2 Realloation from Slnldna Fundi for no
pa,yment or loaDs. 

3 ·TJ.Illl Funds (•Ide details in form 6)-

• ··(~) Educ:atiooal-

(1) Capi1al teelCipll .· rru ID~erUt ,. .. , 

. (/>) tdollie!IJ-
4 l - . 

(/) Capital teelCiptl 
.(10.111~' . 

(I;) Ve1erioa~ , · • . _..., -

. (/) Capilal Recelpta 
~ {U) lPIC!al . ' 

•> 

(d) For other apeclal 
~-· 

objecta (to ba 

H• Cl) ~piiaJ n:ceipta 
fll) lotcmt .. 

Provident Fund

(/) Su bscrlption 
(iii Conlribu:iona · ... 
(Ill) Advances nocoverablo 
{t•l lnlenolt •• 

Actuals for 
19 ·19 

3 

Rs. 

Revised for 1!1 -1!1 

Actuals for Actuals for Actuals for Probablesfor 
19 ·19 19 ·19 first 1111118iniua Total 

8 montbs 41110111ba 

-----~___,,.-,.---------. Budset for EllplaDationfor 
19 -19 increasesordecreases 

(oolumns 8 and 9) 

4 5 6 7 8 9 10 

Rs. Ra. Ra. Rs. ••• Rs. 

. . 



------------·- -------- ------------- --- ---------------
!'kria1 
Nu 

5 Uep.-.ctation Fund
li} U.mtribution 
Iii) lnttr<st 

o Salary Re.erve Fund
(i) Contributions 
(il) Interest •• 
(iii) Sale proceeds of investments 

7 Water Supply Reserve Fund
(1) Contribution 
(II) interest , . 
(ill) Sale proceeds of investment 

8 Other Reserve Funds (to be specified)-
(i) Contributi<>n , . . . 
(ir) Inter .. ! 

9 Government grant for Primary Educa
tion. 

10 Recovery of the cost of work done for 
pri\'ate individuals-

(/) 
(ii) 

II Deposits-
(!) Criminal deposits .. 
(II) Security deposits •. 
(iii) Contractors deposits, . 
(iv) Other deposits 

12 Advnoces reco,•erable>
(i) From contraclors 
(ii) From employees 
{iii) Store advances . • • . 
(ir) Other advances (to be st•ecificd) .. 

13 Permanent Advances (lmprcSI) 
14 Pilgrim Tax Fund . . . . 
1 S 01J1er 1\·tis~o.-cJfancous item!i. h"' be sped~ 

fied)
(a) 
(b) 
(c) 

AclUais kn Actuals feo 

19 .J9 19 -19 

3 4 

R<. 

--------·--
Total-Receipts-Part rn 

Actuals for 

19 -19 

j 

Revised for 19 -19 

Actuals for 
first 8 months 

Probabl~;r;--1-.;i.;J-

6 

remainin& 
4 menths 

7 

Rs. 

8 

Rs. 

Total-Part rrr,..Including opening-----·-----------------------------·----·--

balance. ----------------------
GRAND TOTAL 

----~-~--·-·-------

Budtel for 
19 -19 

' 
Rs. 

Explanation for 
increases or 
decre-ases 

(columns 8 and 9) 

10 



< 

f 
Dlsbursemenr 

I Investments 

2 Repayment of Loans 

3 Trost funds (vide details in fonn 6}

(a) Educatibnal-
(1) Investment of capital 1e00ipta 

(li) Expenditure froni endowments. 

(b) Medical-
(1) Investment of capi~l receipts 

VI) B~Ciltutie''from 'bi.!c\lJmenta. 

(c) Veterinary-
(() Investment of capital Jll<:Oipll .. . 
(II) E<penditure from endowments. 

S :E\j,end~ure from depreciatio11 funds 

6 Sad..'tY ttes..ver.;;;~ 
((}Invest~ . •' .. .• 

l(l) (.lthcr li.XPCA<I!turo. , • 

7 Wa,tcr Supply 1'IISI!I'VO lllnd-
,JIJ lnvcstmel\18, · 

, (if). Qlllw: e<PODdil!ll'll 

8 E<penditure from other reserve funQ-
(<1) 
(b) 
(c\ 

Cost of work dono for private individ~ls. 

10 Cost tDL11110Cl,torintorinspaupcrs 

--·-· -----------

.... -



·-··-·----------
S:nal 
Nn 

2 

Dlsburu,..nt-<ontd. 

II Refund of deposit!
(/) Cr.minaldoposito 

(II) Contracton dcposi11 .• 

(Ill) S::curity deposits 

(I•) Other deposits 

12 Advances to
Contractors 
Employ~ 
Store Advances •. 

Other Advana>s (to bo spccilied)
(a) 
I b) 
(c) 

Ttansfer from Pilgrim Tax Receipt!-
(/) To P1lgrims tax fund .. 

(II) To Oeneral Revenue 

Total- Expenditure, Part III .. 

Closins balan.,. .. 

Gr•nd Total- Part Ill 

Actu&ls for Actuals for 
19 ·19 19 ·19 

3 4 

Rs. Rs. 

P ~kT 111-c•ncld. 

Actual• for 
19 ·19 Actuals for 

first 8 mcnth• 

s (> 

R•. R.o. 

Revised f(,r 19 ·19 

Pruhahb for 
rcmninir.c 4 

month a 

7 

R•. 

Tt.\tal 

' 
RJ, 

l'<'d ~-<.t for 
19 ·19 

9 

E•ptanation for 
ir.creascs or decreases 
(columns 8 and 9) 

10 

----·--------



Serial 
No 

. 
1 

,. 

• I •·' 

1 ·.2 

1 Wrltlaa Mmrlals ell:. 

I. m.dric u,hl aw.eo 
3 Ulliforms for r-.. 

I !I 

... 
-------· 

Adualafor Adua)a.for lle¥ileUudaet for 19 olll · 

--·. ;~ .. \ l'lobablel fot 
19 ·19 Aclulla for lint nmeilliD& 

811101ltba 4-a. 
, 4 5 6 7 

... ... Rs • 

APPENDJX-B 

DdtlfW &liNt• tf{ ~for ttr. Yt1M 19 ·19 

AQlUIIa for Aclulll for l1evilld Budllt ro, 19 -19 

l'lobablell'or 
·l!l I !I .. , " ·19 Actualllbr lint twDalalnt 

8 IIIOillba 411101llha , 4 s 6 1 ... ... ... R~o Ro. 

.. 
Total 

8 

Rl· 

llud&et for 
Ill -'-19 

9 

Rl. 

--------
Bullaet for 

- ----· 19 -t!l 
Total 

• 9 
-· --- --- ---... lb. 

&_planation for ·-or 
---(CXIIumal 71Dd8) 

10 

~for 
Iii- or clec:r W (cohn!UUI 

llncU) 

10 

·- ---·-------- -. 



-----··- . ---·-· 

Serial 
Nn. 

.; 
Heads of Accounts 

Actuals for 

19 -19 

2 3 

APPENDIX-C 

De/al/111 Estlmalt/or the yar 19 -19 -- -·-------- ---------
Acutals for Actualsfor Revised Budget for 19 -19 Budget for 

19 -19 
Explanation for 

increases or 
decreases (columns 

8 anct9) 

·-----
19 -19 19 -19 Probables for Total 

Actuals for first remainina 
a months 4 months 

7 8 4 ' 6 
------~-~~~~--------------~------~--------------------------APPENDIX-C Rs. 

9 

Ra. 

10 

Rs. Rs. Rs. Rs. Rs. 

Capital Receipts on Water Works Scheme 
,. 

6pen;ng Balance -----------------------------------------------------------
Rl«ip/6 

I From loans 1a1sed In tbe open market •. 
2 From loans obtained from Gowrnment •. 
3 Premiums received on '-raised .. 
4- ,Contribution from the public •. 
' ·Contributions from the General Revenue 
6 Sale-proceeds of lands and other capital --7 Deposits from COOII'IIctors 
8 Roocovery of adYBDces •. 
9 Other receipts (to be spocitled)

(oJ 
(b) 
(CJ 

Total 

Tota~ receipts incluclina openina balance --------------------------------------------------------------------
Expenditure 

I Spe.;ial establishment employed on lbc 
ac;heme. 

2 Cost Qfworlla,(Yior/edetalls in fonn 4) .. 
3 ContiNI't1a:iel• ".• ll "· ' -'If.~ 1: '~ e • ·I 

4 Cost pf .st- aad Jlllllerialt"· · , • • 
' Refund of deposils •• 
6 Advances to conti'IICtors 
7 Cost of special tools and plant 
8 PuR:base or land •• 
9 ~iscellaneous (to he speclfted)-

(o) • 
(b) 
(c) 

j' :·· • 

' Total, eXpenditure 

Closina Balance 

GRAND TOTAL 



Serial 
No. 

I 
2 
3 
4 
;; 

' 
7 
8 

' 

2 
3 
4 
s 
6 
7 
8 
9 

Heads oT Accounts 

2 

APPENDIX-D 

Capital Receipts on Scheme 

Opening Balance 

Rtc<iplr 

Prom loans raised in the open market 
From loans obtained from Government 
Premiums received on Joana raised 
Contributions from the public 
Contributions from tho General Revenue 
Sale-proceeds of Janda and other capital 

assets. 
Deposita rrom contractors 
Recovery of Advances 
Other receipts (to be spocilied)--

<·~ 
~:) 

Total •• 

GRAND TOTAt.-Rooeipts lncludi111 open· 
in11 balance. 

Exptndltun 

Special establishment employed on the 
scheme. 

Coot of workl ( vld• details in form 4) 
Contingencies 
Coat ofstoros and materials 
llofund of deposita 
Advances to contractors 
Cost of special tools and plant 
Purchase of land 
Miscellaneous (to be specified)-

m 
Total, expenditure 

Closing balance 

GRAND TOTAL 

Actllals fer 

19 -19 

3 

Rs. 

, Actuals for 

19 ·19 

4 

Rs. 

Al'PENDI"-D 

Aotuals for . Revised Budcet for 19 

19 -19 Actuals for Probables for 
first 8 months remainin11 4 

aonths 

s ' 7 

Rs. lls. lls. 

'. 
Note-A separate appendix in tho alocve form should ba prepared foro wh section or scheme in the capital account. 

•19 
Budget for ~planation for 

Total 19 ·19 •ncrcases or 
decreases (columns 

I and 9). 

• 9 10 

lls. lls. 



Name and Reference to .._.ion pace or 
estimate form 

I 2 

FORMS 

[Su rule 2$(2) (a)] 

DIPAIITNENT 01t OffiCII 

Statemrnl of d1tails of prtnlsknl prtlp4SII/ f01' lfiY of oJ/II¥r• (&loblislll-) /ol '"" ]11U1l9 -19 

Sanctioned pay of tho post Amount of Jacremontlalliaa due witbln the year 
provision lor 

(a) (b) (c) the Year at the (a) (b) (c) 
Mlllilllwn Maximum Actual pay tate in column Date of Rate of Amount of 

due 011 1st 3(c) idiCicment ~ jngenJCQt 
ApnlnO>Ct for lbe year 

year 

3 4 s 
Its. Its. Rs. Rs. Rs. 

Total provision Allowances Remarks 
for the year i.e., 10 be paid 
total or columns in the year 

4 and S(e) 

6 7 8 

3. In the case of temporary establishments, authoril)l under which they..., entertained should be quoted in the remark• column. Number and amount of provision should be qreed with the entries 
in the Ollimate form. Natne1 need not be aiven in the case of ofticets whose aames commilted from pay bills. 

Sianature and Desipation of Oftlc:er. 
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FORM 6 

[See rule 25(2) (b)] 

••••.•••• . Municipal Council 
Statement showing the detail• of expenditure on public worla provided for the budget e1timate for the year /9 -19 

Items 
of 

work 

Estimate Grant for Area or extent of work Remarks regarding 
19 -19 previous cost 

No. Amount 

1 2 3 4 s 6 

Rs. Rs. 

FORM 7 

[See rulo 2S (2) (c)] 

•••••••••••• Municipal Councn 
Statement showing tile estimated expenditure on worla to be met out of/oallfund.r during the year /9 -19 

Details or Joana 

Year-in which received 

1 

1 Serial No. 

2 Particulars of loon 

3 Rate of Interest 

Amount Name of work 

2 3 

Rs. 

Estimate 

No. Amount 

4 s 

Rs. 

FORMS 

[See rulo 2S(2)(d)] 

LoAN Lwm.rr!E5 

fupcndituro 
to the end 

of19 

6 

Rs. 

4 Rtpayments made or to bo made up to end of previous year, i.e., on 1st Aprill9 

S Balance outstanding at the beginning of tho year 19 -19 

6 Amount or Instalment 

7 Repayments to bo toado in tho Yf&l" · 

1st Instalmont

(a) Due on •• 

(b) Principal 

(c) Interest· 

2nd Instalment

(a) Due on •. 

(b) Principal 

(c) Int~t 

s Balance outstondills on 31at Mareh 19 

v 4546-8 ' 

Estimated e.pen. 

.. 

dituro during 
tho year 
19 -19 

7 

Rs. 

. . 

Rs. 

Rs. 

Rs. 

Rs. 

Rs. 

Rs. 

Rs. 

Rs.. 

etc. 

Romarks 

8 



58 

FORM9 

[Set rule 25(2) (c)] 

• • • • • • .. . . .. • • • . • .. • Municipal Couna1 
Stlltellte1ll IMW/IIg the estimated recelpts,paymentstmdbalaneu of Truit FI4tds administered by the Council/or the year 

19 -19 ' 

Estima1ed Estimated Estimated Estimated 

~offtmds 
opening 

balance on 
"""'ipts 
during Total 

payments closing 
during balanceoa Reraasks 

1st April 19 -19 19 -19 31st Marcil 
19 . 19 

I 2 3 4 --- ·s - '6 - . 7 

-------------



< 

t .. , 

Serial M~or,miaor Work services 
No. an detailo4 etc. 

Head 

1 2 3 

FORM 10 

[Ste rule 30 (3)] 

• • • • • • • • • • • . • • • • • . .. • • . • • • . .. . . . • . . . • . . • Municipal Council . 

SIIJtiiiWII oflleqpprvpriG/tons mbmltttd to tht Co101cll at tile meetlrw held 011 19 

From To 

Ori&inal Grant Expenditure to Balance avail- Major, minor Work scnic:o Oriainal Grant 
daiAI able and derailed etc. 

Head 

4 5 6 7 I ' 

l . 

Expeodittml Amount pro- llcmarb 
to date posed to bo 

increased 

10 .. 11 12 

; ' 



FORM 11 

[Su ruto 32 (I)) 

"'· General Cash Book -o.r lh• , .• , , •.•.. , , •.•• , , , , •.•. , , Municipal Council 19 -19 , 

Serial Month and dato of 
No. RCCipl No. of Receipt From whom 

orCbalao received 

1 1 3 4 

··••··••·•················ 

Moatband 
date of 
JII')'IDCIII 

Ntt. of voucher Particulars or payme11t 

10 II 

Particulars of n:coipts 

On wbat account 

5 

Head of 
8111011DI 

14 

Head of 
Account 

6 

Amount of 
Cheque 

15 

;Rs. 

Amount of 
ea<:h item 

7 

Rs. 

Opening Balance 

Amount of 
Tru.sfar 

16 

Rs. • 

Total of Daily total 
each l.balao with balance 

B 9 

Rs. Rs. 

Total Receipts 

Gru.dTotal .. 
"" C> 

Cr, 

Total amount Daily total with 
Of eacb YOUChar balance 

17 18 

Rs. Rs. 

f 

Total payment .. 
Closing balance .. 

Grand Total 



Date 

1 

11 

R.s. P. 

61 

FORM !2 

[Se« rule 33 (2i] 

Register of daily collection of taKes and rates 

Name of Naka, 
Ward, Street 

orCin;lo 

No. in the 
demand Regi

ster 

No. of receipt 
and of book 

Name or Amount rec:eived oo account of arrears for 
assessee previous Years 

2 3 4 5 6 7 8 

R.s. p_ R.s. P. 

----- -. -

Total 
Acknowledge-

meot of Account-
Amount received on account or current year Total Collection ant, Cashier or 

other Officer 

12 13 14 15 16 17 

Rs. P. R.s. P. Rs. P. Rs. 

10 

Remark! 

18 

Not«.-ln the money column the coUection~on account of dilfereot_taxes should.~!~§ shown. the IJalll8 of cadi dift"erent tax collected beillg 
·- -entered in a separate column. ., Jo,·, ,, •, r J • , 1 ' • • '' ') -• • • 
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FORM 13 

[Su rules 33 (2); 65, 70(2), 73(5); 78{3); 97{5) and 107] 

Sr. No • ..•.•....•••...•.............••.. 
Nalca or Station 

Cbalan for remittance of money to the Municipal Office 
Ward or Circle 

Datcd ........................... J9 • 

- · Name ofTai<" · -- Amount 

Submitted to the for v•ritk:atio11 and c:mlit of Ra. to the municipal funds. 

Collection Clerk. 

Cbecked and agnoed with the total in the Collection register, the 
entries wherein were compared with the duplicates of receipts. 

Caah received 

Superintendent 

lmpcctor 

Date 

1 

Examined and entred 

Cashier 

FORM14 

[S• rule No. 36 (I)] 

Subsldituy kglster of &uipll" • · " tax/revmu.for tlfll ~ 19 ·19 

Serial No. Names of Nalcas, 
Slations. Wards or 
Circles/and the 

amount of coUeetions 

2 3 

Rs; P. 

Daily total carried 
to the General Cash 

book 

4 

Rs. P. 

' . 
•Here enter the name of the taX/n:vODue. 

Page and Item in 
the General Cash 

Book 

5 

A=witant/Chief OfBcor. . 

Initials of Authorised 
Officer 

6 



63 

FORM 1S 

[See rules 36(1) and 70 (l)J 

. • • • • • • • • • • • • • • . • • • • . • . • • • Municipal Council 

Subsidiary Register of Miscellaneous Rcl:eipts for lbe ~ 19 ·19 • 
~ - . . 

Date of receipts Cbalan or · From whom 
receipt number received 

"Details or receipts and their Total of each Page and Item 
amounts cbalao or Rceipt No. in the Gene-

1 2 3 
ral Cash Book 

4 5 6 7 8 ' 10 11 J2 13 14 J5 

Initials of 
Authorised 

Officer 
16 

--------------------------~------~----~~~~---------------------.A Sopaate bead or rewmua may be lbOWD iu eacb coiUDJD. 



Date Serial Number 

1 2 

Previous 
year's1 Current 
arrears 1 year 

9 10 

64 

FORM 16 

(SH rule 36(2)] 

Collection Register of Olfi«r receiving remittances from Bill Collectors 
., • I 

-
Kind or taxes and their amounts 

. Name orNaka, Octroi 
From whom S!nlet or Ward Property Tax 
m::c:ivcd or Circle Previous year's Curmll year Previous year'a Current year 

arrears arrears 
3 4 s 6 7 8 

Kind or tsxcs aod their amounts 

Tolls 
Cbalan Number Initial or 

Previous Previous an.! date Authorised 
year's Current year's Current Total Officer 
a nears year arrears Year 

11 12 13 14 IS 16 17 
-. 

·'. 



Serial 
No. 

1 

Date of receipt 

2 

H .. d of aceouat 
te 'Nbich credite4 

• 

O.J 

FORM17 

(rule 37) 

Municipal Coucil 

From whom received On what account 

J 

O.alaa Ne. Date er Credit 

' 11 

Amouat 

s 
Ra. P. 

• 

Initials of Olllcer 
duly authorised 
under Rule 42 

' 

IDitials of the Otlicer 
~uly authorisei 

11 

Signature ofthe 
Cashier or 

Accouatant receiving 
the amount 

:i2 ·-----------------------------------------------

v 4546-9 



Date of receipt 

1 

Chalanor 
ra:cipt No. 

2 

• 

66 

FORM II 

(See rule 39) 

•.....•....••.••. ~ Municipal CouaeiJ. 

C_,kr'l C•sh Book [or the :year Jg .Jg 

From whom 
recci>ecl 

3 

On what 
account 

-----------------------------------
Date of 

Pllt'JDCIII 

7 

Voucher 
Number 

• 
To whom 

paid 

' 

011 wht 
account 

Amount 

It 11 

Amount 

s 

Rs. P. 

Daily total 
with balance 

12 
~· ----------------------------

Its. P. Rs. P. 

Daily total wilh 
balaace 

6 

R.s. P. 

Jnitiatsor 
fllicor 

13 



67 

FORM 1' 

[See rule 41 (3)j 

(Obverse) 

CHALAN No. 
State 

Cloalaa of Cash Paid into the Treasury /Sub-Tr<a~ury at. • • • • • • • • • • • • • • • • • :Bank of India. 
Reserve 

To be filled in by the remitter To be filled in by the department Officers or the tr<alury, 

By whom tendered 

Name 

Signature 

•(in words) Rupees 

Name (or designa
tion) and address 
of the person on 
whose behalf money 

is paid 

Receive<! payment ('m words) Rupees 

Full particulars of 
the remittance and 

of authority (if any) 

Total• 

Aeco1111taat 

Amount 

Ra. Rl'. 

Head of Account Order to tba Bank 

Date .............. .. 

Correct-Receive and srant Receipt. 

Signature and full designation of the 
officer ordering the money to de paib ia, 

•To be used only in the case of remittances 
to the Bank through departmental 
elliccr or the Treasury Ollicer. 

Date •••••••••••..• 

'lreasury omeer 
Agent or Manage&' 

Note I.-In the case of payments at the treasury, receipts for sums less than Rs. SOO do not require the signature of the Treasury Officer 
but only of the Accountant and the Treasurer. 

N~t• 2.-Particulars of money tendered should be given on the reverse. 
N•t• J.-In cases where direct credits at the Bank are permissible, the column "Head or Account" will be filled in by the Treasury Officer 

o~ the Accountant General, as the case may be, on receipt of the Bank's Daily Sheet. 

Coin 

Notes (with details) 

Cheque (with details) 

v 4546-911 

Particulars 

(l'teYOrse) .... 

•• 

Alllount 

Ra. P. 

• 

Total 
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PORM 211 

[See rule 42(1) and (2)] 

•••••••••• ; ••••• Municipal Council 

kgistu of Bills for payment duri711 the year 1, -1, 

Serial Date of presentation Name of Party. Particulars. 
No. 

1 2 3 4 

Date of Voucher No. Amount Date of_paymcnt 
Sanction. sanctioned. or ISsue 

of cheque. 

7 8 ' 10 

Amount of Bill 

5 

Amount 
disallowedT 

11 

Initials of 
Authorized Offi=. 

6 

Balance out- Reason for 
standing at delay in pay-

the end of the mcnt. 
year. 

12 13 

Remarks 

14 



69 

I FORM 21 .... 
[Se•(rule 42 (1)] 

-~ DDA1.Low ANCB _ STATEMENI' . 
1io be relumtd ill •riliMI with reply 110ted In the righl·lumd 10/umn 

I" rea 

Te 

Memo 

No. 

»ate : 

MIIDicipal CoUII~il. 

The ..................................... . 

0 •••••••• 0 0 ••••• 0 ••• 0 •• 0 ••• 0 •• 0 ••• 

The .......................................... bill for 
Rs ............. : ......... is herewith returned for the reasons 
aoted below. Please rectify the defect and return the bill. 

ROOSft ••• 0 •• 0. 0 ••••• 0 •• ••••••••••••••••••• 0 •••••• 0 0. 

•• 0. 0 0 • ••••••••••• , 

Chief Officer. 

From 

Te 

REPLY 
No. 
Date: 

The ......................••..•.••...•.• 

The Chief Officer, 

• , • • • • • • • • • • • • • • • • • • • • • • Municipal Council. 

• ••••• 0 ••• 0 •• 0 •••••• , 

Head of Department. 
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FORM 22 

[See rule 42 (I)] 

• • . . • • • • • • • . . . . . . . . • • • Municipal Couacil. 

Bill No. Voucher No. Date 

Name and address of Payee 

stock 
Reference to Book 

Serial 
No. 

measurement 

Particular of works or articles Quantity 
or weight 

Head of Account. 

Rate Unit Ameoot 

Rs. 

Total 

Total amount of (in words) Rs. • • • . • • . . . . . . . ... . . . • . • . • . • . . • • . . . . . . . . . . . . . Paise . . • • . . • • . . • • • • • • • • • • only. 

(I) Amount allotment 

(2) Previous expenditure 

(3) Expenditure shown in this bill 
Total of 2 and 3 

Rs. 

Rs. 

Rs. 
Rs. 
Rs. Balance available 

Submitted to the President/Controlling Committee for 
a sanction. 

I have examined the claim and found it correct in all respects. 

Date .................... .. 

Accountant. Chief Officer. 

Pay Rupees .. • . • • • .. • . . • • .. • • • • • • • • .. • • .. (in words) 
0 0 •••••••••••••••••••• 0 •• •••••••• 0 0 • ••••••••••• 0 •••• 0 0 ••• • 

Date 
Authorised Officer. 

Received payment of Rs. . . . . . . . . . . . . . . . . . . (in words) 
• . . .. . . . . . . .. . . . . . . . . . . . . . . . . . . . . • . . . . . . . . in full settlement 
of the claim. 

Stamp 

Payees Signature. 

Certified that the rates and quantities shown in this hill are correct 
and the materials, articles have been received in good con4.ition 
and have been entered in the appropriate supplies register on 
numerical account at page ............... . 

Date ....................... . 

Signature of Officer, 
Receiving the articles. 

Resolution No ............... Date ................ the 
sum of Rs ................. (in words) .................. .. 
shown in the bill is sanctioned. 

Date ••••• 0 0 ••• 0 0. 0. 0 •• ••• 0 •• 

Chairman, Controlling Committee/President 

To 
The Accountant for payment. 

• •••• 0 •••• 0 •• 0 0 • ••••••••••• 0 ••• 0 0. 0. 0 0 • ••••••• 

Date 
Chief Officer. 

Paid by cheque No ................. dated ............. . 
and entred m the cash book on Page ...................... . 

Accountant eloief Olicor. 
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FORM 23 

(See rule 43(1) and 132 (3) 

••••••••.••••••.•... Municipal Council. 

Unpaid Register 10 

Receipts 

Date Serial No. of Connecting Name of On what 
credit No. of pay- person account 

ment voucher 
(column 9) 

1 2 3 4 s 

Payments 

Date Serial No. of ·Connecting No. Name of Amount 
payment of original penon 

receipt eo try 
(column 2) 

s 10 II 12 

Amount 

6 

Acquittance 
of payee 

13 

Initials of 
Autborirsed 

officer. 

7 

Itinitals of 
Authoritised 

oflic.er 

14 



Head of account 
(as in model 

lludget). 

1 

Original 
Budget 
anmt 

2· 

72 

PORM24 

(See rules 49 and 56) 

CIIISsijied Register of Receipts/Payments for the Municipo!ity of Ii -1' • 

Revised 
Budget 
srant 

3 

Dates 

4 

Total 
for the 
moath 

s 

Total upte 
the end of 
previous 
moatlo 

' 

Proaressivo 
Tetal 

7 



Amount Transferred 
from 

1 2 

IU. 

v 4546-10 

Transfemd 
to 

3 

73 

FORM2S 

[See rule 53 (S)] 

Transfe"rd Entries for the month of • .•••••.••••.. 19 

Amount Initials 

4 s 

Rs. 

Authorised Officer 

6 

Remarb 
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FORM26 

[See rule 59 (I) ] 

QIIIUterly Accounts of the .•••••••••••...•....•.... . Municipal Council for the quarter ending •.•••.•••••••••••••• 
June/September/December/March 19 ••••.••• 

Hoads of Receipll 

1 

ccounll 

1 

Receipts. 

Estimates for the Budget Actuals for the quarter 
year 

2 

Estimates for the 
Budget year 

2 

3 

Actuals for the quarter 

3 

Pro babies for the 
remaining period 

4 

Probables for the 
remaining period 

4 

Difference between 
actuals and estimates 

(+)or (-) 

5 

Difference between actuals 
and estimates(+) or(-) 

5 
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FORM 27 

[See rulo 59 (I)] 

Annual Account• of th4 ........ ............... • Municipal CouncU for th4 year 19 •••••• 19 •••••• 

Heads of Receipts Estimate 

Balance in hand 
at tbe close of 
the last year. 

2 

Rs. P. 

Receipts 

3 

Rs. P. 

Difference 
between Heads of 
actuals and Expenditure 
estimate 
(i" or-) 

4 l 

Rs. P. Rs. P. 

Expenditure 

Difl'cl'<llce 
Estimate Actuals betwccn 

actuals and 
e5timate 
(+or-) 

2 3 4 

Rs. P. Rs. P. Rs. P. 

--------------------------~ms~ce---------------------------

Grand Total 

Description of 
work 

Description 

V 4546-!0a 

Amount of 
sanctioned 
estimate 

Grand Total 

ANNEXURE-I TO ANNUAL ACCOUNTS 

Amount of 
budget 

appropriation 

OtuoiNAI. Woau 

Actuals 

To end of Current year 
previous year 

ANNEXURE-II TO ANNUAUACCOUNTS 

MAINJ'ENANCB AND RI!PADtS 

Amount of sanctioned 
estimate 

Amount of budsct 
appropriation 

Actual 

To end of 
curreot year 

R.emarkl 

Remarkl 



• 
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FORM 
(,Se1 

AIJSTRACT OF THE ANNUAL ACCOUNT OF THE 

A. Mllllicipa/ RDtea and Taxe.r-

1' •. ,Ta""a on lands and buildings 

. 2. Octtoi 

Receipts 

3. Tax on professions, trades, callings and employ meets 

4. Tu on cinemas, thea!Ies, circuses, carnivals and other performances and shows tax 

S. Tax on advertisemonts (other than advertisemonts published in tho News papers) 

6. . Tax on vehicles, boats and animals 

7. Taxon dogs 

8. Special sanitary tax ·' 

9. Drainage tal< 

10. Special water tax 

11. Tax on pilgrims 

12. Special education tax .. .. 
13. Cattle Pounds .. 
14. Other tallies (To bo apeciJicd) . . . . 

B. IWJUration under •pecla/ Act.r-
1. Hackney charges .. 
2. Public Ferries 

3. Other items (to bo specified) . . 
C. &venue derived /rom Municipal PropertleJ and utility Jtrvlcu and power, apart/rom taxation

!. R.ent of lands 

2. ~ntofbuildiogs 

3. ~nt of Sarais and Dbaramshals 

4. R.ent of TravoUera' Bunglows 

s. Incomo from Oardons 

6. Income from Educational Institutions 

7. Incomo from Medical Institutions 

S. Veterinary Dispensaries 

9. Stables 

.. ' 

.. 
10. Fees on vehicles or pack animal bringing goods for salt in public market 

11. Fees for use of or for sight of ~x:?= goojs for sale in open market 

12. Fees for registration of Cllttle sold within municipal limits 

13. f'ecis for· animal brought for slaughter in tho municipal slaughter houses 

14. Receipt from water works 

15. Lioonse 1b0s 

16. Building permits fees 

17. Notice fees 

IS. Warrant fees 

19. Other items (to bo specified) 

.. 

.. 

.. 

.. 

.. 

.. 

.. 

.. 

. . 

.. 

Abstract ofth4 A.nnual Account 

Budget 
Estimates 

Rs. 

Amount 

Rs. 

i 
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28 
rule 60) 
MUNICIPAL COUNCIL FOR THE YEAR 19 -19 
of the • . . . . . . . . . . . . . Municipal Council 

Expenditure 

A. General Administration and Collection charges
]. Genera] Administration .. 
2. Collection of taxes 
3. Refunds . . . . 
4. Pensions and Gratuities 
S. Contributions to Provident Fund 
6. Survey charges 
7. Miscellaneous (to be specified) 

B. Public Safety-
!. Fire Fighting 
2. Street Lighting • . . • . . . . 
3. Rewards for destro.ction of wild animals, snakes and rests 
4. Charges for the destruction of stray and rabid dogs •. 
5. Removed of pricky pear and rank vegetation 
6. Other items (to be specified) 

C. Public Health and Convenience
!. Water Supply 
2. Drainage 
3. Supervision .. 
4. Conservancy . . . . . . . . 
5. Staff for the trenching Ground (for the preparation of compost) 
6. Hospitals and Dispensaries . . . . . . 
7. Veterinary dispensaries 
8. Registration of Births and Deaths •• 
9. Vaccination 

10. Charges on account of Epidemics 
11. Burial Grounds 
12. Markets and Slaughter Houses 
13. Public Washing Places .• 
14. Cattle Pounds .• 
15. Travellers' Bungalows and Sarais 
16. Public Halls 
17. Public Gardens 
18. Clock Tower 
19. Agriculture .. 
20. Expecimental Cultivation 
21. Public Works 
22. Ara's and Jatras 
23. Children"s Play Ground 

D. Grants and Contributions
], From Government 
2. From Local Funds 
3. From other sources 

E. Misctllan~ous-
1. Interest from municipal investments 
2. Conservancy receipts other than taxes .• 
3. Copying and comparing fees . . . . . . . • 
4. Supervision charges on account of work done for private individuals .. 
5. Sale of town refuse and manure 
6. Work shop roceipts .. 
7. Sale proceeds of old stores .. 
8. Sale proceeJs of voters' lists and other municipal publications 
9. Process Fees and Legal Costs 

10. Miscellaneous sales . . . . .. 
11. Contributions from the P1lgr1m Tax Fund 
12. Other Receipts (to be specified) 

Sales proceeds of Government Securities and other investments 
Loans 
Advances 
Deposits .. .. .. .. 
Realisations from sinking fund for repayment of loan 
Depreciation fund 
Pilgrim Tax Fund 
Other Funds • . . 
Opening Balance on 1st Apnl 19 in Treasury/Ban 
Deduct-Cheques outstandmg 
Net Balance as per Cash Book 

Total' A' 

Total' B' 

Total' C' 

Total' D' 

Total'E' 

Total Receipts 

Grand Total 

Budget grant 
(including 

re-appropriations 
sanctioned 

for the year) 

Rs. 

Amount 

Rs. 
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Committee in the •.•••••••••••••••••••••••• , ••••••••••••••••••••••••••••••••••••••••••••• district for the year 19 -19 

Expenditure 

D-Puhlic Instruction-

). Primary Education 
2. Secondary Education •• 

' .. 
3. Libraries, Museum, Menageries, etc. 

Total'D' 

E-Contributlons-

1. Transfer to capital account for original and capital works Yule Appendices C and D 
2. Other contributions (to be specified) 

F-Misce//aneous-

1. Interest on Loans 
2. Discount on Loans .. 
3. Payment into Sinking Funds 
4. Payment into Depreciation Fund • • •·• 
S. Payment into Renewal and Replacement Funds 
6. Election charges 
7, Cons us charges .. .. .. 
8. Expenses in connection with suits and prosecutions 
9. Recoupment of Salary Reserve Fund •• 

10. Contributions to Water Supply Reserve Fund •• 
II. Other items (to be specified) . • • • 

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 -' 
In Treasury .. 
Dedu<t-Cheques Outstanding 
Net balance as per cash book 

Total' E' .. 

Total'F' 

Total Expenditure •• 

Grand Total 

Amount 

Rs. 

Budget grant 
(including 

ro-appropriations 
sanctioned 
for tho year) 

Rs. 



Investment Account of ..•••••. 
• • . • . . . • . • • • . • . • • . • . • • • • . • . • • . • . Fund 

Opening balance on 1st April19 

Investments made during the year 

Investments matured during the year 

Closing balance on 31st March 

Details of closing balances-

In G. P. Notes 

In N. S. Certificates 

79 

FORM 28-contd. 

Total 

Cost price 
Rs. 

Rs. 

Facevalue 
Rs. 

In fixed deposits •• • •••• 0. • • . • • • • • •..•.•.•••• 

FORM29 

(Su rulo 61). 

Total 

STATEMENT OF FLOATING ASSETS AND LIA.BTLmES OF THE .......... MUNICIPAL COUNCIL 
AS ON 31ST MA.II.CH 19 ...••...•...•.•. 

Liabililiel 

1. Deposita 

2. Undischarged loans 

3. Outstanding bill&

(a) Octroi refunds 

(b) Other BiUs 

4. Unspent grants and subscripitlon 

S. Loans and advances taken form specialfunds(to 
be given separately). 

6. Spedal Funds 

Total •• 

Rs. p. 

1. Cash balanC6-
(a) in hand •. 
(b) in Bank or Treasury 

2. Investments 

3. Advances outstanding •• 

4. Taxes not recovered-

(a) Arrosrs 
(b) Current 

s. Demands outstanding-

(a) Arrears 
(b) Current 

6. Grants form Government due to the Municipal 
Council. 

7. Special Funds (cash balance and investments 
to be given separately). 

Total •• 

Rs. p. 

No/e.-Only such arrears of taxes and other demands are not time-barred and for the recovery of which tho Council is not 
precluded from taking legal steps, shall be sbo11'11 as assets. 
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FORM 30 

(S•• rule 64) 

Octroi Receipt 

Book No. 

Receipt No. Naka ............ Municipal Council 

Name of Importer 

Owner 

Address:-

Description Kind of Weight or Rate of Octroi 
of goods conveyance Value -------

or load Amount Per 

1 2 

VIde Serial No. in Railway 
Invoice Register/Customs 
manitcs to (in respect of 
goods impoiled by rail/ 
<teamer). 

Total Rupees (in words) 
Time of Import 

3 

Date .................... .. 

(II) (b) 

4 

Total 

Amount 
of Octroi 

paid 

5 

Rs. P. 

Signature of Naka 
Karkun 

Octroi Receipt 

Book No. 

Receipt No Naka •••••.•. Municipal Council 

Name of Importer 

Owner 

Address:-

Description Kind of Weight or Rate of Octroi 
ofgoods conveyance Value -------

or load Amount per 

I 2 3 .. 

Ylde Serial No. in Railway 
Invoice Register/Customs 
manites to (in respect of 
goods impoilcd by rail/ 
a teamer). 

'' 

Total Rupees (In words) 
Time of Import 

Date .................... .. 

(a) (b) 

4 

Total •. 

Amount 
of octroi 

paid 

Rs. P. 

' 

Signature of Naka 
Karkun. 



Date 

1 
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FORM 31 

(Surulc6S) 

,' ••• , .••••••••.•••••••••• Municipal Council 

CoUection Register of Octroi for the year 19 19 

Receipt No. and 
Book No. 

2 

Total .. 

Name of importer or 
owner 

3 

Description of 
taxable articles. 

4 

Weight, number or value Rate of Octroi Amount of Octroi 

6 7 

Rs. P. Rs. P. 

•••••••••••••••••••••••• Naka 

Kind of conveyance 
or load. 

s 

Rcmarka 

9 

Remitted to .................................... as per Chalan No .................................... . 

Sitmaturc of Naka Slcrk. 
v 4546-11 
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FORM 32 

( Su rule 66(1)) 

Receipt for deposit in lieu of Octroi Receipt for deposit in lieu of Octroi. 

Book No. Receipt No. Book No. • • • • • • • • • • • • • • • • Receipt No. ············ 
Naka .................. .. Municipal Council Naka .............. .. Municipal Council 

Name of Depositor ........ : • .............................. Name of Depositor .................................. , ... .. 

Address ................................................. . Address •••••••••••••••••••••••••••••••••••••••••.•••.•... 

Number Rate of Deposit Number of Rate of Deposit 
Description of goods of packages Deposit Received Description of soods packages Deposit Received 

or boxes or boxes. 

Amount per 
(a) (b) 

·Amount per 
(a) (b) 

1 2 3 4 1 2 3 4 

Rs. P. Rs. P. Rs. P. Rs.P • 

Total 
.. 

Total •• · 

Total Rupees (in words) Total Rupees (in words) 

Time of Import 1 ime of Import 

Date .............. .. Dale •.........••.... 

Signature of Naka Karkun. 
Signature of Naka Karkun. 

(Reverse of Form 32) 

Octroi Superintendent's order 

Claim admitted or banecl by time (vide Receipt No. ) 

PayRs. P. 

in cash from the payment advance. 

Octroi Superintendent. 
. Payu'1 acknowledgement 

I acknowledge receipt of the amount entered on the payment order, namely :-

Rs. P. 

Signature of pay<..,. 

Note /.-The invoice for the goods mentioned in the receipt should he produced within 
Note 2-The cl~im ~or refund of deposit should he made at the Head Octroi Office with' days from the date of import. 

of the mvo1ce for the goods. In days from the date of production 

Note J-Failure to comply with the instructions contained in either of the above notes shall Ia'! • . 
en I •orfe1ture Of deposit. 



No. 

Naka 

Serial 
No. 

j 

Date of pro
duction of 
invoioo 

11 

Date 

2 

Date ofle
paymont 

12 

Receipt No. 

3 

Serial No. 
in payment 

Register 

13 
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FORM 33 

[ Su rule 66(2)] 

Cha/anfor remillanu of Octroi D•posir Col/.ctions 

To be filled up by Naka Clerk. 

Name and De<cription No. of packa
addre .. of of 110ods ges or boxes 

importer or 
owner 

4 s 6 

Rate or Deposit 

Amount Rate 

7 8 

Rs. Rs. 

Amount 
deposit rcoo· 

vered 

9 

Valuation of 
paclm~"S or 

boJOCS 

10 

-----------------------1 
To be filled at the Head Octroi Of&e 

Octori pay
able or adju

sted 

14 

Receipt No. Balance due 
and date to depositor 

16 

Total amount Ocfteiency 
repaid paid by 

depositor 

17 18 

Initials of 
officer 

19 

Remarks 

Submillcd to the Octroi Superintendent for verification and credit Cltect<d and agreed with the duplicates ofrcneipts issued by 
o[ the amount to the municit>al funds. th< Naka Clerk. 

Naka Ckrk. Date Octroi Superintendent. 

Cash received aod enten:d in 
• 

Accauntant. 

Date Treasum 

Authorised offio:er. 
V 4546-lla 



Octroi Receipt 

Book No. 

Importer 
Name of.c_: __ 

Owner 

Address: 

Number Dcscrip-
and date tion 
of receipt of 

Weight, number 
or value 

and name gocds at Naka By 
ofNaka 
from which 
imported 

2 

Total Rupees (in words) 

Date 

Octroi 
Inspector 

3 4 

Total 
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FORM34 

(Surule61) 

Receipt No. 

Municipal 
. Council 

Differ-

Book No. 

Importer 
Nameof.c......;. __ 

Owner 

Address: 

Number Descrip-

Octroi Receipt 

Receipt No. 

Municipal 
Council 

Octroi duty ence of and date tion 
Weight, number 

or value 
Octroi duty 

Octroi 
Paid at Pay- recover-
Naka able ed 

s 6 7 

Rs. P. Rs.P. Rs. P. 

of receirt of 
and name goods at Naka 
ofNaka 
from which 
imported 

2 

Total Rupees (in words) 

Date 

3 

Paid at Pay-
By Naka able 

Octroi 
Inspector 

4 s 6 

Rs. P. Rs.P. 

Total 

Differ-
encc of 
Octroi 

recover· 
ed 

7 

Rs. P. 

Signature of Octroi Inspector. 
Signature of Octroi InsPeCtor. 

II 



Serial Date 
I 

Place from Name of Name of Dcsc:ription No. and 
No. date of whk:h consignee addressee ofsooda 

Railway despatched 
Receipt 

I 2 3 4 r s 6 7 

---· ·-·-.. --. 

FORM3S 

(&. rule " (1), (2)) 

Railway lnWJiu Rtlilt<r for the )lefJr 19 ·19 

No. of Wcipt Value as per Rate of Octroi 
packaees declaration or 

invoice 

8 9 10 II 

Rs. P. 

Municipal Council 

Octroi actually No. of octroi Initials of · Remarks 
charged receifts with date Octroi Superin-

o collection tendent 

12 13 14 IS 
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FORM36 

(Su rule 70 (2)] 

OctroljTax S~rlnt•mknt'• Coll.ction Regi1t.r /or th• yeor 19 -19 

·Date 

I 

Serial 
No. 

2 

Name of Naka or Station, 
Ward or Circle 

3 

Kind of Fees and their amounts 

Escort fee Transport pass 
fee. 

Other fees. 

8 9 10 

Rs. P. Rs. P. Rs. P. 

Total:-

Total 

11 

Rs. P. 

Kind of taxes and their amounts 

Octroi 

4 

Transit goods 
deposits 

s 

Rs. P. 

Chalan No. and date 

12 

Octroi Deposits Toll 

6 7 

Rs. P. R•. P. 

Initials of Accountant or 
Cashier. 

13 
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FORM 37 

[SH rule 71{1)] 

per80il 

Declaration Form for ArticleS imported by a mercantile firm rn aa:ounf currmt with the ............................. . 

Municipal Council. 

To 
The Clerk at .......................... Naka, 

Sir, 

publk body 

Plea~e permit to lbe imported by .............................. Naka the followioa artklco as oer lovoiceJBill •••••••••••••••••• 
No. .. • • • . • .. . • • • • • • .. produced herewith aod iuuo a pau therefor :- · · · ;. • 

. , I f .. .. 
Namd or Importer No. aod delcrlptioo or · 

packqct 
Dac:rl(llloo or 

articlel 

• I 2 3 

I do he~by declare that the cooteots oflhisapplicatioo 
have beeo truely slated. 

Weilbt or ftlue 

4 

Rl. P. 

Rate ol Octroi 
Amount or Octroi 

Per Amount recoverable 

s 6 7 

Rs. P. Rl. P. 

Total .. 

Dues eole~ Ia Account Curreot. 

verified and pau issued vide No. • ................. dated • • • • • .. • • . • .. . • . Dale ................... . 

. . . . . . . . . . . . . . . . . . . . 
Nako Clerk 



• • • • • • • • • • • .. • • • • . • • Municipal Council 

BootNo ......... .. • •• •• •• . •. Nab 

Serial No. 

Counterfoil of pass 

(ACCOUDI Cumnt) 

88 

FORM 38 

[S• rule 71(1)) . 

• • • • • • • • • • • • • • • • • • • • • • • • M•mic:ipal Council • 

Book No .......... . ...••.••• . Naka. 

Serial No. 

Pass for goods imporlcd by •••••.•• 

------------------in ........... . 
(Name of penon, firm or body) 

Account Curmlt. 

---------------------------------------------------------------
II 

No. and description Desc:ription or 
or Pl'*"lll"'· artocler. . 

Wei&bt. or value. 

I 2 3 

Date ••••••••••.......... 19 Date ...................... 19 

····N~b c~~~ic·····. 0 ••••••••••••••••••• 

Naka Clerk 



Dr. 

Date 

1 

loitials of Octroi 
Superioteodeot. 

8 

89 

FORM39 

(See rule 71(3)) 

Accounl Current with individuals, firnu or Public Bodie.r for Oct oro/ duu from them 

Name 

Serial No. of 
Declaration. 

Date 

9 

····•·····•··••••••·•········•······••···•••·········· 

No. and description 
ofpackagt3 

3 

Desc:riptioo of Weight or 
,..,. articles. value. 

4 s 

ROCieipted Octroi Import Bill. 

[Date. I! 

10 

No. 

11 

FORM40 

(Su rule 72) 

Amount 

12 

Rs. p. 

' . 
Rate of OelroL Amount of 

• Octroi ra:over• 
able. 

6 7 

loitials of Octroi Remark& 
SupcrintendcoL 

13 14 

' ' M . "pal Co --" . 
• • ~ • • • • • • • • • • • • • • • • • • • • ••• • • ••••• • • • • •••• • • • • • • o • • • • • • • o •••••• • • • • • • • • . UDICI U&R<ioll 

Octroi R({und LUger for the year 19 -19 

Date. Serial No. of Name and address of Original import Description of Quantity, number Rate of Octroi 
application. person claiming tho raccipts. goods to be or value. 

refund. exported. Amount per 
No. and Amount 

date. 

1 2 3 4 ' 6 7 

Am~unt 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. ra:overod. refund clerk. 

8 9 10 11 12 13 14 15 16 

Monn-A·V 4546-12 
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FORM 4r 

[S"' rulo 73{1)] • • • •• • • • • • • • • • • • • • . • • • • • • • • • • • . • • . • Muni<:ipal Couocil. 

BoolcNo. ..••......•.•.••...•••••....••• ~ ••••.....•......•••.. Toll R~:tocipt No. . .•...•.•..•.••.•.•••••. • • • · • • • • • • • · • • 

~ka ·····•···•••······•···············•·•···•·······•···•················· 
Dosaiption of whicle or animal. 0 •• 0 •••• 0 0 •••••••• 0 ••• 0 ••• 0 •• 0 ••• 0 ••••••••• • -:; ••••••••• 

• ••••••••••••• 0 •• 0 •••• 0. 0 0 0 •• 0 •• 0 •••• 0 

Faoe Value R.I. , ••••••••••••••••••••••••••••••••••••••••• 
• 

(10 words) o o 0 0 0 0 0 0 0 0 0 0 I 0 o 0 0 I 0 t 0 0 0 0 0 I 0 0 0 0 0 0 0 0 ~ 0 0 0 0 0 I I 

Dato •••••••••••••••••••••••••••••••••..••.•.•...••..••..•.•• 

TilDe , • , •• , , • , •.. , .•••••••.•..•••.••••••••..•.....•.. ~ , •....... 

Date. Book No. 

1 2 

FORM42 

[See rule 73 (2) and (S)] 

••••.••••••••••••••••••••••••••••••• Municipal Council. 

C<Jllectloli Register of Toll receipts for the year 19 -19 

Naka :-

Receipt No. Name of payer. 

3 4 

Description of 
vehicles and animals. 

s 

Rate of 
ToU. 

6 

ToU 
CoUection. 

7 

Remarks. 

8 
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FORM43 

(Surule74) 

••••.•.•••••.••••••••• Municipal Councjl. 

A.JsemMnl li.rt of buildings and lands liable to taxation for tM year 19 ·19 
19 -19 
19 -19 
19 ·19 • 

, Serial Name of Street or Property No. Descriptioa of 
No. Division or Circle. property. 

Name of 
owner. 

Name of 
occupant. 

.Estimated Annual 
Letting valuo. 

AnnualruJo 
of portion 

Jot out. • 

1 2 3 4 5 6 7 8 

Amounts of taxes..-!. 
Estimated annual Annual rent 10 ~ cent deduction Rateablo valuo of 
rentof~rtion of building or repairs, ole. building or land. 

net • orland. 
Tax• Tax• 

9 10 11 12 13 

' '. 

'' 
Results or appeals and subsequent alteratioas. 

Signatme or the Authorised 

Rateable building or land. 
Valuatioa Ollicer6,Chairman 
of tho Standing mmitteo 

if no Valuation Officer 
Tax• Tax• Tax• Tax• Total. bas been appointed. 

18 19 20 21 22 23 24 

(Entries to be mado at tho end of ass nmt list from year to year). 

1. Total Ass mont Rs. ..................... . 
2. Total Asaessment for tho year 19 -19 
3. Total Assessmentfor tho year 19 ·19 

Rs. •••••••••••••••••••• 
Rs ••••••••••••••••••••• 
Its ......................... . 

14 

Tax• Tax• Total 

IS 16 17 

Rcmarb including referenco 
to orders in tho cue of 
subsequent increases 

and decreases. 

25 

4. Total Assessmentfor tho year 19 ·19 
Increase or docrcase during the year 19 ·19 
Increase or docrcase during the year 19 -19 
Increase or docrcase during tho year 19 ·19 
Increase or docrcase during tho year 19 ·19 

as p<r Increase and Docnoase Rqpster Rs. 
as p<r Increase and DocRase Rqp.tet Rs. 
as p<r Increase and Docnoase Rqpstet Rs. 
as p<r Increase and DocRase Rqp.tet Rs. 

·····(···························· 
··•······························· 

v 4546-12a 
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FORM,1;44 -[Sn-iute 75(5)] 

............... ~ ...... : • • ~ •••••••• .o •••••••••••••••••••• Municipal Council. 

Register of ob}eelions to Assessed Taxes for th4 yeiZ1' 19 -19 • 

Serial No. Name of applicant Houseilr Date of Service Date of receipt Assessment objected to 
Property of Public or of application 

No • , Special notice Valuation Amount of Tax 

1 2 . ·3 4 s .6 7 

Assessment confirmed Date of decision Brief notes of orders 
(if any) passed 

Signature of the authorised 
Valuation Officer/Chairman 
of the Standing Committee 
if no Valuation Officer has 

Valuation . Amountofl'ax 

been appointed. 

9 "I 10 . 11 12 13 

Nature of 
objections 

8 

Remarks. 

14 



Serial No. Ward No. 

1 2 

Date of completion 
1!1 

8 

Serial No, 

House No. 

3 

.., 

93 

FORM 45 

[See rule.;.7S (6)) 

• • • • • • • • • • • • • • • • • • • • • • • • Municipal Council 

Register of Building Permission . , 

Owners' name Nature of construction Date of application 

4 s ,-,.~ ... 
Date of permission 

, 17 1 

Date of occupation Date of intimation to Date of assessment Amount of assessment Remarks 
Tax Department 

9 ' 10 11 12 13 

FORM 46 

[See rule 7S (7)) 

.. .. • .. .. .. .. .. .. .. .. .. .. .. .. • Municipal Council 

Register of lncreJJSes and Decreases of Assessed Taxes for the year !9 -19 

Month and date Name of Ward, 
Division~ Circle 

and Street 

No. of property in the 
Demand Register 

Name of a!ISeSSce 

________ 1 _____________ 2 ______________ 3 _________________ 4 ________________ s ______ l 

Original assessment 

Rateable value Amount of Ta• assessed 

6 7 

Difference between origina I and revised tax 

Plus Minus 

10 11 

Revised assessment 

Rateable value 

8 

Authority for enhancement ' 
or remission 

12 .. 

Amount of Tax assessed 

9 

Remarks 

13 

-NO/e.-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 origioal and revised assessments. Similarly additional columns for" Plus and Mmus "for each Ia• shall also 
be drawn. 



Serial Name of Street 
No. 

1 2 

• • • • • . • • . . • . • • . • • • . • Tax 

Current 
Demand 

10 

Rs. 

Year-wise 
Arrears 

Interest 

11 

Rs. 

Current 
Demand 

Property 
No. 

3 

Total 

12 

Rs. 

Interest 

94 

FORM/:47 

(See rule 76 (!)] 

......•.......••.....•.• Municipal Council 

Dema11d Register of Assessed Taxes for the year 19 -19 

Name of the person from 
.......•••.•.... Tax whom tax is due 

(owner or occupier) 

Ycar·wise Current 
Arrears Demand 

4 5 6 

Rs. Rs. 

..............••..•. Ward or Circle 

Demand 

Interest Total Year-wise 
Arrears 

7 8 9 

Rs. Rs. Rs. 

• .•••........••. Tax. Collections • 

Year-wise Currant 
Arrears demand 

13 14 

Rs. Rs. 

·Total Ye:r-wise 
Arrears 

Interest 

15 

Rs. 

Current 
Demand 

Total 

16 

Rs. 

Interest 

Grand 
Total 

17 

Rs. 

Total 

Receipt 
No. 

18 

Rs. 

Year-wise 
Arrears 

Date of 
collection 

19 

Rs. 

Current 
Demand 
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FORM48 

(Seerule71) 

Bill of IIVte8 for the period ending ; , .. , .... , ...... , , , , ......... ., •• , , ... , • , 

...................................... • MIIIIiclpal Collltcll. 

No .......................................................... . 

Name • 0 ••• 0 ••• 0 ••••••• 0 •••••••••••••••• 0 •••• 0. 0. 0 •••••••••• 

Address .................................................... .. 

Serial No. in Demand Register • 0 •••••• 0 ••• 0 •••••••••••••• 0 ••• 0 

The taxes shown in column 3in the margin amounting toRs ..................... areduefromyouin respect of .... , ............ . 
and you are requested to pay the same to the C.,uncil within fifteen days from the presenllltion of this DiU. 

Name of Tax 

(1) 

Previous 
arreara 

(2) 

Current 
demand 

(3) 

Total 

(4) 

If, within the said period of fifteen days ............................................. . 
(a) the sum demanded in this bill is not paid ; or 
(b) no cause is shown to the satisfaction of the Chielotlicer, why the same should not be paid ; or 
(c) no appeal is preferred according to section .••••..•..••.•••••.. of the Maharashtra Munlci)I8Utlea Act, 1965 ; a notice of 

demand will be servM upon you for the payment of the said sum. 

Municipal CounciL 

Dated .............................. 19 • Chief om.:er. 
Note.-The amount shown in column 2ln the margin should be paid along with the current demand, 

FORM49 

[See rules 78(1), 83(4), 85, 86(4) and 96(4)] 

................ Municipal Council 

Receipt ofTaxe3 

Booki'{o ............................... .. 

&eceipt No .............................. . 

Received from .... ,,, ... , .. , ............ ,, .......... Owner/Occupier of property No ..................... Street ......... , 
Circle/Division the sum of Rs. .................... (lnwords abo) ........................................ on aceount or the 
foUowing taxes for the year 19 -19 • 

Bill No • .........•..•••••.•.............•. 

Name of Tax 

••••....................•............... Tu •• 
•••••••.•.•.••..•...•...•..........•..•. Tax .. 
• • •• • • • • . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Tu 

Date ••••••••...•.••••.....•. 19 • 

Total 
Minus discount 

Notice fee Rs. 
Warrant fee Rs. 

Other costs of recovery Rs. 

Grand Total Rs. 

Serial No ..... in the Demand Register, 

Amount received 

Arrcara Current Total 

Rs. Rs. 

•• 

Tax CoUcctor/Chief omcer. 



Receipt Name of House No. or 
l ate No. and Tax Demand 

Book No, payer Regish:r No. 

I 2 3 4 
------------

Total 

Notice fee Warrant fee 

14 IS 

Rs. IU. 

Total •. 

FORM SO 

[See Rule 78 (J)j 

Daily Co/feel/on Register of Taxes for the year 19 -19 

•...•.•...•.•.•.•.•.•.••...•.. Municipal Council. 

Names and amounts of Taxes collected 

Tax Tax 

Arrears Current Total Arrears Current Total Arrears 

s 6 7 8 9 10 11 

Tax 

Current Total 

12 13 ----------------------------------------------------------Rs. Rs. Rs. Rs. Rs. Rs. IU. Rs. Rs. 

---------------------------
Otlicr oosts or reCOVf'!TY Discount, if any Total or each receipt Remarks 

16 17 18 19 

IU. Rs. Rs. 



Name and address 
of taxpayer. 
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FORM 51 

[See rule 81 (2)] 

Re.vister of Notice and Warrant Fus for the year ]9 

Jfunicirnl Counri/. 

Date of Notice fees RecDvery 
Amount Serial No.-~-------------

due of Notice. ls<:~ue Service Amount of Receirt No. Interest 
notice fee and date 

2 3 4 5 6 7 R 

Rs. Rs. 

Amount Amount 
Wrilten 

off 

9 10 

R". Rs 

Serial No. 
of warrant 

II I 
I 
I 

---- --- -- t 

Date of Warrant ft:es 

Issue Execution Amount of 
warrant fee 

Re...:ovcry 

Receipt No. 
and date 

12 13 14 15 
------

Rs. 

Am0unt 

16 

Rs. 

Amo~nt writtt.:n off 

17 \ '·' ,, 

Warranr f~o:~ 

IQ 

Rs_ R"i. Ri. 

:o 

-- --·----- --- -----

FORM 52 

[See rule 83(1)] 

As.r~SJment list of companies and pasons liable to the Tax on pro/e:rrion.s, Trades, Calling. and emplo)ntt-nl 
1:>}' •••••••••••• , •••.•• \1unicipal Council 

Year 

Name of Trade. Profession lnfurmation regarding previ()U!I yC'ar 
Serial 

No. 
or calling or 

Company Person employment and 
date from which 

it conunenced 

2 3 4 

As~cssment by C. 0. for current vear 

raxable 
income 

9 

Rate at which 
tax assessed 

10 

Amount of 
Tax assessed 

II 

Address 

5 

Number in 
assessm~nt 

list 

6 

Result of appeal 

Ta1Cable 
income 

12 

Amount of 
tax a~.;;~sscd 

13 

Taxable 
income 

7 

Number in tJ.c 
Demand 
R~gistcr 

14 

lax 
hnally 

assc5.9Cd 

8 

Hemark~ 

JS 
-------------------------------------------------------------

y 454~- 13 



Name of 
Serial 
No. Company Person 

2 3 

Date of 

Service of Receipt of 
notice objection 

II 12 

Name 
Serial 
No. Company 

1 2 

Collection 

Arrears Current 

9 10 

98 

FORM 53 

[See rule 83 (2) 1 

Regist'f of objection to tax on Profession etc. 

Trade, Profession or 
callings or employ-
ment and date from 
which it commenced 

4 

Nature of Date of 
objection hearing and 

decision 

13 14 

Information regarding previous year 

Adderss 
N.D. in Taxable 

assessment, income 
List 

s 6 7 

Final assessment by 
Profession Tax Committee 

Taxable income 

IS 

FORM 54 

[See rule 83 (3) 1 

Tax 

16 

Finally 
assessed 

8 

Remarks of 
Committee 

if any 

17 

Demand Register for tax as Professions, Trades, callings and employments. 

Year 

Demand 
Address 

Person Arrears for Current 
previous Demand 

year. 

3 4 s 6 

Year 

Assessment by C. O.fi 
Secretary for current year 

Taxable Tax 
income assessed 

9 10 

Signature of 
Chairman and Remark 

member of 
the Profession 

Tax Committee 

18 19 

Municipal Council. 

Receipt 
No. and 

Total date. 

7 8 

Remission Refund Balance Remarks in .. 
Total eluding rc-

ference to orders 
san<:ti~ning re-

IDISSIOD Of 
refunds 

II 12 13 14 IS 



~· 

FORM ss· 

[See rule 84(1)]' 

ASsessment liegisltr of persons liable to pay tax on Cinemas, theatres, circuses, carnivals and other performances and show T~. 

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 Rcmarkl 

persons liable performance/ performance notice from Payable which Tax Officer 
to pay Tax Cinema/circus/ etc. the proprietor/ is recovered 

Carnivals will Manager 
take place. 

I 2 3 4 5 6 7 8 9 

FORM 56 

· [See rule 84(2) 1 

Demand Register of Tax on (i11come), Tlleatru, Circuses, CarniPtJIJ and other performances and show tax. 

Number in the 
Register of Name of person 

Cinemas, Theatres liable to pay tax 
etc .• show tax 

1 2 

Collection 

Arrears First six months 

8 9 

4546-JJa 

• • • .. .. .. .. .. .. .. .. .. .. .. • .. • • Municipal Council 

Arrears I For first 
six months 

3 4 

Remaining six Total 
months 

10 11 

Demand 

Remaining 
six months 

5 

Refunds 

12 

Number and 
date of 

Total rcceipr 

6 7 

Balance 
Remarks includrng 
reference to orde-ra 
saoctiooina refund. 

13 14 



Name oft he person 
from whom the tax 

Serial is due and his address 
No. (i.e. who erects, ex

hibits or fixes the ad-
vertisement) 

2 

100 

FORM 57 

[See rule 86 (!)) 

Reg1ster o/ Ad~·erti.senlllfl 

, ....... , .. , .......... Municipal Council. 

Description of land, 
building, or structure 
upon which the ad· 

1Name of the owner 
or occupier of the 

land etc. referred to 
in column 3. 

Description of advertisement 

vcrtisement is er
ected, e"Xbibited 

or fixed. 

3 4 

Nature 

5 

Size Contents 

6 7 

Date from \\hich the 
advertiS<'men t is 

erected, exhibited 
or fixed. 

8 

Date on which 
written permission 
is granted by the 

Council. 

Amount of Tax 
payable on the 

advertisement per 

Details as to com· Results of appeals Amount of Tax Initial• of Authorised Remarks. 

9 

No. in the 
Resister of 

advertisement 

I 

Arrears 

(a) 

position paid Officer 

month. 

10 

Name of person 
liable to pay 

Tax 

2 

Collection 

11 12 

FORM 58 

[See rule 86 (2)) 

13 

Demand Register of Tax on Advertisement 

•••••••••••••••••••••• Municipal Council. 

Monthly rate of 
tax 

3 

Period 

4 

Total 
No. and date of receipt (12 columns each for a month) 

(b) 
collection 

Refund 

7 8 9 

• 14 IS ----------------

Total amount 
of tax due 

s 

Balance 

10 

Arrears 

6 

Remarks including 
reference to orders 

sanctioning refund or 
discontinuance of 

advertisement 

II 



Serial 
No. 

I 

Name and addresa 
of the penon liable 

to pay Tax. 

2 

Date of Decision. 

8 

101 

FORM 59 

(Se-.ule 86 (3)] 

Rtgbtn of objtctions to TGxe.~ on ad•trlistmtnl 

Name ofthe owner, No. and date of 
occupier ofthe land, permission of the 

on which an Chief Ofhcer 
advertisement is aiJoYting the er«tion, 

erected, exhibited or exhibition of the 
fixed. advertisement. 

3 4 

Nature of objection 

Reg. details of 1 Reg. amount 
lands, building, etc._ of Tax. 

'~ ' 

5 6 

Any other natun:. 

7 ----------1 

Brief note of ordera 
if any, paased. 

9 

Tax payable after 
decision. 

10 

FORM 60 

[See rule 87 (I)] 

Signature of the 
Chairman of the Standing 

Committee. 

II 

Assessment Rezjster of persons liable to pay tax on vehicles, boots tmd animals. 

.. .. .. .. • Municipal Council. 

Remarks. 

12 

Amount of tax payable. 
Serial Name ofpenons Uable Place where 

vehicle, boat or 
animal is kept. 

Description of vehicle, boat or 
animal taxed. 

No. to pay tax and his 
addresa. Number 

1 2 3 4 

Kind Rate of 
tax for each: 

s 6 

For the fint 
half year 

7 

For tho 2nd· 
half :f'!&r 

8 

-----------------------------------------~------1 

Particulan of 
composition 

made. 

9 

Result of appeals 

Description of vehicle, boat or animal taxed 

Number .Kind Rate of tax for 
each 

10 II 12 

Amount of Tax 

For the first 
half year. 

13 

I 

For the second 
half year. 

14 

Initials of Authorised 
Officer. 

IS 

Remarks 

16 
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FORM 61' 

[See rule 87(2)] · 

...• u .................. Municipa1 Cot.mcit. 

Dem41td Regisler o/Tax on •·ehicles, boats and animals/or the ytar 19-19 ward o/Circ/t. 

Serial Number and Number or 
No. address the Assess-

of tho mcnt 
tax Reaister 

payer 

1 2 3 
~ 

Collections-contd. 

Current 

Arrears 1st balf 2nd Half 
year year 

12 13 14 

Number of connections 
at the beginnins of year 

Domostic Non-domestic 

1 2 

Vehicles, boats and animals Demand Collections 

Number Kind 

'4 

Tntal 

Arrears 

15 16 

Rate Arrears Current Total Number and 
for each date of 

lsi half 2nd half receipt 
year year 

6 7 8 9 10 11 

·----- _____ r 

-------------·--
Remission Balance 

Current 
--------

Total Arrears 
Ren.aru 

Current Total 

lsi Half 2nd Half 
year year 

17 18 19 20 21 22 23 -----------------------------

------~--~·------------
FORM 62(A) 

(See rule 88) 

REotm!R OP PlltvAtl! PIPE CONNECTIONS 

Serial numbers of connec
tions newly made during 

the year 

Domestic Non-domestic 

3 4 

Serial numbers of connections 
p,.manontly cut off during 

the year 

Domestic Non-domestic 

s 6 

Number of connections 
at tho end of tho year 

Domestic Non-domestic 

7 8 
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FORM 62 (B) 

(S-. rule 88) 

RegiJter of ho:ne connect;onJ 

(I) Serial No .............................................•. 

(2) Name of street or circle and Ward 

(3) Numberof premises 

(4) Description of premises• 

(5) Name of owner 

(6) Name of applicant ..................................... . 

(7) Serial number in the application register 

(8) Date of completion of connection 

(9) Purpose of water-supply, domestic or non-domestic 

(10) r. the supply under water tax assessment, ferrule rates, purely by 
meter by ffiC'asurcment, composition, etc. . .............. . 

(II) Size of ferrule •.••................................... 

(12) Siz<> of communication pipe ............................. . 

(13) Number of stop-cocks •.••.••••........................... 

(14) Size and position ofltop·co,ks .......................... . 

(IS) Number of taps 

(16) Size and position of taps 

(17) Number and position of shower baths, cisterns, etc . ......... . 

CIS) Date 

(19) Size 
}Reduction of ferrule 

(20) 

(21) 

Date } 

Size 
Enlargement of ferru~ 

(22) Date of fixing meter 

• 0 •••••• 0 • •••••••• 0 ••••••• 

(23) No. of meter ...• , .••.•.....•..••..••••.•.....••...•..... 

(24) Size of the meter •••....••..••.•..••.•. , . • . . . . . • . . . • • . . . 

(25) Date of removal of meter ............................. .. 

(26) Date of permanently cutting otraonnection ............. .. 

(27) Remarks ............................................. . 

•Nor..-The entry in this column should clearly show whether rusidential buildill8', bungalow, temple, mosque, school, dharmashola. 
garden, factory, shop, etc. 
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FORM63 

(See rule 89) 

Meter Reading Book 

Page of previous year's register •••••••••••.•••••• • ••••••• • • · · 

N<~me of registered .;onsumer .......................••......... 

Purpose for which water is taken •••••.....•.•••••.•••••••••••••• 

Street 
House No. • ••••••••••••••• 0 •• 0 • •• 0 • •••• 0 • •••• 0 • ••• 0. 0 • 

Number and description of meter •••.•...•.•••.••••.••.•••••..... 

Date of fixing meter 

Date of removal of meter ..................................... . 

Rent of meter per mensem ..................................... . 

Rate of charge for meter .••••••.•.•...•.•.•.••••.•.•....•.•.•. 

Number of entry in the demand register ••••••••.•••.•••••...•..•. 

Month for which reading is taken 

I 

Last re.1.ding brought forward .• 

April 

May 

June 

July 

August 

September 

October 

November 

December 

January 

February 

March 

Date of 
reading 

2 

Meter 
re1ding 

3 

Description of premises ••••••••••••••••.• 

Signature of Municipal Engineer or Water Works Engineer. 

Actual monthly 
consumption 

4 

Initials of Water 
Works Inspector 

s 
Remarks 

6 

CarriedoVcrtopage.· •... :·.::~ •..••.•.••••.••.•••....••....••••.•...•.•• ofregistcrforl9 19 • 
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I See rule 90) 

Domand Register in respect of charges of water rate fhcd for su~ply of,vater by measurement for the year 19 -19 

Serial N•m• and House No. Connection Water Connections Demand 
No. address of Re~ister ~---

the rate payer No. Forwhot Size of pipe Rate Period of Arrears Current Total 
Purpose ormckr instalment 

tcJ.ding or 
other 

particuLLrs 

I 2 3 4 5 ~ 7 9 10 I I 

Collections • Remi::sion Balance 
--------------------- -------------- ---R~marks 

Number and AJT'e<.:.rs Current Total Arrears Current Total Arrcz.rs Current Total 
<kte of 
receipt 

12 13 14 IS 16 17 I~ I'' 2r 21 :1 

~ 

--------- -~--
v 4546--14 



(1) No. 

(2) Name 

(3) Address 

(4) Fcc or cess to be levied Rs. 

($) D11e of commoncement of letVioe 

(6) Date of setVice of notice •. 

Entry In Demand Register at item No. 

(1) No. 

(2) Name 

(3) Address 

10) 

FORM6' 

[See rule 94(1)] 

Notice of Private Scavenging Servlu 

....•••...••.•.......• MuniciraiCouncil 

Notice of Private Seav.nglng Ser•lce 

.................... Municipal Council 

(4) T ll'' :tltic!thll private scavengina service wiU be rendered by 
th.: mJnicipllity from 19 , in re)peCt of the latrine attached 
to bouse No. , Stroel 1 Ward • The 
am.>unt of C."''iS or fee tb.at will be levtco accordinJ to the 
sanctioned scale is Rs. per . In the absence of 
a reply to this net icc or of a notice of discontinuance of the 
ocrvico from you th<liabilJtyfortbe payment of the CCI& or fct 
Will not cease. 

•'> Daleofscrviceofootice 

Date 19 . 

• •••••• - ••••• 0 ••• 0. 0 •• 

Chairman, 

Council or Authorised Ollicer. 

• •••••• 0. 0 •• •••• 0 0 •• 0 ••• 

Tax Superintendent. 

Dated the .......... 19 ..... . 

Chairman, 

Council <>T Head of Municipal Offi..-. 



Serial 
No. 

1 

Name of the 
cess-payer 

2 

House No. 

3 

Collections 

Number and Arrears Curr.,nt 
date of receipt 

ll 1% 13 

v 4646-14a 
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FORM66 

[See rule 94(2)] 

Demmrd Re11s1er of Special Sanitary Ces.for tho year 19 -19 • 

Number of 
sealS 

4 

Number of 
persons or 

families Rate 
using lhe 
latrine 

' 6 

Remission/Discount 

Total Arr..ars Current Total 

14 u 16 17 

Ward/Circle 

Demand 

Period or Arrears Current Total 
instalment 

7 8 9 10 

Jlalance 
Remarks 

Arrears Current Total 

18 19 20 21 
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FORM 67 

[See Rule 94 (4!] 

Sanitary Inspector's Report of Private Scal'enging Senice for the quart~r endi~rg 19 

To be filled by the Sanitary lpspector To be filled up by the Tax Superintendent 

Serial Name of Party 
No. 

1 

Station 

Dated 

2 

Address 

3 

Date of 

Commence-
ment of 
service 

4 

Disconti-
nuance of 

sen-rce 
s 

FORM 68 

[See rule 96 (I}] 

Entry in Demand Register 
---
N~. Increase Decrease 

6 7 8 

Initials of Remarks 
poster 

9 10 

Sanitary Inspector, Municipal Council. 

Ta~ Supcrinten<ieJt. 

Assessment list of fth J\' . . . • • • • • • • •• • •••• • • o e • • • • • • • • • • . • • • • • ·Aunu:rpa/ Councrt 

Serial Name of the person Complete Amount of a Tax 
Amount of Tax Initial of the 

No. liable to Tax (St;· te yearly/half Authorised Remarks Address leVJable yearly/quarterly Officer 
etc.) 

1 2 3 4 s 6 7 

--------------------



--
Senal 
No. 

1 ,,_ 

No. as per 
assessment 
~egister 

.. 
' 

2 
•'' "'"' -· 

il'. 

Current 
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FORM 69 

[S.- rule 96 (3)] 

&guter of tkmand IJIIdcoUutiom of 1ft~ .· .....•. Municipal Cout~c/1 

Name of Demand 
Tax 
payer Tax Current Total Arn:ars 

artears 

3 4 5 6 7 

•' 

CoUec:tion Tax 

Total Orand ReoeiptNo. Arn:ars Current Total 
Total and Date 

Tax· 

Current 'rota! 

8 9 

, .. 
• 

Tax 

Arrears Current Total 

10 11 12 13 14 15 16 17 II 19 20 

----------------------------------------------~--1 

Tax 

4ma1S Current Total 
~ 

21 22 23 

Book No . ...................... . 

Face Value ....•....•..••.•...... 

Orand 
Total 

24 

)Jato Gf Issuo ....••.•...•. • • • · • • • • •• · 

Naka Cler~-··•··'"•••••·••lr•••••*'••· 

Tax. 
2S 

Remission/Discount 

Tax. Tax. 

26 27 

FORM 70 

[Seo rule 97(1)] 

Pll,rim Tu &c.lpt 

Total 

28 

.. .. • • .. . • .. • .. • .. • • Municipal Council 

Rs. .............. 0 ••••••• 0 ••• 0 •••••• 0 0. 

(inwards) ........................... · 

• 0 • •••••••••••• 0. 0. 0 • ••• 0. 0 ••••••••••• 

Tu. 

29 

Balanco 

Tax. 

30 

Receipt No. 

Total 
Tax. 

31 32 

• ••• 0 •••••••••• 0 0 •• • 
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FORM 71 

[See rule(,97 (4) and 106 (2)] 

Stock Account of face value tickets for the :year 19 -19 

•••••••••.•••••••••..•••••.. Municipal .Council 

Face value tickets for Toll{Pilgrim Tax, etc. 

Denomination of ticket . • • . . • • . • . . . . • . . • • paise. 

Opening balance Receipts 

No. of No. of Value Month and Tickets printed during the year 
Books tickets • date -------------

No. of No. of Value 
Books foils 

1 2 3 4 s 6 7 

Under whose super· 
vision printed 

(if printed loeally) 

8 

Issues Signature or Signature of Closing Balance 
Naka Clerk person 

Tickets issue authorising receiving the No. of No. of Value 
ISSUe Book& Books tickets 

Name of No. of No. of Value 
Naka to Books tickets 

which 
issued 

10 11 12 13 14 IS 16 17 18 

Month 
and 

date 

9 

• 

Remarks 

19 



Serial Contribution 
No. made by the 

Council 

I 2 

Interest receivetl on 
investment 

3 

Ill 

FORM 72 

[See rule 100(1)] 

Water Supply Reserve Fund 

Total receipts 

4 

Grand total with 
Opening balance 

Cash Investment 

S(a) S(bJ 

Date 

6 

Fixed and other 
deposits 

1 
-----------------------------------------------~--------~--~ 

b. P. R•. P. Rs. P. Rs. P. ~..-._.,_ P . Ra. P. 

• 

Cheque Nos. Grand total \\ith closing balance 
Other payments Particular of on which the Total payment 

paymento amount is paid Cash Investment 

' 18 11 12(u) 12(b) 

b. P. Rs. P. Rs P. R•. P. 

- . . 1 S(b) 7 and 12(hl should represent the purchase price and Dot the face value of investmeots. 
N'ott'.-The entn~ 10 co umns , 



Date 

1 

• 

Amount 
deposited in 
the Salary 

Reserve FU:nd 

2 

Rs. P . 

011 cr payments 

8 

Rs. P. 

Interest on 
investments 

3 

Rs. P. 

Particulars of 
payments 

9 
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FORM 73 

[See rule 101(1)) 

SALARY RESERVE FUND 

................ Afunidpal Council 

Grand total with opening balanoe 
Fixed and I 

other ~osits 
Total 

receipts Cash 

Caoh in hand Cash in Bank 

4 5 S(a) 

•. 
!h P. Rs. P. Rs. P. 

Cheque 1\'os. on 
which the Total payment 

amounts are paid 

10 11 

Rs. P. 

Investments Date 

SCb) 6 7 

Rs. P. Rs. P. 

Grand total with closing balanoe 

Cash Investment 

12(a) 12(b) 

Rs. P. Rs. P. 

Nolt·.~- Tho: .:-r11ric::. in columns 5 (b), 7 and 12 (b) should rcpr~ent the purchase J!rice and not the face value of investments. 



Number of Scale of pay 
posts attached to 

sanctioned the post 

I 2 

Rs. 

Y 4546-IS 

II3 

FORM 74. 

[S-. rule 101(1) 1 

SALARY REsERVE FUND 

•.. : . .................. , .. Municipal Council 

Stat•ment of ntablishmmts as on 1st Dutmh.r 

Names of persons 
; 

appointed to the post Actual Pay Allowances Total 
drawn in emolumc:nl 

. Original Substitute the month of Dearness C.A • Other 
Incumbant December allowance allowances 

3' 4 s 6 7 8 9 

Rs. Rs. Rs. Rs. Rs. 

-----·- ··-----
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PORM 75 

[See rule 102(2)] 

(Counter/oil of /i<en.re) 

. • • • • • . . • . • • • . . • . • • . • . . ~: ....•. Municipal Council 

Book No. . .•••.•..•...••.•••.•.••••..•.•...•.•.•.•.•.•• 

No. . ....................................... • ... · ·. ·. · ·. 

' Name of Licensee ••••••..•• ' : • .••..•••••••. • • • · · · • · • • -· • • . ·. •'. . 
Father's Name •••••••••••••••. •·. • · .•.•. •• • · · ·• • · • • · • · · • 

Address ....••.• - .• - ............................... · . · · 

Trade ........•.................•.................... · •. 

Purpose of License •.••...•.••... , ••......••••.• • •..••. • • 

Site •••••.•••.•••.•.•.• · · · • · • · • • • • · · · · • · • · · · · · · · • · · · • · · • 

Period of.:_License 19 to 19 ••••..••••••.••.••••..•.•••• 

Amount paid Rs ..••...•.•..•.•........•........•........ 

Date ..•••••.•.••..•. 19 • 

Si~naturo of LiceosiDi omccr. 

• 0 •••••••••••••••••••••• 0 •• 0 • 
Municipal Council 

Book No. .•..........•..•.... License No. . ••••.•.•.•••••.•. 

Whcrcu Shri . . . • • • . . . . • . . . • • • • • . • . . • • . . .. • has paid to the 

• .•...............•.....•.•••. Municipal Council RJ .••...••.. 

he is hereby permitted subject to the conditions mentioned below 

to• • . • . • . . • . . . . . . . . . . • . at @ • • • • • • • • • • • • • • • • • • • • with tho 

• • • • • • • • • • • • 0 ••••• 0 •••••••• 
. Municipal Council from •..••... 

19 to . . • . • • . . • • . • . . . . . . • . 19 • 

Name 

I 

Father's 
Name 

2 

Address 

3 

Trade ReD' arks 

4 s 

Signature of Lioenslns Olliocr. 

Date ......••......•..•.. 19 • 

• Hare enter the purpose of license. 
f» Hero state the area or place for wbieh tho license is granted. 

Conditions of License .•••.••.....••.•...•..••....•• 

T-1c conditions uador which tbolicenaa iJ scanted should be printed 
here. 

If tho licon>eo dosires to renew this lieonce, the appli011tion for auo.b. l"Mlowal •hall bo .,ado before tha end of tho month of oft be 
year in which tho period of tho licenco .xpirea. 



doria I NaRie of Licensee 
No. 

• 
I 2 

Address 

3 

115 

FORM 76 

[S'"' rule 102 (2)] .. 
Rquter ef Lllluufor tit• pear 19 -19 • 

Number 
of License 

4 

Period of License 
Date of Nature or-------
License Trade From To 

s 6 7 8 ---------------------

V 454£-.l~a 

Amount 
of License 

fee 

9 

Initials of 
Authori!ed Remarks 

Officer 

10 II -.:..._ ___________ _ 
Ra. 
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FORM 7J 

[S« rule 103(2)] 

Count•rfoil of wrilt•n Pemissitm 
/ 

Municipal Council. 

Book No .•.••..••....•.•.......•.•..•.•......•...••.••.•. 

No ••.••.••••.•.•..••.••..••.•.•...•••..••••.•••.•.•••..•. 

Name of applicant •.•..•....••.•.•.....•.•..•........•.•.•. 

Permission for temporary 
occupation of 

F- received Rs. • .•.••.•••.....••....•.....••••.....•••... 

Date of receipt .•.•..................•••.•••...••..•.•.•... 

Initials of Officer issuing 
written permission. 

Initials of the Receivina 
Officer. 

• 0 •• 0 •• ••••• 0. 0. 0 •••••• 0 ••• 0 ........ . Municipal Council. 

Book No .•••••••.•••.••••....•••••••••••••.•••••••. _. ...•••. 

No. • ••••• 0 •••••• 0 • •• 0. 0 • •••••••• 0 • ••••••• 0 ••••• 0 ••••••• 0 0 

Shri having paid the 

Municipal Co until 

the sum of Rs ..•.•...••••.•••..•...••. , be is hereby. 

Permitted to occupy temporarily. 

from •.•.•.•.••••••.••• 19 to •••.•.•.•••••••• 19 • 

a space admeasuring about ................................. . 

from . . • . • . . . . • • • • • • • • • • • • • • • • • . • road/land in 

Ward No. . • • • • • • • • • . • • • • • • • • • • • subject to condition 

that ••••••.••••.••••••••••••••••••••••••••••••.•••••..•.••.. 

Date • . • • • • • • • . • • • • • • • . • . . • 19 • 

Signature of the Officer issuing 
written permission. 

Received Rs .•••.•...•..••••. (in words) 

on account of this written Pt"rmbsion. 

Signature of the Receiving Officer. 
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FORM 78 

[See rules 103 (2), 110 (2), 116 (2)] 

Collection Register of Miscellantolls Receipts for the year /9 -19 

Date of Receipt No. 
receipt and Book No. 

Name of On what Period for Name and amount of revenue eollcctcd 
Payer aceount which due 

Total Remarks 

I 2 3 4 6 7 8 9 10 11 12 13 

Rs. Rs. Rs. Rs. Rs. Rs. 
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FORM 79 

[Seo rule !06 (l )] 

. . . . . . . . . . . . . . . . • . . . • • . . . . . . . • • . Municipal Council. 

. • . . . • . • . • . • . • . . . . Counterfoil of Slau&htcr House Receipt. 

Book No. • .•.•..••••••••••••• 

No . ....................•. 

Name of Jlutchor .•..•••.•••••.•••••••.••••••.. 

Description of animals Number Rate per Amount 
animal 

1 2 3 4 

Rs. P. Rs.P. 

• •••••••••••••• 0 •••••• Municipal" Council • 

Book No . ....................... ·• i. • •. ; ••••• 

Slaughter House Reoeipt No ••.•••.• , •••••• 

Name of Butcher •••• , , , • , ................ . 

Desaiption of animals Numbu Rate per 
animal 

I 2 3 

Amount 

4 

Rs. p, 

------------~~-------------

Date ........................ 19 

(Initials) 
Collection Clerk. 

Ilatc ..•................. 19 

Coll.oction Clerk. 
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'· FORM 80 

(S .. rule 108) 

Account of ticketslssutd to the Collection Cterkl 

---------~~----------~---------------------------------.. ' 

Date 

1 

1st April19 

Date of credit (With 
Cbalan No.). 

Balance at tbe end of the 
month. 

Paise tickets Paise tickets Paise tickets Paise tickets 

Total value Remarks 

No. Value No. Value No. Value No. Value 

2 3 4 s 6 7 8 9 10 11 

Rs. ·. Rs. Rs. lls. 
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FORM 81 

[See rule 110(1) ] 

Demmul &tilltr of &nil or Land• and Buildin.tl9 -1' 

Serial De<cri ption of 
No. propeyty, plot 

No. or name of 
building and 
Serial No. of 
rent or lease 

bond 

I 2 

Total 
Demand 

10 --

r, 

Name of 
tenant 

3 

No. and 
date of 
receipt 

11 

------·---. 

No. and 
date of 
order 

sanction
ina lease 

4 

Collections 

Current 

12 

Date of 
occ:upation 

s 

Arreara Total 

13 14 

Period of 
lease 

6 

Current Demand 

Instalments Amount Arrears 

. 7 8 9 

Ro. P. _ RJ. P. 

R<:misslon 
Balance Remarks 

No. and date Amount 
of orders 

IS 16 17 u 

Rs. P. 



121 

FORM82 

(Se• rules 111 and 114) 

llletsn• or MIScv.t.ANBOus SALU 

............ , •••• • Municipal Council 

Serial · Name and addr .. s of pur· 
No. chaser or successful bidder Particulars of articles sold 

Authority for the sale or 
page of the auction proce
endinp register 

Date ofsalo 

I 

• 

Initials of tho 
Authorised omccr 

1 

V 4S4~16 

2 

Number and date of 
receipt 

a 

3 4 

Amount raceivod 

' 
Ro. P. 

lis lance due at the end 
of year, if any 

10 

Rs. P. 

5 

Amount for 
which sold 

6 

Rs. P • 

Ramarks 

11 



Name of Customer : 

,t.ddress : 

Date Name of article .. 

1 2 
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FORM 83 

[Stt rule 116 (1)] 

GARDEN l.mGER FOil. 1BB YI!All. 19·19 

••• , ........... • Municipal Council 

Rate 
,t.mount Bill No. and date 

,t.mount Per 

3 4 5 

lU. 

Total 

Initials of bill pro-
__ parer Remarks 

6 7 
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PORM 84 

[Su rule 116 (I)] 

BILL FOil MlliCI!U.ANEOUS DEMAND!I 

••••••••••••••••••••• • M1111icipal Co1111cil 

Book No ••••••••••••.•••.•• BiD No ••••••••••.•••••...•.•••• 

To 

Name .•••••••••....•... 

\ 

Address ..•••••••••••.•....•......•••.•. 

The amount due from you as per details iiven in the margin is Rs ..••.•. and you are requeatecl to pay the same to the Council within 
30 days from the presentation of this bill. If the amount of the biD is not paid within 

Date Particulars Amount 30 days from the date of presentation of this bill, interest at ..•••.•...•..... per cent 
will be charged on the amount due, from the date of tbe bill tiD the claim IS finally 

Rs. P. paid into the Council's Office. 

Total •• 

Dated ..••••••....•• 19 • _ Chief Officer. 

V 4S46-l6a 



Dato of issuo 

(I) 

• 

Date of issue 

(8) 

-· 
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FORM IS 

[Su rule 116(1)) 

R!Ginl!ll OP BILLS POK MISCELLANEOUS Dnu.NDS Fell. 19 -19 

Bill No. 

(2) 

Notice 

••••••••••••••••••••••••••• • Municipal Council 

Name and address ' Nature of c1airu 
of party 

Warrant 

Period 
for which 

duo 

(S) 

Receipt of demand Date of lssuo Receipt of demand 

(11) (9) (10) 

Amount Dato and number 
duo of receipt 

(6) (7) -

Romarka 

(12) (13) 



Serial Date of roccipt of Name of 
No. application applicant 

1 2 l 

Copyina fee Comparina fee 

10 11 

R.s. Rs. 

Baaoe 

No. and date of Due to applicant 
roccipt 

17 18 . 

RL 

125-. -
FOR.l'd 86 

tSH rulo]l17 (1)] 

••• , ............. Municipal Council 

Reguter of Copying Ftes for.tlu. year 19 . -19 

Amount received 
Description of the Number of Initials or Date on which 
document of whieh words to No. and date Advance receiving copy delivered 
copy is required be copied of receipt Officer 

4 ' 6 7 8 ' 
Rs. 

Pees due to Councils 

Date of Due from 
Search fee Other costs Total credit in the 

aca:wat applicant 

12 13 14 u 16 

R.I. R.I. Rs. -Rs. 

- ·-·- --

Intials or the Daily account or 
Date of payment Total Record Keeper cash teceived and _paid 

19 20 21 22 

ll.s. 



Name of 
traveller 

I . -

No. of days 
ror which 

due 

11 

\ 

126 

: :FORM87 

[See rule 118 (I)) 

•••••.•••• : • , . • . • • • • • • Muncipal Council 

Register of travellers of the • , ••.•••••• ; : •.••••• Traveller~' Bungalow/Sara// Dl~~~rnuuha/a 

Fu II address Class of No. of 
of traveller Arrival accommoda· persons Departure Period of Halt 

with designa· lion and No. accompany· 
tion, if any Date Hour of suite or ing the Date Hour Days Houn 

room traveller 
occupied 

2 3 4 s 6 7 8 9 10 

Rental charges 

Rent at RJ. Rent at Other Total Signature of Date or Initials of 
..•..... for RJ ......• charges at amount traveller ahd remittance Cashier or 
day for one per day RJ ...•••. due and remarks, if to Munici· Accountant Remarks 

person for each per day per paid any pal Office 
additional 1uite or 
person room 

12 13 14 IS 16 17 18 19 --
Rs. JU, Ra. -Ra. -.- -- --- -- - --- -- - -- --
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FORM IS 

[Set nllo 119 (:Z)] 

*. ... . . . . . .. . . . . . . . . . . Municipal Couoeil 

Rtrl•ter o/wDrk dDIIt/Dr Prlrate lndlvlduah 

-------------------------------------------------------
Serial 
No. 

1 

Total 

10 

RL 

Date 

2 

Name and 
addren 

3 

Nature or 
work to be 

dono 

4 

Amount or 
deposit 
received 

5 

Rl. 

Balaace due from party Balance d11e to - party 

11 12 

R.I. R.I. 

No. and date 
or receipt 

6 

No. and date or 
cbalan 

voucher 

13 

Coat or work dono 

Labour 

7 

Cost or work 
material 

8 

JU. 

Signature of Authorised 
Officer 

14 

------------------------------

Supervision 
charges. 

!I 

' 
.Remarks 

1S 
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FORM·u 

(See rulo 120) 

................ Municipal Council. 

Rerlster D/ Hlrfl of Munici]JIII proptrty for the·ytllr 19 -19 

Serial Month and dato Nama and address of Details of 
No. h~r proporty hired 

Period of Hire of municipa I proporty 

Date of issuo Date of return No. ef days. 

1 ______ ~2~--------~3-----------4----~~---s-------------'-·----------'------

Rate at which 
charged 

a 

Rs. 

Amount due Amount rcoeived 

10 

R.I. 

Receipt No. Balance duo Initials of 
~~.:S':;.<>f_______ __ _ _ ___ ~th<Jri!Cd Q(llcer 

Remarks 

11 12 J3 14 

Rs. 

--------------------------------



< ... r .... 

Serial 
No. 

Suit No. 

2 

Particulars of pleaders 
engaged 1111d fee fixed. 

I 

10 

Particulars of further 
process for recovery, 

due date of Darkhast. 

IS 

FORM90 

(See rule (121) • 

..................... , Municipal Council. 

' R•~ltr of Suits . 

Name(s) of the 
Plaiotilf(s) 

Namc(s) of the 
defeodant(s) 

Particulars of suit containing Section of the Date or report of Date of Service of 
summons on the Council. 

3 

Date of information 
given to pleader. 

II 

Particulars of actual 
amounts recovered. 

19 

details regarding amount of the Act applied, the responsible 
suit, nature of the suit, pleaders otllcer. 

engaged. 

4 s 6 7 8 

------------ -·----
Date of institution of 

the suit or the 
production of Vakilat· 

nama in Court. 

12 

Date of credit in 
Municipal accounts 
(Day Book Page). 

20 

Name of Court where 
the suit has been 

fixed. 

13 

Particulars of 
payments. 

21 

Name of the respon
sible officer attending 

the case or. behalf of 
the CounciL 

14 

Date of debit in 
Municipal accounts 
(Voucher No., Day 

Book Page). 

'12 

Date of judgment 
or decree. 

15 

Particulars of judg· 
ment or decree con• 

taining details regar
Wn& amount fine. 

16 

Remarks regarding verifi- Sitnature of 
cation with ~ference to Authorised 

Court records, adjustment officer. 
ofadvances. 

:3 24 

Resolution or the 
Council with date. 

9 

Opinion of the plead..:r 
or other offii.:Cr on tho""' 

ft§Uit of the ca<w:, 

17 

Remarks. 

25 
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FORM 91 

[Soe ruleal09, 116(1) and (4), Ill] 

• • • • • . • • • • • • • • Munk:ipal Council 

Jlqtlm of MutwUIMtoJa D•rnmOO/or IM yuv 1' -1!1 

Serial Name of penon Nature .. r Authority for Demand 
No. by whom demand demand demand 

is payable . lnstalmenll Amount 
------------------Bill No. an~ data 

Total 

1 2 3 4 5 ' 7 a 

Rs. Rl. 

\ 

I 

Collections R.omiuion 
Balanco unreallsed Remarks 

No. and date of receipt Amount No. and date or order Amount, 

9 JO II 12 13 14 

Ra. Ra. Rs. 



< 

f -~ 
Department 

1 

Designation of 
appointment. 

l 

No.ofposto 

3 

FORM 92 

[Su rule 123(1)) 

..••••••..•••.••• • Municipal Council 

Scale &gister 

--------------------------------------------------
Sanctioned scale from 19 Sanctioned scale from 19 . -------- -----

Scale of pay ofoach Allowances Authority No. of Scale of pay Allowance& Authority and 
aPPointment. (othertban and signature posts. of each (other than simature of 

deameaa of Authoroscd appointment. dcamcu Authorised Officer. 
allowance). Officer. allowance). 

4 s ' 1 8 9 10 ·----------------------------------------------------------------------------------1 

No. of posts 

11 

----------------------------------~-----------------

Scale of pay of eacb appointment. Allowancea (other than deamea 
allowance,>. 

12 13 

Authority and 1i111ature or Authorilcd Olf.cer. 

14 

R.e11111rh. 

.• 

IS ----------------·-----------------------------------------

-... -· 
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FORM 93l 
,;! 

[Se• rule 12S (1)] 

PIIY Bill Q~ Acquittan~ Roll of till Pemranent/Temporary Establuhmmt of th• ••••.•....•......••.•. Munic/pQ/ Council 

for tho month of ................... • 19 

Section of Substantive pay Compc:nsa-. 
establishment (Pc....,nal pay or tory or 

Seiral N•. ef and name Name of • Special pay, if Leave Salary Olliciating Pay other Total 
post of Incumbeat post any, should also 

be shown in tJ.is 
aUowances 

column as a scpa-
rate entry below 
substantive pay) 

1 2 3 4 s 6 7 8 

Rs. Rs. Rs. Rl. Rs. 

Dod11ctiou 
Net amount Remarks 

U.C.meTax Provident F••• Other Miscellaneous recoverico payable 
Subseriptioas deductiou (Fines and advances, 

house rent etc.) 

10 II 12 13 14 !5 

R.s. R.s. R.s. R.s. R.s. 

Deduct-Undisbursed pay refunded as detailed below.• 

Income Tax ......................... . 

Provident Fund contributions ••••••••••••• :: ••..•••• 
> 

Other recoveries ................ .. 

Miscdlanoous recoveries (as detailed in statomont attached) ••....•.•••••• Net amount required for payment 
. (in words). 

Pay by-

Pay, official-
ing pay or 

leave salary 
held over for 

future pay-
ment 

9 

Rl. 

Acquittance 

16 

Cheque No. • . .. • .. .. • .. • .. • • .. • dated .. .. . .. .. . . . .. . .. . . . in favour of ........................................ .. 

Certifiad...-

(1) 'That I have satisfied 11l}'SCifthat all pay,leavo salary and officiating pay,etc. included in bills drawn in tho month of .......... 19 
(the last preceding month), with tho exception of those detailed below (of which tho total has been refunded by deduction from 
this bill) have been disbursed to tho proper persons and that their receipts have been takon in acquittance rolls filed in my office, 
with receipt stamps duly caneclled for every payment in Clr£0SS of R.s. 20 and that alll..,vc and promotions, etc., havo been entored 
in tbe service book of tho person concerned). 

(2) That tho bill has boe11 checked with tho sanctioned scale recorded in tho scale register. 
(3) That aU persons for whom pay bas boon drawn in this bill. have actually boon ontortained during tho month. 

Dated ............................ 19 

Pay R.s ....................... .. 

Dated ....................... ' .. 

Esta blishmcnt 

I 

Eloaminod and entered 
•••• • •••••••••••• 0 0 • • • • • • • •• 0 ••••••••••• 0 • 0 • 0 •••• 

• Details of pay of absonteet refunded. 

Name 

2 

AccountaBt President. 

Period 

3 

Amount 

4 

R.s. p, 



Serial 
No; 

(I) 

Name of absentee 

(2) 

. , . 

Rato of absentee 
allowance per month Namo 

(9) (10) 

133 

FORM 94 

(See rule 127) . 

AasNlNTEII STATEM!Nr 

Desicnation and rate of pay of Actual rato of 
the vacant post pay 

(3) (4) 

Rs . 

Officiating Incumbent (if anY) 

Period for which 
officiatina 

(11) 

Substantive post and 
pay 

(12) 

Nature and period of absence 

Kind Period 

(5) (6) 

Olliciatina pay 

(13) 

Rs. 

From 
A.M. 

or P.M. 
(7) 

To 
A.M. 
or P.M 

(8) 

Remarks · 

(14) 
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FORM 95 

[See rule 128 (I)) 

. . • • . • . . • . • . . • . . . • . . Municipal Council 

Ptriodicallncrtmt111 C.rtlficalt oftht ••••••• . Estab/lshmtnl 

Certified that the officers nam..-d below arc allowed the sanctioned increments from the date cited In th• column 9 for approved 
service (I) H>ving been the incumbents of the appointment! opecified for not I<"SS than year from the date in clumn & after 
deductina periodofabsencewithaut leave orofsuspensionformisconduct, (2)Beina entitled to the increments as shown in tho expJana. 
tot}' memoradum recorded in the remarks column. 

Name of the 
incumbent 

1 

Whether sub
stantive at 

actina; 

2 

Date of present increment 

9 

Pay of appointment 

Minimum Maximum 

3 4 

Pay after present increment 

10 

Increment 
Present pay 

Period Rate 

s 

Period of leave 
without pay 

From .To 

II 

6 7 

Period of suspension 
for misconduct 

From ·To 

12 

Date of last 
increments 

8 

Remarks 

13 

Nor•~ The oxplanatot}' Memorandum should be made in a case in which the increment is given other wise th 0 ~ • · 
of the prescribed period. • or contmuous servtce 

Station (Authorised Olliccr) 

19 (Designation) 
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FORM 96 

[Su rule 132(1)] 

.4equ/IIQJt<e RDII for Permaneni/TempoNJI')' Establilhmmt for Pay or TraV<IIInl( Allowance 19 

Item No. Names 

(I) (2) 

p...,.ed for Rs. (&cures) ( ) 

Cashier 

Designs tion Net amount payable 

(3) (4) 

Rs. P. 

Total .. 

Dated signature ("·ith stamp 
where necessary) (unpaid item 

to be noted aa such and 
attested) 

(S) 

Total unpaid Ro. 

011 tbe authority or tho l!.ltabllsbment/Travelliog Allowance Bill of- for 

Chief Officer/President, 

Certified that a proper acquittance bas been taken in respect of each amount paid in Ibis roll from the person entitled 
to rocei\'C it, 

FORM 97 

(Se• rule 133) 

Corti8aate 

Payin1 Officer. 

1. Certified that the panicula.rs or the journeys and the details of the claims contained in this bill are com·ct. 

2. Certified that I ha\'Cmadededuction in tbeT. A. Bill forhavingtraYelled in the Municipal jeeps and I ba\'Cverified the entrietl 
made in the Los-Books and found them concct. 

Signature and designation of the officer who travelled. 

Section or estaNWuoent Name Period Amount Section of Name Period Amount 
establishment 

Rs. P. RJ. P. 

----------------------------------------------------· 

P ASSID for Rs. (in words) 

Dated 19 ' 

Pay Rupees (in wordo and ficurca) 

Aoeountant. 

Authorised Officer 

Controllins Officer. 

Account• Otllcer. 



TraveDillll Allowance DiU of tho Bstablishmont ..••.....•••...••• for tho month of ••••.••••••••.•• 19 

Particulars of journeys and balta 
Kind of Journey 

Class Departures Arrival by rail (Mail 
Name and Head quarter• Actual paJ or Passengor), 
Doaieoation C. A. Station Data Hour Station Data Hour Steamer. road• 

or trolly 
11 1 l 3 4 5 6 7 8 9 10 

Mitoaae by road or trolly DaUy allowance Actual oxponoes 
Purposo of }ollfiiO)' 

Numbor of kilometre Rato Amount Number of days Rata Amount Particulars Amount 

14 

Total •• 

Rupocs (in wonts) 

IS 16 17 18 19 lO 

Rs. P. Rs. P. 

Deduct-Amount of advanco of travelling allowance on transfor/lour 

Doduci-Undisbursod travclliog aUowanco ROfuoded as detailed on pago 1. 

Not awn ROquired for payment 

eontonts mlOivod 

ll 

Rs. P. 

22. 

RaUway/Stoamer faro 

Number of Amount 
faros 

12. 13 -- Ra. P. 

Total of each lino Ronwka 

23 

Balanco 

Head of Olllco. 

-----

t Appropriatioo 
for 19 Rs. oP 
El<pendituro · 
including lh~ 
bill. 

-Trawlli111 by road includes travcllins by""" or riwr in a stoam launch or in any """"I othor than a steamer and travelling by cant! (tho particular kind shout~ bo specified). 
tin caoos whcro tho stoamer company bas two rates of faros, ono inclusive and ono Ol<Ciusivo of diot, tho word "faro" should bo hold to mean" faro oxctusiw of diet". 

lnstruclloll$ for preparilllf Tra•elling Allowance Bills. (Ciassi/ictllion to be filled In by the Preferri•IJ! Orf!icer) 

I. Journeys of different kinds and journeys and halts should not be entered on the same 
line. Ooly one kind of aUowance should, therefore, bo 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 Major bead-
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 one journey for each person should not Minor heaJ-
be cbarged for. · 

4. When the first item of a travelling allowance bill is a halt, the date of commencement 
of the halt should be stated in the " Remarks" column. 

S. U daily allowance is claimed in respect of a road journey the number of miles travelled Pr!mary uJ.it--
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 Detailed bead
di•tance travellin& should bo stated in each case. 

7. 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 day~. 

-.... 
"' 



April 
May 
June 
July 
August 
September 
October 
November 
December 
January 
February 
March 

Total Rs. 

"' 
•• 
-~ 

... .., 

,JJ7 

•FO:IlM 98 

[S"" ru~.1~3) IIIII (S)], 

,, ~ 

-· 
~ 

' • , . 
' 

" ... ... 

•incase of councils ba'Ving contributory Provident Fund Scheme. 

Pay on 31st March of · 
preceding ,..... 

19 19 

1 

April 
May 
Juno 
July 
Augu•t 
September 
October 
November 
December 
January 
February 
March 

Total Rs. 

v 4546-18 

Balance from 19 -19 
Deposit and Refunds as above 
Interest lor 19 -19 

Deduct.-Withdrawals as above 

Posted by 

Total Rs. 

Balance on Jist March 19 

Subscrip· 
tion 

Contri
bution 
or l"" 

council 

Refunds 
of 

withdrawals 

Total Withdrawals Monthly 
balance 

on which 
interest is 
calculated 

2 3 4 

Balance from 19 -19 
Deposits and Refunds as above 
toterwst for 19 -19 

Deduct.- Withdrawals as above 

Posted by 

Checlced by 

s 

No. and Amount 
data of 
voucher 

6 

.- Rs. 

' '> 

7 

Total Rs. .. 

'. 
Balance on 31st March 19 

8 

' 

• 

Remarks 

R 



No. of Aocount I I 1 No. of Account 

e: ~ e: 0' Ql I I Led-"r Folio I I I Ledi!Of Folio •. r ii· ,. '" ... ... - -
S. R o t: t: I I Balanoo at commoocomeot of year l I I Balanca at COIJ]IIIIOilOelt or year. 
i . ; i i 
~ § ., 
. 5 ~ r April 19 Aprill9 l ... ,; ... 

0 " S' r r "' f Mayl9 Mayl9 I r 
:0 r r I 

Juno 19 luno 19 I .a. 
I i' 
I 

July 19 Julyl9 

Augustl9 Auptl9 

September 19 Scptombar 19 I -
' 'II 

October 19 1!!. I Oclobor 19 f. i ~ -... ... 
I~ -

November 19 Nowmbtrl9 IZ ~ I 

t 
s- g 
i 

Deoomber 19 I ;;· Dr:cembar 1.9 

f I I January 19 I ~ Jauuaryl9 ' ... 
0 

" 1 .. ~ -
February 19 Is, FebruarJ 19 i 
March 19 I I I 1 Marc:b 19 I I 

~ 
~ .. ... 

1 
Closing Balaooo I I I I Intarast ror tho ,..., 

-I l ~ 
:0 I Total ofWitbdrawalsand Closing 

Balaooo. 

Remarks. I I I \ ....... ._. ... _..~ I :0 

Balaooe. I I I I I I I 
I ' I ' I 



Date 

1 

Member's 
subscription 

2 

Rs. P. 

Contributions 
of the Council 

3 

Rs. P. 

139 

FORM100 

[Su rule 134 (6)] 

Provide.- Ftmd Day &ole 

Refund or with· 
drawab 

(advances) from 
the Fund 

4 

Rs. P. 

Interest on 
current aod 

Fixed Deposits 

s 

Rs. P. 

Interest on 
loaos recovered 

Rs. P. 

. Total receipts 

7 

Rs. P. 

Grand Total 
with opening 

balance 

8 

R< P. 

-------------------------------

Settlement or Account 
Date Fixed or other Withdrawab Interest Total Grand Total 

deposits (Advaoces) Member's sub- Contribution of 
scription the Coundl 

Payment with closing 
balaoce 

9 10 11 12 13 14 15 16 

Rs. P. Rs. P. Rs. P. Rs. P. Rs. P. Rs. P. Ro. P. 

v 4546-lSa 



Municipal Council. 

Name of Pensioner 

Orders sanctionina the pension. 

FORM 101 

[$11 rule 135 (2)] 

P1nslon Register 

Amount of pension RL 

------------------------------------------------------------------------------

April 

May 

1une 

Month 

1uly 

August 

September 

October 

November 

December 

1anuary 

February 

March 

Date of 
payment 

19 -19 

Voucher Initials Date of 
No. of Authorised payment 

Officer 

. 19 -19 

Voucher Initial• of 
No. Auhorioed 

Officer 

-----------------· --·--

Date of 
payment 

19 -19 

Voucher Initials of 
No. Authorised 

Officer 

Date of 
payment 

19 ·19 • 
Remarkl 

Voucher Initial• 
No. of Authorised 

Officer 

-------------------------------~-------

-------
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FORM 102 

(&e rule 136 (8)) 

PENSION PAYMENT ORDER 

PENSION PORTION 

, Place for Signature 
of Pensioner on 
lhe lint payment 
made ,, 

Class of Pension and Personal Height Date of approximate Residence ahowing Amount of monthly 

No. 

Sir, 

date of order identification 
sanctioning it 

Feet Inches 

Office of lhe -

date of birtb Village and pension 
persunnab 

Rs. I', 

tbo 19 

Until further notice and on lho expiration of every monlh, be pleased to pay to •...•.•.••••..•.•.•••••••.•••••••.•••.•.••••• ,~. 
lbe sum of Rupees •••••••••••••••••••.•••.•••••.•••••••.•••••••••••••••••.•••••••••••••••••••••••••••••••••••••••••••••••• 
(less Incomo-tax), being lhe amount or •••••••••••••••••.•.•••.•••••••••••.•••••••••••••••••••••••••••••••••••••••.•••.•.•••••• 
pension, as .......................................................................................................... ; .. '. 
upon the production of tbe Pensioner's Portion of Ibis Order taking from lhe claimant a reczipt for lhe amount according to usual form 

Tbe payment sbould commence from ••.••••....••••.•.•.. • • . • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • , 

To 

(Sil!Jlalure) 
(Designation) 

Tbe Cbief Officer, Municipal Council, 

. Notes.-;-(1) No Pension shall be liable to seizu!e, atlaChment of sequestretion by process of any Court in pan A and pan C S;.tes ~r 
India atlhe mstance or a cteditor for any demand agamst lhe penSloner (Section 11, Act XXW of 1871). 

(2) Payment under tbis otder is to be made only to tbe pensioner in person, wilh lhe following exceptionl :-
(a) To persons specially exempted by Government. _ · 
(b) To females unaccustomed to appear in public an~ to persons unable to appear on account 11r illness or bodily infirmity. Pay· 

ment in both classes (a) and (b) is made on production or a Life certificate lll!Jled by a respon11ble ollicer of Govem""!'DI or otbct 
well-known and trustworthy person. ' ' ' 

(c) To any person sending a Life Certificate sil!lled by some person exm:_isins. lhe powers or a Magiotrate or any class under the 
Criminal Procedure Code or by any Registrar or Sub-Registrar under the Rcg~stmllon Act, or any pensioned officer who before retire
ment, exercised the powcB of a Magistmte or by a Chaplain or any Gazetted Officer of Government or by a Munsilf or by any person 
holding a Government title. • r 

(d) In aU cases referred to in clauses (a), (b) and (c) tho Disbursing Officer must at lea!t 'once a year, require proof, independent of 
lbal furnished by the Life Certificate of the continued existence of lhe pensioner. · • .. ' 



142 

Reverse of Di•....,._'• Portion 

Amount of pension Rs. : · · (in words) 
This DJcument is to be retained by Disbursing Officer so long as the authority remains in foroe in such manner that the pensioner 

shall have no access to it.· Every oeparat~ payment is to be rocorded as below :- ' 
,I'._..,,. .. • . 

Month for which 
pension is due 

March 

April 

May 

June 

July 

August 

September 

October 

November 

'Iiecember 

January 

February 

,,. 
OJ ol '"j 

19 
@ 

'., 

Note on P~nsioner's identification. 

.. , 
March 

April 

May 

Jun~ 

July 

August'' 

September 

October 

November 

December 

January 

February 

19 

@ 

' 0 dh I •: 
0
1 ·I, 11 , I 

' I 
I· . I· 

'' : ;,,1 I 

£ 

~.;' 

19 
% 

., 

.. 

19 

% 
r:' 

I ' 

.. 
'', ,, ' 

Note o'n Pensloner'i IdentificatiOn. 

19 
@ 

19 

@ 

£ 

£ 

19 
% 

. . ,, 

" 

19 

% 

" 

.. 

19 
@ 

£ 

19 

@ 

£ 

19 
% 

19 

% 

.. 

19 
@ 

19 

@ 

£ 

• 19 
% 

.. 

19 

% 

.. ' 

19 
@ 

i 

@ 

£ 

19 
% 

19 

% 

•• 

.. 

• 

Remarks 

Remarks 

If the p1ym•nt is byPottal. M<>neY Order identification is required twioe a year as prescribed, otherwise annually. 

Note.-.. 
@Date or Payment. 
%Disbuning Officer'alnitiala. 

Rs. Date 
, .. 

•• Initials 



"NOT BXCEBDINll RIIPI!I!S 
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FORM 103 

[Sto• rule 136(~)] 

PmmoN Bn.L 

" 
• • .•••.••......•..•.•.... Family• 

Pension Payment Order No. ··•···•·•••·•· 

Memo.-11 is requested that this form may be used for aubmiuion of next bill. 

Diatrkt Head or account 

Received the amount or penal on due to me for the month of 19 • 

NetRo. 
(In words) 

Vouchen No. ofH1t of payment• for •••••• 

•• 

Pensioner's residence 
I declare that 1 ba':e not received &ft¥ ~munerati~n for serving in any capacity either in 

Government estabiW.ment or 811 establishment pa1d by a provincial Government or from 
a Local Fund during the period for which the amount of pension claimed in the bill io duo. 

••1. further declare that I have accepted commercial employment after obtaining/without obtainin1 the prcviouo .. nction of the 
Governor General to such acceptance. 

OR 

I further declare that I bave not accepted any commercial employment. 
" ' 

Pensioner 

Station 

Date 

Received payment 

Pensioner. 
Identified by me ... 

''' 

Signature 

Desipation or addrcso 

Certificate to be given in case of non-attendance in peroon (except in case in which sucb Certificates arc nor raquircd under any 
rule or order). 

Certified that I haw soon the pensioner • • • • • • • • • . • • • • and that be is alive on rhio date and that tbe bill bao been oipod by him. 

Date 
Namo ..................................... . 

Desipation ••••••••••••••..•••••••• 

•To be filled in only in tbo case of Political Ponsions. 

••Tbis declaration is required to be given by a pensioner who immediately before roti~ment was a member of an A!l India Scrvioo 
or a Central Sorvioo. Class 1. and who. on or after tho 1st January 19~8. accepts any commercial employment be_fore. the e_xp1ry of two years 
from t~tt dale of his retirement. "Commerci<ol employment .. f'!r tb1s pu'1'osa means employmcnt111 any capaCity. 1ncludmg that of an agentf 
under a company, firm or individual engaged 1n c.,morc~al bus1ncss and mcludn also a dlreclorsblp of 10eh company and partnership o 
such firm. (S.e article Sli·B. Civil Service Regulations). 

Note.- When exemption of income-tax is claimed in respocl of any premium paid to an lliiUTilDOO Company. tho rocoipt of the ComPIU'Y 
for tho amount paid should bo attached In tho bill. 
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Pay ( ) Rupees ······~···r· .. ························································· 
Treasury or Sub-Treasury. 

Offtcor~~ of •••••••••••••.•••••••••••• , • at ••••••••.•.••.••. · ....... , • , • .. , • 

liiCDqiOr&ted In acoouut. . . . '' 

Disbursing Oflioor 

Rocoivod Payment 

Sipturo of Messengor of AFnt. 

Identified by me. 

A..:ountant. 

Signaturo ......... , ............ , ................ , •. 

Designation or Address ..................................... . 
, ' . 

Date ................................................. . 

·-------
4 •. ' ~ 

For nso in the Local Board's Oflico 

... , . ' 

"' '. ' .. , 
AclmittcdlR.s. ......................................... . 

''' . ... objectto Rs. ................ : ........................ .. 

Auditor A..:ountant· Chief Officer. 

.. 1•! ' 

FORM 104 

[See rule 136 (10) (d)] 

Register of Pension Payment OrdLr1 on Treasury, 

Number of pension payment 
Order 

Name of Pensioner Monthly amount 

Rs. p. 

Remarks 

--------------
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FORM lOS 

(See rule 136 (13)) 

Half.. yearly Declaration of F~male Pensioners whose pen.rions 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 hereby declare that I am not married. and that I have not been married during the past half-year. 

Dated •••••••••..••.••••••••.•••.••.••••••.•••••••• _ Signature ••..•••••••••••••...••.••.••••••••••••••.•.••• 
Widow 
Daughter of the late ••••••.••••••••••••••••.•.••••••.•.•..•••.•• 

To be signed by the two responsible officers or well-known p~rsom We certify to tho best of our knowledge and belief that the above 
declaration is correct. 

Signature ••••••••••.••••••••••••••••••••....•.. 

Date ••..•..••....••.•..•..•..•..•••.•.•.....••.•.••• Designation 
•••• 0 •••• • 0 •••••••••••••• 0 ••• ••••• 0 • 

Date •••••••••••••••.•••.••••••••••..•......••.•••.•. 

Signature •.•..••....•..•••.•.•••.•.•••.•.•..... 

Designation •••.••..•••.•.•.•.•••.•••.••..•...•. 

FORM 106 

(Suo rule 138) 
• 

Recister showing the results of enquiries T7Wtk aJ to thesufficieru:yoftM securl.sfurnished by the offictrsfservants of the • ••••.••....•.•••• 
Municipal Council. 

Serial Name and the designation Amount of Amount of Nature of Name and address Name and address 
No. of officer/servant required security prescribe security given serurity given of the sureties' if any, of new sureties 

to give. security and dates of their if any. substituted 
bonds for the former ones 

2 3 4 6 7 

Reasons in full 
for new sureties 
given in places 

Amount of security 
if any. for which 

each surety is 
liable on account 
of other officers 

whether in the same 
or other Councils 

Opinion of the Dote of receipt 
Municipal Auditor of sureties. notice 
and/or President of withdrawal and 

Due date of 
annual verification 

and if delay. reasom 
for the same 

Remarks, ifany Remark.! of 

of the one 
alrcJ.dy given 

8 9 

as to sufficiency of reason for the same 
present security 

and date on wl\ich 
such opinion was 

recorded 

10 11 

Internal Auditor 

12 13 14 

---------------------------------------------------~-

v 4546-19 
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PORM No. 107 

(S•• rules 139 and 141) 

(Obverse) 

BiU o/ Contit~~enl C!rllrtes for the month of 19 

• . • • • • . . • • • . • • • • • • • • • • • • • • • • • • • • • • • • • • Municipal Council •..•.••.••..•...••••••...•.. Department 

Head of Account •••••••.•••••••••••••••••• Voucher No .•••••.•.•.•••... of list of payment for the month of ..•••.•• 19 

Serial No. of sub·vouchers 

(I) 

Description of cbar&es and number of date of authority for all charges 
requirina special sanction. 

(2) 

Total 

Total Rs. is (words) •••••••••••••••••••••••••••••••••• 

(Rncrse) 

Amount 

(3) 

Rs. P. 

{I) I Certify th~t the expenditure charged in this bill could ooi with due reprd to tho interest of the Council be avoided. I oortifl 
to the best of my knowledge and belief the payments entered in this bill have been duly rna do to the parties entitled to Reeivc them. 

(2) •1 Certify that I have satisfied myself that special circumstanoos havo rendered tho tomporaey eXCC!Is e.penditure over tho monthll 
proportion of the budget grant under the head •.••••.•...•.••.........••••••••••••.•...•...•.. necessary and an additional aran 
will be obtained if there is a likelihood of tho annual arant being oxcccdod. 

(3) •I Certify that there has been no el!CCSI 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 resister or inventories. 
(S) I Certify that tho purchases billed for have been received in good order that their quantities arc correct and their quality aood 

that the rates p1id arc not in excess of the acoopted and tho market rates and that suitable notes of payment have boon recorded aaains 
the indents and invoices oonoorncd to prevent double payments. 

Date 0Certillcato (2) or (3) should be scored out. 

Pay (Rs.) (IR words) • • • • • • • • • • . . • . .. .. .. • .. .. . Name ............................ . 

........ A~~~ta"a.: ...................... . 

· · chi~r ·om~;.::···· 



Date 

1 

7 8 

Rs. Rs. 

Date or 
Receipt No. or 

or articles mtuisition 

I 2 
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FORM 108 

(See rule 140 (3)] 

. . . . . . . . • . . . . . • . . . . . • . • . . • MUDic:ipal CoUDcU 

Account of Pennanent AdvtlliCI< of& . •••••••.••••••••• . for tire YtJU 19 

Recoupment or the Permanent Advance Expenditure 

Bill No. aod 
date 

Serial Nos. as in 
column (S) or payments 

which have been 
recouped 

AmoUDt Serial No. or To whom paid 
sub-voucher 

2 3 4 

• RJ. 

Expenditure 

Detailed heads or ao:oUDt Total 

9 

Rs. 

From 
whom 

noceived 

3 

amount 
paid 

10 11 12 13 14 

Rs. Rs. RJ. Rs. Rs. 

FORM 109 

[See rules 142 (2l and ISO (I)] 

........•...•••...•.•..•...• Municipal Council 

Jountlll of Recelpll of Slota 

Ouaotity 
Name or---------------
article Number Weilht 

4 6 

Rate 

., 
Rs. 

I 

5 6 

Initials or 
the officer 

Bill No. and Daily 
date or Balance 

ho1dinc 
the 

ncoupment 
as shown in 
column (2) 

IS 16 

Rs. Rs 

Value Page or 
theledacr 

9 10 

ad,·ance 

17 

Initials or 
Superintend· 

ent or 
other 

responsible 
officer in
charge 

II 

Remarks • 

18 

Remark 

12 

Note.-The articles as they are noceived should be noted in the journal in the tint instance aod subsequently taken over to the led~:er 
or receipts. . 

V 4546-19a 



Date of 
issue of 
articles 

I 

148 

FORM 110 

I See rule 142(2}) 

•...•••••••••••••••••• Municipal Council 

Jorunal of Issues of Stores 

Number Quantity 
and date To whom Name of--------,---

of issued article Number Weight 
Rate Units 

requisition 

2 3 4 s 7 8 

Rs. 

Value. 

9 

Rs. 

Page of 
ledger 

10 

Initials of 
Superinten-

dent or Remarks 
other 

responsible 
officer 

incharge 

II 12 

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. 

FORMlll 

(See rules 142(2}, 150(1} and 183(3}] 

•••••••.•••••.•••••••••••••••• Municipal Council 

Stores Ledger 

Name of article •••••.•.•••.•.•••.•••••.•••••.•••••••.•. 

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 

I 2 3 4 5 6 7 8 9 10 11 12 

Rs. Rs. Rs. Rs. 

ln.•uoctwi/J.-(1) The account should be totalled and balanced at the end of each month and it should be signed by the Officcr·in·charge. 
(2) The balances on hand should be occasionally verified and certified. 
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FOR~ 112 

[See rule 142 (2)] 

• • • • • • • • • ·; • • ............... Municipal Council 

Book No. • • • · • • • • • • • • • • • • • • • • • • • • • •. •.. Requisition . . . . . . . . . . . . . . . . . . . . . . . . Form No . ..............•. 

Date •••••••••.••••••. , •••• 1, . 

To 

Pl...se supply the following articles.·· 

Serial 
No. 

I 

Name of article 

2 

Quantity or 
weight 

3 

Rate Amount Remarka 

4 5 6 

. Rs . 

. . Offi~~~i~~h~;g;,. · · 
• • .. .. .. .. .. .. Department. 

Supplied the articles requisitioned except• .............................................. after entering them in the journal 
at pages ..................................... . 

Date ................................ 19 . 

Received the articles requisitioned except• ...... _ .......................... . 

correctly. 

Notes. The requisition form should be in carbon triplicate. 
• Here enter articles not supplied. 

FORM 113 

[(See rule 143 (1)] 

........ ; ................... Municipal Council 

Stamp Account for tilt year 19 -19 • 

Receipts 
Issues 

· · · · offi~;.;n::ch.;;id. · · · 
;'· .................... Department. 

Date Voucher No. Value of Letter Name of Value of Daily balance Initials or Remarks 

stamps received number addressee stamps affixed despatcher 

' 
I 2 3 4 s 6 7 8 9 

Rs. P. Rs. P. 

Note.-The balance of stamps on band should be verified and certified atleast once a month by the Chief Officer. 



FORM114 

(See rulo 144 (1)1 

...• , •..•.•••• , . Municipal Council 

Serial Particulars and description Authority for acquisition Number or 
No. of property and dato of acquiromont quantity Coot 

(I) (3) (4) (5) 

NatURI of Number 01" quantity No. and dalo Coot realised if sold, 
disposal disposed of of onlor and dato of credit 

iD treasury or bank. 

(10) (11) (12) (13) 

Register of Mo•eable Property 

No. and dato oftbo bill 
in which charged for 

(6) 

Whether tlw property is 
used or other particulars, 

if n=ssary 

(7) 

Initials oftho 
Authorised 

Officor 

(8) 

Dato of final disposa I of 
property 

(9) 

Amount writton otr Bala11011 aflor each traQS&Ciion 01" at tilo end Remarks 
of eacla year Signature of tho 

Authorised Officer 
Numbor 01" Cluantity Coat • 

(14) (IS) (16) (17) (18) 

R.o. a.. 

-!S 



Ne. of Trench Dato of startin1 
er Haap fillina of trooch or 

.r buitdiDI hoap 

1 

Doscription of articlols-

151 

PORMUS 

[ Su rulo 112] 

kpter of Production ofTown Compo•tfor tho ytflf 

Dato of completing 
filling tbe ltoocb or 
buildiDI tho hoap 

3 

Type of compost Sizo of tbe material Dato whon material 
wbetbor rain wator in tbo trench or of is ripo &: nlady for 

compost ole. tbo hoap viz. lenctb application to 
x bnladth x depth land. 

or beillltt at tbo 
be&innina. 

4 5 6 

FORMU6 

[ Su ruloi14S(I) (3), 146, 150(4) and 153} 

••••••••••••..•• Municipal Council 

Stock book 

Sizo oftho material 
in trench or 

heap when ready 
for sato. 

1 

Numbor or quaotitJ Numbor or quaotitJ Sigoaturo Signature RllmarkJ, 
Issued or 10ld of iS5uina of rcooivin& 

roooiwd 
Total To whom BaJa- oftioor otlloor 

Date Opooinl 
Quantity Issued or lor Date Quaatity 

balaoco Vouchor what No. purpose 

s ' 1 a 9 10 11 12 
1 2 J 4 ----

Rs. 
Rl. 

-·--------------------------
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FO~ 117 

[See rule 145(3)] 

Particulars of roa/ CfJ11.1iznm~:~~ts received In the mont~ of . • · ..... , ........................... • 

Numbor of wagons Net quantity of . Quantity rceeived as per weighment at the railway station of Particula~s of railway 
reee•pt , 

1 

Serial No. of carts 

coal as per railway 
. r.:eeipt 

. . desti~tion , . . .. 

.· Gr<>SS weight Tare Net weight 

2 3 4 s 6 

T. Q. Kg. T. _Q. Kg. T .. Q. Kg. _,T. Q. Kg. 

. . 

. . ~. 
Weighment of coal at ............................. for coal received during the month of •••••••• , •• ... . · 

Gross weight of carts Taro 

2 3 ., 
.. 

. T. Q; .x.g .. T. Q. 

......... 

Kg, 

•. ~et~~~t~-
4 

Q. ~· 

Remarks 

s 

-,- . 

_;--~~~~~~-~--:~--~--~-~-~~---~--~-~-~-~-~~~~-~~~ . -·--~~ ------ -- ... 
--------~---



Date of 
receipt or · 

issue 

153 

FORM 118 

[Set rule 146] 

.................................. MWik:ipal Council 

No. of liDs 

· LroSttre Oil Account/or the yeQr 19 -19 

Receipts 

Quantity of 
oil 

3 

Street lighting 

Voucber No. Paniculan of issues 
and date accordin1to the 

sanctioned ocalc 

4 5 

Quantity lauod 

6 ' 
---------------------------------------------------~-------------------1 

I 2 

•• 

to departments 

8 

Serial Namo of Street 
No. 

1 2 

v 4546-20 

9 10 11 

Total 
quantity 
issued 

12 13 

FORM 119 

[Stt rule 147 (I)] 

Balance 

Quantity No. of tina 
unopened of oil 

14 15 

•••• 0 0 •••• 0 ••••••• 0. :.: • 

............. M uDicipal Council 

Act:t~un/J of Dtctrk lithll/or the ytor 19 ·19 

Revised No. 
Number oflishts' lnc:I'OUOS durinJ [lcclell ... durinl ' 

the year ofli1hts 
the yoar 

Number Candle 
Candle Number Candle Number Candle 

Power Number Power Power 
PoWer 

6 7 8 9 10 
3 4 5 

• Rtmarb reprding 
quantity or oil ip 

liD ........ 

16 

~ 
of ltmlatb 

Anthorioed 
CJfliom 

11 12 
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FORM 120 

[Set rule 147(2)] 

, ••• •• • • • • • • • • • • • • • • MUNICIPAL COUNCIL 

Meter Radin~ Book for CD/Uumptwn of Electrical EMro for theY"" 19 -19 

1\ktcr No ••••••••••••••••.•..•• 

N-
R.eDt of .,_ per ~- ••••.•...••.••••••• 

AIIDWD 
Charges per unit •.•••••••••••. 

Meter reading Actual number of Initials of Voucher No. Remarks 
upto date units con!lllmed Authorised and date or 

benwen the dates Oflioer payment 
of the pnovious and 

current readings 

I 2 4 s 6 7 

·. 
April 

-· 

--
July .. 

.. 

Sc;:lesallcr .. 

.. · 

..,....,... ___ ----~-'-----------'-------·-----



Serial 
No. 

1 

Authority of 
purcbaoo 

2. 

Inilials of Authorised 
ollicor · 

I 

155 

FOltM 121 

($«rule 148) 

• · • .. • • .. • • • • • • • • • Municipal Council 

Live Stock Rqister for the ,_ 19 ·19 

Date of Purchase JGnd of aaimal Deol:riplioa of mimal Valuo 

3 5 7 

aefeteaco to Sale proceeds of Date car Receipt Ccmditlob or ... 
orden for uasorn-blo of ..,.lisatioa lai&iall of Aa .. orad aniJDal •\the Clld a-arb 
disposal of aaimal ~ oflbcJ'OU 

uasenioeable 
aailllal 

!I 10 11 12 13 •• -----

--~-----------------------------------~-----v 4546-2.0• 
--------~ 



. .Date 

1 

Number of calllo · 

. -~ . ~ 
8 ... 

156 

(See rulel49) 

••.•••..••••••...••. Municipal Council 

Opening balance 
in number or 

quantity 

2 

., 

Number or 
. quantity or 
articles received 

3 

Number of 
quantity of 

articles issued 

Entry number in 
any connected 

register 

,. ·~ ...... ~ ... 1 . . Jio, ;,, .-· ;,l ·I 

9 '· ·Ill 

Stock Account of Fodder 

Number and dat~ Initials of tbe . 
or voucher Authorised officer 

4' 

Balance 
7 ": . •• : a. ~ 

11 

s . 

Initials of the 
- Officer issuing 

•• articles .. 
; ... :. ' .. 

• '12 

Total . . Date of Issue; ... .. ..... 

6 7 

Signature of the 
officer or pcr10o 

.,acknowledging .. 
' .the artjGICS 

Remarks rcgardllli 
particular of 

.ias-$ 

. 1 .... 
• ,,,~.)3 

· ... 

---------------------------------------~--~---



.Serial 
No. 

Month and 
date 

Name and 
address of 
tho person 
pving lbo 

order 

157 

FORM 123 

. (Se• rule 150(2)] 

........................ Municipal Council 

Description 
of work 
order 

Amount 
of deposit 

if lillY 

W Drk Ortkr /JoDk 

Receipt 
No. and 

dato 

Work 
Order 

No. 

Dato of 
complotion 
of work: 

Total cost of the work as per work 
Order No. (vi de column 7) 

.,. 
1 ~--2 ____ 3 ____ 4 ____ s ____ 6 ___ 7 ___ s _________ 9--,---- ... , 

Balan.,. to bo 
recovered 

Date of doliwry 
of work to tho 

party 

Ro. 

Rcccipror 
actnowlcdge• 
mcntoftbo 

party 

'No. and dato of 
wuo of bill 

Coat of Cost of Cost of Any Total 
Material labour Super- otbcJ cost. 

, "' J· • visiOD· ·eost.~ ~ :. 

- Rs. -- JU. Rs. Rs. Ro. 

Amount - · Rcccipt No. 
recovered and date 

Supc:-riotcn· 
dents initials 

RemarkS 

17 13 14 IS 
--~io~ _ _:_ __ ~~~~-----~~2:__-.;,,-o,-;,~~-~::--:-:< ,,..,...--::_:_:_ _____________ _ 

16 

Rs. 

: ' 

---~---------------------------------------



Municipal Council •••••••••••••.•• 

Serial No. in Work Order l!ook :-

Particulan of Work :-

Name and Addraa of pcrsoa ordcrina work. 

158 

FORM 124 

[&• rule 150(2)] 

Book No. • .................... .. 

Work Order No. • ...................... .. 

Year 19 ·19 • 

Amount 
Date ParticulaB of stora issued Quatity issued lilate Unit 

Jta. P. 

6 

Remarks 

1 2 3 4 s 7 

Total (value of IIOICS issued) 

Abstract 

a.. P. 

(•) Total value of tho ltorCS issued ................ .. 

(b) Costoflabour employed (•ld•VoucherNo .......... . 

dated .................... ) 

(c) Supcnision char&es detailed below :-

Total order (cJwso 
for the work order). 

(d) BiD No. • .........•••.• . dated ................ 

Superintendoot, 
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FORM f2S 

[Sn rule 150(3)] 

.. • • • • • • • . • • • • • • • • • . • • • • • • • • • • • . • . • . • • • • • • • Muok:ipal Council. 

Book No. Bill No. 

To 

{Name)............................... . . • • ••••• 0 ••••••••••••• 

(Addms) 0 ••••• 0 0 •• 0 •••••••• •••• 0. 0 ........................ . 

• • • • • • • 0 ••••• 0 •• 0 •••••• 0 0 •• 0. 0 0 ••••••• 0 0. 0 •••••••••••• 

Work Order No. Description of Work 

Total 

lluteal (ia wards) ••.•.•...•...••.••......••••..........•..•.... 

• 

Dated 

AmOUDI of Bill Remarks. 

Rs. P. 

,-, 

N./l~U tho •••uot .r this bill is not paid within fifteen daYI of poescntation, interest will be char&ed 
coot per aaauoa fr•• ·the date of P"'"'ntatioa to the dale of !ICitlomcot of the claim. , , 

at~··••••••••······ per 

..........••.•••..••...•............ 
Suporinteadont. 



Number of 
Date of Number of Voucher of 
roooipt requbitlon payment 

1 2 3 

fOJ1.M 126 

(Se• rul1 1 S3) 

Municipal Council 

Petrol Account for IM 1ltlf 19 ·19 

Previous Fresh 
balance roooipts Total 

4 s 6 

To whom issued 
(Number of Quantity Balance Signature 

vehicles to he issued of recipient Remarks 
specified) 

7 8 9 10 11 



< 
e; 

r 
- Reaistration No. of Vehicle •• ••..•.•.•••.....•. 

Date Time of Time or 1ouroey 
~TO return ta 
tlomtbe theprage. from -· 

2 3 4 

,. 

s 

FORM127 

(,See rule 153) 

.................... Municipal Council 

Motor Yehfcks .Accounts 

Mileaco Recorded end 
start of Journey 

No. of 
miles/Kilo 
metrerua. 

6 •.. , 7 I 

Petrol uaecl 

Quantity Vr. No, Pui'JIOIOOf Name and 
ia LID. date Journey Designation 

of officer 

Remarb 

persuadina 
the Journey. 

' It 11 .. 12 IJ 



Serial No. or 
property of building 

1 

Description and 
situation of property and 

name, if any 

2 

FORM 128 

(See rule 155) 

, , . , ..... , , , , .............. , .. , ......... Municipal Council 

Register of Immoveable Property 

No. and date of Fund from 
orden under which the Souroo of fund from which maintained 
property was acquired, Which acquired, purchased 

purchased or constructed or constructed 

3 4 s 

Date of acquisition, 
purchase or construction 

6 

Details required in case of building only 
Initials of Chief Revaluation 

Nature of building Number Pi nth Cubic Officer or 
of ftoors area contents Municipal Date Additions Deductions Total 

Wall Roof Floor Engineer 

9' 10 11 12 13 14 IS 16 17 18 19 

Valuation Purchase for which 
utilized and by whom 

7 8 

Initials of the 
Chief Officer or Remarks 

Municipal Engineer 

20 21 



Serial Date of transfer, 

163 

·FORM 129 

(Su rule ISS) 

REGISil!k GP LANDS 

•••••••••••. Munlcip&ll Council 

No. purchase or acquisition For what purpose From whom 
Reference to agreement, 

award etc. , 

I 

Assessment 

8 

Number 

I 

V 4546-2ia 

2 

Bouodaries, Sketch 
of the land 

9 

Item 

2 

3 4 5 

Building ifany, 
acquired with the Disposal of Amouot paid 

land the building 

10 II 12 

Unit 

3 

FORM 130 

[(Su rule 166(01 _ _ _ 

SCBI!DVUI Gf R.Ans 

19 ·19 

4 

Rates for year 

19 ·19 

5 

19 ·19 

6 

' ' 

ARa of land Survey No. etc. 

6 

No. and date 
of voucher 

J3 

19 ·19· 

7 

7 .. 

Remarks 

14 

Remarks 

8 
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FORM 131 

[See rulcos 174 (I) and 175] 

CoNTRACTOR's BtLL 

Mrmiclpal Cormcil 

Voucher No .......................... • 
NI.DIII of work •••••••.•••••••..•.••••. 
Purpose of supply •••.•••• , ••.•..••.•• , • · 
Name of the Conlractor or Piece worker ..••...........•..•• 
~erenco to Aareemcnt of AuthoritY •.••.•.•••..••.....••••• 
Rcfcronco of sanction or ex~mpctent AuthoritY ............•.•••••. 

Unit 

1 

Q.aottitY executed (or 
supplied) since last 

certificate 

QuantitY execu
ted (or supplied) 

up to date 

3 

Items of work or 
supplies 

4 

----------~-------------------
Total Value of work 

dooe or surplied made 
upt to dato. 

Deduct previous pay
. ments and other 

deductions, if any, as 
detailed below. 

Net Value of work or 
supplies Iince previous 
bill. 

Amount of allotmert •• 
Previous expenditure •. 
Total Expenditure 
including this balance. 
Balance available 

Rato 

s 

olated •••.•.•.•.•..••••. 19 

Amount 

Up to date 

6 

Rs. p. 

Since previous 
bill 

7 

Rs. p. 

Rs. 

Certificate and Signatures. 

Remarks 

8 

Rs. p. 

Those measurements wtre made by Shri •••.•.......•.•...•.•.•.•.•.•.•.•.•••. on ..•••.•••.•... 19 , and are recorded on 
pap .•.•.•.•.• of Measurement Book No. • . . • . . . . . • . . No advance payment has been made previously without detailed measurements. 

Dated the ••.•••...••.•.••..•..•••..•. 19 Officer proparina the bill •.••••..•.•.....•.•.•.•.• · 

Dated tho ..............•••...•...•••. 19 

Dated the ••••••••.••••••••••••.•••.•• 19 

-----
Pay Rs. ( ....•••..••••...•... ) 
by cheque 

(Sianature). 

Sianature of the Engineer •.•.•••.•...•.•.......... · 

Signature of the Contractor 

Officer making the payment 

0 ••• 0 •••••••••••• 0 •••••• 

•••• 0 • 0 • ••• 0 •••••• 0 ••• 

llcceived Rs. ( .•...•••.. : .......•. ) ............•.....•.••....•.•.•.•. 
as per above bill on account of this work. 

Stamp 

Dated the ••.............................. 19 

Witnosa •• 0 •• 0 • ••••• 0 • •• 0 • •••••••••••••• 0 • (Full Signature of Contractor) 

-----------------------------------------
Paid by me vide Chcquo No. Dated .... , .....•.•.•. 19 • 

· · · · · ca;hi~~: · · · · · 



NaDlC of work ....••... , ......•............ , •• 

Name or OllQtractor . •••••... , ...• , ...•..••••••• 

Authority or work •••••••••••••••••••••••••••••• 

Dato of-~ or wort .•..•..••..••••••• 

()ate or complctiea or work . •• 0 •••••••••••••••••• 

•Dato speciJicd io. till &IRIOIDCid •••••••••••••••••• 

As estimated 
Sub-boad or Estimato 

Quantity RaiO 

1 2 3 --------
Ra. P. 

Total .. 

FORMI3Z 1 

(See rule If&) 

CoMPLIITIGN ~RT 

(Tbo form below Ia to be UJOd wbon any Item of tho ostimaiO baS been o~) 

As oxecuted Ditformce 

Amount Quantity Rato AJnount Quantity Rato 

4 s 6 7 .8 g 

aa. P. Rs. p, Ra. p, Rs. P. 

~\mount 
lap lallation of D itfcreac:o 

10 11 

Rs. P. 

•If tho work Ia not aomplolcd within tho spaeified limo, the causo of delay should be explained and if 110 penalty is tovicd, litO IOaSOn• for tho samo should 1M recorded • 

• • • 0 •• 0 • ••••• 0 •••••••••• ' ••••• 0 ••• 0 •••• 

Municipal Engineer. 

.. -8: 
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FORM 133 

( Seo rulo 177) 

CoMPurnoN Co:rmCATI 

Completion Certi/ktlto of Original Woru 

Name of Work •••.•••••••••••••••••.•••••••.•••••••• 

Authorny •........•.••••••••••••••.•••••••••••.•.•. 

Estimate No .•••.•.•••.•...•••••••.•.•.•.•.•.•••••.•• 

Plan No. • •.••.•.•••••.••••••••••••••••••••••••• oo. 

Certified that tho abovementioned work was completed on •••••••.••.••..•••••.•..•••• 19 , and tabn over oia •.••..•••••. 19 
and that I have satisfied myself to the best of my ability that tho work bas been dono properly • 

............•.....••......•.•...•.•.••.. , 
Dated 0 0 0 0 0 0 0. 0 •• 0 •• 0 0 0 0 0 0 0 0 0. 0. 0 0 0 0 0 0 0. 0 0 0 0 0 0 0. 0.19 0 Chief Oflioer, Municipal Council. 

ec>MPLmoN C!JmFICATI or IUP.uas 

Place 

Name of building •••••.•••••.••••• 00 00 00 00 ••• 00. oo oo. 

Authority •oo ••oo•oo••••••oo••oooooooooooooooooooooo 

Certified that the repairs to the abowmcntioncd buildioss wore completed on ....... ~ ........ 1!1 , that it is a clean and habitable 
order and that I have satisfied myself to tbe best of my ability that lhe repairs have been properly dona. 

Dated 00oooo ....... oo .... OO .. oo .......... oo ..... 19 • ··•·•···•·••··•··•··········•••••·•···•··· 
Chief Oflioer, Municipal Council. 



No. Name 

1 2 

Total Rate por tliem 

4A ' 

FORM 134 

[S•• rule 179 (1)] • 

• , .. , .... , , .... , •• MUNICIPAL CoUNCIL 

MIUier RoU of diJUy labow employed.,,,,,.,,, .. ,,, ,for the period/rom ..• ,to •••• 19 

Voucher No ••••••••••••••••• 

Estitnatc No . ............•.•. 

AmountRs. ............... . 

Desi1111ation I 2 3 4 5 6 7 8 9 10 II 12 13 14 15 [16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 

3 

Total .. 

Initials and remarks or paying ofticer 
or signature or thumb Description or work done 

impression or the labourer 
Balance due Quantity Amount Deductions, fines, etc. 

6 7 8 9 10 1'1 



Abstract of work done Details or payment 
Initial of Ollk<r Actual cost Remarks 

As per Schedule Schedule cost as per Signature or Ollicer· Date Amount 
muster in..:harac 

Rate per 

12 13 14 15 16 17 I 19 
----

Total •••... 

Amount fm words) .........•....•............. , ............ , ............. , •••• 

Ocrtified that lhe above labourers were actually employed in the interest of the Council .o the days mentioned and their pay entered in the muster-roll was paid in my presence. 

Signatute .............................. . -Desisnation • • • • • • • • . . • . . • . . • . . . . . . . . . . . g: 
Data ••••.•••....•••.....•.. . 19 • 

Pay J.J. 0 o 0 0 0 0 o o 0 0 I to 0 0 o 0 0 0 o o o o 0 0 0 

Date ••••••••••••••••..•••..• 19 . 

llxaminod 
Pay by Cheque No. .................. , ....•••..• , •• . • • . . • . .... , . , ......•.... ; •.... , , .....•• , ..... . dated ........... , , , ..... , .............. . 

............. A .. ~~t:···· ... ··············~Ob:·············· 



Date .................... 19 • 

Work on which employed M11kadams 
1·2S 

1 2. 3 

FORM13S 

[See rule 179(2)] 

................................. , ........ Municipal Council 

Morning Report of Ward Section No. 

Labourers on 

HlO 0·80 

4 s 6 7 8 

Carpenters Black smiths 

10 11 

Total number 
employed 

12 

Remarks 

13 

-$ 



Name of Work 

Agency by wbich work is executed 

Date of 
measurement 

1 

Particulars of work 

2 

Part I for Ordinary Measurement Books 

170 

FORM 136 

[See rule !80 (1)) 

• . • • .. • . • • . . . . . • . • Municipal Council 

Form of Measurement Book 

Details 
No. L. 

4 

B. 

s 
D. 

6 

Contents or Area Last measumnent 
page quantity 

3 

FORM 137 

[See rule 180 (S)) 

7 

••.•••••••.•.•••••.. Municipal Council 

Re/{Uter of Measuremenl Bookl 

8 

Serial No. of the Name of the penon Date of issue Date of return Year from the last day 
Book to whom issued of which period of 

presentation is to be 
completed 

I 2 3 4 s 

Remarks 

6 



Serial Name of Work Expenditure to end of Allotment for 
No. previous yco.r the year 

2 3 4 
-----

FORM 138 

[See rule 181] 

• • • .. .. • • • • • . . . • • • • • • . Municipal Council 

Register o/ Petty Work• 

Agency 
Orders doing 

Sanctioned sanctioning the work 
estimate the 

estimate 

s 6 7 

Orders Amount paid 
sanction .. 

ing the Number Amount 
agency and date 
Of COD• ofvou-

tract cher or 
bill 

8 9 10 

Rs. 

Nott.-(1) Incomplete works should be carried O\'er 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 should be attested by the Municipal Engineer or the Chief Officer/President. 

Total to Date of 
end of com pie- Remarks 

the cur- tion 
rent year 

II 12 13 

-~ ... 



Serial No. of estimate •••••••••••••.•••••••..• 

Allotmentlor tbe year Rs ...................... . 

Name of work ............................... . 

Head of account ............................. . 

Name of contractor Number and 
date of bill 

1 2 

Sub-head 

Quantity 

3 

Expenditure up to tbe end or tbe previous 
year. 

Total 

Amount 

4 

Rs. 

FORM 139 

[SU rulo 182(1)] 

....•••.•....• Municipal Council 

Register of Works (other than Pel/)' Works) 

Number and date of order sanctionins tbe estimate •••••••••••••••• 

Sub-head 

Quantity 

s 
Amount 

6 

Rs. 

Sub-head 

Quantity 

7 

Amount 

8 

Sub-head 

Quantity 

9 

Amount 

10 

Rs. 

Total 

11 

Rs. 

llemarks 

12 

-t::J 



Name of article ..................•••••• 

Receipts 

Balance 

Soruce from Voucher No. and 
Date which received date 

1 2 3 4 

FORM 140 

[See rule 183(3)] 

• • • . • .. • • • • • . • . • . . . . . . . . Municipal Council 

Stock Account of Road materia/19-19 

Number or 
quantity 

s 

Total 

6 

Date 

7 

Issues 

On what 
account 

8 

Number or 
quantity 

9 

Balance Remarks 

10 11 



Name of Article .••.•••.•••••• 

Date of Purchase Source from Number 
which of voucher 

received 

I 2 3 

Number or 
quantity 

purchased 

4 

FORM 141 

[See rule (184)] 

................ Municipal Council 

Tools 011d Plalll Register 

Value Date of write Authority 
off or sale for disposal 

s 6 7 

R.s. 

Number or rAmount Date of Initials of Remarks 
quanti! realised credit to Day . Authorised 
dispose Book 

J 
Olllcer 

8 9 10 11 12 

Rs. 



Serial No. 

I 

• 

Date of investment, i.e. purchase 
of security or the date of deposit 

etc. as tho case may be 

2 

FORM 142 

(See rule 187) 

•.•..•..•.•.•. MuniciPBl Council 

REoliTER op INYES'Ildn<l' INCLUDING DEPOSIT 

Particulars of invostmocts and in tho Amount 
case of Government securities, num-

ber and date of paper or fixed 
deposit Face value Purchase price 

3 4 s 

Rs • Rs •. 

Date or maturity 

6 

Amount of interest duo Initials of Chiof Officer Date of recovery and 
adjustments in accounts 

Amount credited to 
cash book 

Remarks as to final disposal 

9 10 11 12 13 

Amount of 
principal due 

7 

Due date of accrued 
interest 

8 

Initials of Chief Officer Remarks 

14 IS 

Notr.-Where any sum is withdrawn from investment or any Government promissory note is sold, the particulars of withdrawal or saJe as the case may be, should be noted in red ink across columna 
(I) to (3) of this regiitor and its face value deducted from tho total in oolumn (4) and the balaooo of tho investment worked. If no balaooo remains" accounts closed "shaD be written 
across lho pa110. -



Source from which the 
loan bas been raised 

1 

Number and date of 
order sanctioning tho 

loan 

2 

Initials of the Chief Officer 

9 

FORM 143 

(See rule 188(1)] 

............•••.....•••• Municipal Council 

Purpose for which 
loan was taken 

3 

Registor of LoaM 

Amount of loan 

4 

Payment 

Date Principal Interest Total 

10 11 12 13 

Rate of interest Date of receipt of 
loan 

s 6 

Balance Principal (after each 
payments) 

14 

No. of instalments in 
which repayable and 

whether yearly or half 
yearly 

7 

Initials of the Chief Officer 

IS 

Amount of each 
instalment 

8 

Remarks. 

16 

-.... 
"" 



FORM 144 

[See rule 188(2) ] 

........•••••••. Municipal Councll 

~Utlslero/Sinklng Funds/or Year 19 -19 

Amount of lo>n and rate of interest : 

Dltc of raising the Joan : 

Amount of Sin kine Fund instalment ar.d a rate of interest at which Sinkin& Fund dc\'elors : 

Previous b1lance 
Theon:tical value 

RECEIPTS 

Annual instal- Date of credit Total [Columna 
ment (I) and (2)] 

2 3 4 

Interest per oent at 
which sinking 
fund develops 

5 

Theoretical value on Previous Balance 
31st March 19 -----

(Columns 4 & S) Actual value at Face value 
cost 

6 7 8 

INVESTMENTS 

Purchased during the Year 

Value at Cost Faoe Value 

9 10 ----------------·------------------------------------
Rs. P. Rs. P. 

Date of investment 

JJ 

Rs. P. 

Total 

Value at cost [(columns (7) 
and (9)] 

12 

Rs. P. 

INVESTMENTS 

Face value !(Columns (8) 
and (10)] 

13 

Rs. P. 

Rs. p, Rs. P. Rs. P. Rs. P. Rs. P. 

-------------------1 

Present value of Sinking Fund. --------
Market values of Uninvested cash balance Total [(Col. (14) 

leCUrities mentioned in of sinking fund on 31st and (15)] 
column (13) on 31st March 19 

March 19 

14 16 

Rs. p, Rs. P. Rs. P. 

Differenre Remarks 
[columna (16) 
and (6)) plus or 

minus. 

17 18 

Rs. P. 



Month and date of 
reocipt 

Reference to Particulars 
voucher No. and 

date of the general 
C.asb book 

·2 3 

Amount 

4 

Rs. P. 

FORM 145 

[See rule 188 (3)] 

.............. Municipal Council 

Cash Book of the Sinking Fu~d for the )I<Dr 19 ·19 

J nilial< or the 
Authorised Officer 

s 

Date of 
payment 

6 

Voucher No. 
and date 

7 

Particulars Amount 

8 9 

Rs. P. 

Initials of the 
Authorisod Officer 

10 

Remarks 

II 

._, 
co 



Name of Debenture bolder : 

Addrosa: 

PurposeoiLoaa• 

Amount 01 Loan : 

----
~rial No. of Debenture 
No. 

2 

Amouot 

3 

Rs. P. 

·------------~----

Date of 
hsuo 

4 

FORM146 

LSes rule 188(4l] 

...•..•.•••• Muoidpal Council 

. Regbiter of Debentures 

------- ---------
Date of malurity J ntcrest due 

Amount Date Amount 

5 6 7 8 

Date nf mall;tity : 

Due ctatca of lnoerest • 

Date with 
inhials 

9 

Remarks 

10 

Signature of Chief 
Officer 

II ----------------------------------------------------
Rs. P. Rs. p 

/<. q.-lfthe debenture is trallSli:rr<J, or =h.:.!, a note shoui.J be kept in the" Remarks column". 



Month and date and 
nlmc of the party 

1 

Particulars of advance Voucher of receipt 
or deposit Number 

2 3 

Repayments or adjustments 

·:FORM 147 

[Ste ru1 .. 189 and 190 (1)] 

. . . • • . • • • . . . • • . . • . • . Municipal Council 

kgister of Adyanres Deposita for the ytar 19 -19 

Amount Montly 
Total April May 

4 5 6 7 

Rs. P. Rs. P. Rs. P. Rs. P. 

Total rereyments 
fort e year 

.. Qctp_be! November December _Jan'!_ary . _February_ .. March .. .. 
12 13 14 15 16 17 IS 

Rs. P. Rs. P. Rs. P. Rs. P. Rs. P. Rs. P. Rs. P. 

Repayments of adjustments 

June July August September 

8 9 10 11 

Rs. P. Rs. P. Rs. P. R<. P. 

-~ 

Date of repayment Balance remainins 
or number of unadjusted at 

voucher of the end of the Remarks 
· adjustment 

19 
year 
20 21 



181 

FORM 141 

(&lrula 191) 

•••••••••••••••.•••••.•. MUDicipal Coullcil 

lfltill" of Seewi~ lhiOIIII otltn ,,_ c.uh for IM10QI' 19 -11 

Serial No. and date of ordor 
No. und" whichdopolited 

Date of dtpolit Name and addrno 
of dcpolilot 

Purpoaa of deposit Number and detc 
of paper 

1 z 3 

Initials of chief No. and date of Date ofteiUIB 
O!llcor ord" oanctioni' orlapoe 

return of Japoo 
deposit 

I 9 10 

Serial Name or Period Order/Authority 
No. lf&Dt and cJesiptioD 

or the oanction· 
lnaauthoril)' 

1 3 4 

v 4546-24 

4 
' 6 

Sipatura of dcPG- Initials of 
sitor acltnowledJlnJ Chief 

...,.;pt or deposit Olliocr 

11 

FORM 149 

(Su rule 192) 

lflrilr.r of GrMIII 

Expenditure <to 
he operated 111 -ct CJf lf&Dia 
Ji"YU for I{>CCific 

purpooo) 
(Vouhcr numhen 

and data 
obould be 
quoted) 

6 . 

11 

7 

Balance at 
the clooo 

or the :rear 
13 

ltofUDCI 
ii&DJ 

I 

Amount 

7 

its. P. 

· Rcmarb 

14 

~-~ 

..,marb 

' 



: Designation 
of the post. 

I 

April 
S.L.O. 

10 

.Dale of birth 

22 

FORM ISO 

Paragraph4(2)ohection •B' of Aps-db 

Awtllt/l.,Utlr of PI,_IIIII/T•mp•rary &tahlislunelll o/tu 

May 

Sanctioned strength 

No.ofposts 
oanctioned. 

2 

June 

Scale of pay and 
allouanoes sanctioned 

to the post. 

3 

Record of pa,...ta made 

July August 
S. L.O, S. L. 0. S.L.O. S.L.O. 

11 12 13 

General Information 

Date of next increment 

23 

14 

Section/ DlpMtmeiii/S<Mm• 

Namea of persons appointed. 

Original 
incumbent 

4 

September 
S.I.. 0. 

IS 

Substitute. 

October 
s. I.. 0. 

16 

24 

SubstiiUic. 

6 

' November . 
S.L.O. 

l7 

Mwriclpo/ Council 

Fixed 

G.P.F. 

c.P .F. 

7 

December 
iS.L.O. 

18 

recoveries to be effected. 

Income Tax. Other deductions. 

8 9 

January February ; March 
S.L.O. S.I..O. S.L.O. -00 

21 
t.> 

19 20 

,. 

Leave and pension ' 
calrulations · 



Orden of Competent Authority. 

Year and month 

19 ·19 

April. 

May. 

June. 

July. 

August. 

September. 

October. 

Novan .... 

December. 

January. 

February. 

March. 

V 4S46-24o 

- . -. --· . 

183 

FORM lSI 

(Paragraph 16(a):or Section • B ' of Appendix) 

•••• -....... • ••• Municipal Council 

&1isllr of Periodical Cluur,u 

Mllior Head: 

Minor Head: 

Sub-Head: 

Nature of Charge. Sanctioned amount ; and 
period of aanct.ioD. · 

Voucher No. Amount Remarks 

. --- --·- -- . ---· -· -~ - .. 



• • • • • • • • • • • • • • • • Mlllfidltl/ ColllfCil. 

Loft-band p&IO. 

To whom paid 

Detailed Hcada 

Sub-divisions of Description 
detailed beada 

184 

PORM 152 

[Paraanp& 16(11) of section B of ApJIIOdix] 

Cotn'INo!Nl' AUDir RaoJn'll 

Number of Sub-Voucher and 
Co11tiaceat Abotlac:t 

Amount 

R.I. 

Total of each 
Contin-I 
a boll¥! 

• 
T•r 19 ·19 

I:lct&iled Heada of Budaet 

Sub-dMsions of detailed bsda as may be co11vcnient. If the 
appropriations be not ordinarily aUotted among the Sub-divisiom 
of a detailed bead, they should be linked by a tmco and the 
amount placed below. Each of the spaces lq)~ll a money 
oolumn. 

Total of eac& Date of biU Date of admis· Remarks. 
month '1 biU aion with ini· 

tials 

-------------------------------------· 



I 2 , 4 

FORMJU3 

[l'uaii'&PII 2S(a)ofM«<o11Bor App.dlttJ 

AUDIT bcJmn Of ,_ON 

' ' ' • 

Penonal ltell"-"" 
marbof 
pc~~lioDor 

9 JO 

J)otoofpaJIIIIIIIC 
ot J110Dih17 

peuloo 

Jl -------------------------------------------------------

·-------------------------------~~--~~--~~ N.,-.-Se!Jara .. hi' Nt' _. ,..._ U.OUI4 be oponed. --------



186 

PORM 154 

[Pampaph 26 (a) or section B or Appendix] 

klirt•r of Prnsion Payme11t Order• on ••••••••••••.••• 

Number or pension payment erdtr 

1 

N&m~~ or Pcnaionor 

l 

Monthly &DIOUIIt 

3 

lb. 

Romarks 

4 

------------------



l 
l 
1 

Serial 
No. 

1 

t 

~Heed: 

Minor Head: 

Orders of sanc:tioo· 
ina authority 

1 

Name of Payee Plac:e of 
Payment 

Amount 

3 4 5 

Jls. 

POllM ISS 

(Paracraph 27 of section B of Appcodi.l:) 

Gratuity RtZister 

Initials of Auditor 
lncideoc:e of 

Cbarsc 

6 7 

Payment Initials of Auditor Remarks 

Date Voucher No. 

• !) 10 11 

By order and io the name of the Govcmor ot Mabarashlra, 

S. G. SURADKAR, 
Secretary to Government. 

-00 .... 


