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The instructions relating to the organisation, administration
and control of the Indian Audit Department as an administrative
unit have hitherto betn scattered in several codes issued by the
Auditor General whi#® some instructions issued in the form of
circulays have not been in¢luded in any code or manual. The
Auditor General’s Audit and Account Codes serve as books of
referefice on audit and accounts matters not only for the staff of
the Indian Audit Department but also for the Central and Pro-
“vingial Governments and their subordinate offices. The inclusion
in gueh ¢ndes of rules and instruetions pertaining to the organisa-
tion #nd internal administration and control of the Indian Audit
Department is neither suitable nor convenient : and these rules
and Instructions have now been brought together in this mannal
advantage being thus taken of the opportunity afforded by the
revision of the Auditor General’s codes to adapt them to the con-
stitutional changes introduced by the Government of India Act,
1985.¢ The rules and instructions themselves have been revised and
brought up to date.

For the sake of convenience of reference, the administrative
and, financial powers of the Auditor General and the financial
pqwers of Accountants General have been set out in this Manual
and as-these are based on the rules in the Book of Financial Powers
and other rules and orders issned by the Central Government from
time to time, reference shonld be made in all cases of doubt to the

“Original rules and orders themselves ; the relevant rules and

instructioig in this manual should not be regarded as possessing
any authority superior to that of the original rules and orders.
Subject to this reservation, the rules and instructions in this Mannal
supersede all other rélevant rules and orders on matters dealt
with in it.

E. BURDON,

Auditor General of India.
New Dsrar ;

The 20th April 193s.
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MANUAL OF STANDING ORDERS.

CHAPTER I—ORGARNISATION AND CONTROL OF THE INDIAN
. AUDIT DEPARTMENT.

Aauditor General of India.
L]
o 1. The Auditor General of India is the administrative head
< of.the Indian Audit Department and is appointed under Section 166 (1)~

of ti® Government of India Act, 1935. His conditions of service are
regulated under Section 166 (2), and his powers and duties determined
under Sections 166 (3), 168, 170 (5) and 171 of the Act and the Govern-
ment of India (Audit and Accounts) Order, 1936. He discharges his
statutory responsibilities through the ageney of the Indian Audit Depart-
ment. -

Rl

o 2 The financial powers of the Auditor General are defined in the
rules.made by the Central Government and given in the Book of Finanecial
Powers issued by them. They as well as the Auditor General’s executive
powers are given in Chapter X of this Manual.

» 3. The Auditor General has a Deputy who funetions, in genera!, at
Cavief of staff and. except in the case of reports on accounts submitted fo
the Legislatures, has, authority to deputize for the Aunditor General in any
e matter and to any extent as may be mutually determined from time to time
: between the Auditor General and himsglf. The Deputy Auditor Gereral
of India is, in particular, responsible for the efficient working of the office
‘ of the Additor General and, subject to the Auditor General’s oeneral
control, issues orders from the office of the Auditor General in the nume
L‘ of the Auditor General.
L]

4. The Deputy Auditor General is assisted in the administration of
the office of the Auditor General by the Assistant Auditor General (Per-
sonnel) who functions as the executive head of the current administration
of the Auditor General’s office. The Assistant Auditor General (Personnel)
is in direet charge of matters relating to the Gazetted Personnel and
Budgeting of the Indian Audit Department, the Subordinate Aceounts
Service Examination and such other general matters as may be determined
by the Deputy Auditor General with the coneurrence of the Anditor General.

3 5. All references on audit and accounts and the classifieation of
receipts and charges, should be addressed to the Auditor General. Matters
affecting the administration of the Audit Department should also invariably
be taken up with the Auditor General irrespective of the authority com-
petent to pass final orders on them.

® 6. Demi-official letters on all important, including personal, matters
" should be addressed to the Deputy Aunditor General unless circumstances e
3 indicate that they should be addressed to the Auditor General himself,

L]



2

7-9] ORGANISATION “AND CONTROL OF THE INDIAN Aupit [CHap. T
DEPARTMENT.

Such demi-official letters should be shown to the head of the office when
the.writer is not himself the head of the office. Replies are sent ordi-
narily through the head of the office. : i

Organisation of the Indian Audit Dopa.rtaﬁent.

7. The Indian Audit Department is divided into four classes of
offices, namely, the Civil and Posts and Telegraphs Audit Offices apd the
Railway and Defence Services Test Audit Offices. Each Audit Office is
under the immediate control of a senior officer of the Department called
the Accountant General or Director of Audit as the case may be. The

»Uivil and Posts and Telegraphs aundit offices are both audit and accounts
offices while the Railway and Defence Services Test audit offices deaP only
with the audit of the accounts of the respective departments that are
maintained by accounts offices not under the control of the Auditor
General. A short account of the organisation, functions, ete., of the Civil
Audit offices is given in paragraphs 8 to 15 and details will be found
in the local manuals. Similar information about other audit offices will
be found in the respective Branch Manuals.

Civil Audit Offices.

8. Names of offices—The Civil Audit Offices at present are as
below — .

(1) Office of the Accountant General, Cehtral Revenues. |
(2) Office of the Accountant General, Madra.s. .
(3) Office of the Accountaht General, Bombay. .
(4) Office of the Accountant General, Bengal. ’
(5) Office of the Accountant General, United Provinces.

(6) Office of the Aceountant General, Punjab.

(7) Office of the Accountant General, Bihar.

(8) Office of the Accountant General, (Central Provinces.
(9) Office of the Comptroller, Assam.

(10) Office of the Comptroller, Sind. .

{11) Office of the Comptroller, Orissa.
(12) Office of the Comptroller, North-West Frontier Province.

(13) dﬁce of the Audit Officer, Indian Stores Department.

9. Head of the office—The head of the office is known as the Account-_
. ant General, except in Assam, Sind, Orissa and North-West Frontier Pro-
vince where he is known as the Comptroller. The head of the Audit Office, :
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Indian Stores Department, is a comparatively junior officer and is known as
¢ Audit Officer 7.

N.B—~The term ‘‘ Accountant General ’’ wherever it is used in this Manual
ghould be held to include the Comptrollers and the Aundit Officer, Indian Stores Depart-
ment. -

10. €omposition of the staff —The gazetted staff consists of members of
the Indjan Audit and Accounts Serviee and Assistant Accounts Officers.
The non-gazetted staff comsists of Senior Accountants on the All-India
List, members of the Subordinate Accounts Service, Divisional Accountants,
Clerfs (including Stenographers, Typists, Cashiers, ete.), and inferior
establishment.

1 Subdivisions of work.—A Civil Audit Office is divided into
departments or sections and a typieal sectional organisation is as follows :—

(1) General or Routine.

(2) Departmental Audit Sections.
*  *(3) Gazetted Audit.

(4) Pension Audit.
. (b) Works Audit.

®  (6) Forest Audit. *
(7) Deposit.

. (8) Provident Fund. 14
(9) .Book.
(10) Acecount Current.
(11) Appropriation. Audit.
(12) Budget.
(13) Higher Audit.

The actual sectional organisation of an office is deseribed in the Incal
manual.

12. Distribution of work among the gazetted staff—The Accountant
General is generally responsible for the whole work of the office and, in
particular, for the efficient administration of the establishment of his office.
He is-also in direet charge of the Budget Seetion and the Sections exercising
higher audit and appropriation audit functions.

13. The seale of gazetted officers for each office has been fixed by
Government or the Auditor General as the case may be and, subject to the

- instruetions in the following paragraphs, the distribution of work among

them is left generally to the diseretion of the Accountant General.
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14 In the larger offices two officers are placed in supervisory
charge of different portions of the office, and are named the Senior and the
Junior Deputy Accountant General, respectively. They are posted as such
by the Auditor General. Subject to the instruetioms in paragraph 15 below ‘
the Accountant General may determine the actuawcharges of his deputies.
In smaller offices there is only one deputy. In offices where there are posts
designated as Examiners (Outside Audit or Local Audit Department) the
Auditor General makes the postings of individual officers to thes posfs.
The other officers in an office are designated either Assistant Aceountants
General (if belonging to the Indian Audit and Accounts Service) or.
Assistant Accounts Officers. .

" 10. Except in the case of the smaller offices where it may ot be

possible or necessary, the Accountant General should aim (a) at making the

Deputy or one of the Deputies responsible for the ordinary routine
administration of the office so as to relieve himself as far as possible of the

details of office administration, (b) at placing all audit work under the

general control of the Deputy or Deputies, and (¢) at releasing the Deputy '
or Deputies as far as possible from supervision of the detailed work of ‘
individual audit sections so as to afford time for the general contro® meén-

tioned in (b) above.

Inspection Accountants.

16. The inspection of the Civil and Posts and Telegraphs Audit
Offices is conducted by a staff of Inspection Accountants appointed by the
Auditor General. The audit offices have been distribiited for this purpose e
over four Circles, namely, the Northern, Eastern, Southern, and Posts and
Telegraphs Cireles with an Accoulitant in each, and a normal period has

been fixed by the Auditor General for the inspeetion of each dffice. The .
Railway and Defence Services Test Audit offices are not subjected to any
inspection by this inspecting staff of the Auditor General. e

17. The Inspection Accountants form part *of the establishment of .".
the Auditor General’s office but for purposes of administration and dis-
cipline they are nnder the control of the Accountant General whose office
is being inspeeted for the time being. They are recrunifed mainly from
loeal Andit Offices, draw pay in their parent scales and a special pay of
Rs. 100 per mensem and hold the temporary posts specially created for
them ordinarilv for a period of 3 years.

18. The tour programmes of the Inspeetion Accountants are

arranged by the Aunditor General and due notice is given to each office .

before its inspection i« commenced. No Inspection Accountant is entrust-

ed with the inspection of his parent office. It is the Auditor General’s -

intention that the Imspection Aceountant should be regarded as an inde-

pendent agency placed at the disposal of the Aecountant General to enable a

him to satisfv himself that his responsibility for the efficient working of P

his office is being fullv and econsistently discharged. The work of the-
. Imspection Aceountant is in all cases in addition to and uneonnected with

the work done by any internal test audit staff of the office.
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s

19. Bach audit office is inspected annually and the Inspection
Aceountant works under the personal direction of the Aceountant_(}eneral
whose office is inspected. The Inspection Accountant is required to
follow generally the standard inspection programme which gives the
items of work in the sevgral sections of an office inspected. The Account-
ant General is required during the interval between two visits to keep
notes of* other points which in his opinion should be referred to the
Ifspection Accountant for special examination. The Inspection Aceount-
ant may consider it advisable, as a result of what he has seen in other
offices or it the office which he is inspecting at the moment, to look into
certgin other points not covered by these notes or the general instrue-
tions and the Accountant General should not withhold his consent with-
ont cofisulting the Auditor General.

20. An Inspection Accountant should not write a formal inspection
report or present results en masse in any form. The Accountant General
should, however, make to the Auditor General at the end of the inspec-
tion a short report describing generally the results of the Accountant’s
investization and mentioning any important discovery which the Account-
ant ntikes, and stating specifically whether the inspection has been
carried out in accordance with his wishes and whether he considers the
work of the Aceountani to have been useful.

,21. Inspection Accountants are permitted to make references to the

ce of the Auditor General to obtain any information or advice they
may dgem necessary. Such references should, however, always be addres-
sed throngh the Accountant General whose office is inspected.

22. Copies of all orders issued by, the Central Government or the
Auditor General on audit and accounts subjects with which Inspection
Accountants are likely to be concerned are supplied to them by the
Auditor General’s office throngh the Accountant General under whom
they are working and they are required to keep regular files of all such
orders and hand them oyer to their successors when changes take place.

General instructions on administrative and other matters,
23. General—An Accountant General may not

(1) without the prior sunction of the Auditor General, reverse
any deliberate orders of an important nature passed by any
officer who preceded him in his office ;

(2) issue any important notice to the public through Treasury
Officers or otherwise unless it has been approved by the
Auditor General ;

(%) forward an application for sanetion for expenditure except
in respect of the items relating to the administration of his
office, or for relaxation of leave or pension rules (such an
applieation should be returned for snbmission to the proper
executive authority) ;



23-25] ORGANISATION AND CONTROL OF THE INDIAN AUDIT |CaAP. 1.
DEPARTMENT,

(4) propose increases in departments other than his own exeept - ‘
when his advice is sought ;

-

(5) on any account join in protesting against any refrenchment
or economy which a competent autﬂ.ority may order ; .

(6) suggest expedients for the evasion of the natural operation
of a rule when reporting on claims to pension or aflowances
of any kind, his duty being merely to report howea clalm

is affected by the rules ; .
[ ]

(7) advise upon any questions relating to pensionary elaimg ex-
cept in accordance with general or special orders regulat-
ing the occasions on which he may give such advice ; @

(8) issue orders stopping the payment of establishment or con- .
tingent bills of an office to obtain compliance with orders, -
except in extreme cases when so required by specific formal ‘
direction of the Central or Provincial Government as the -

case may be ; or
gk -

(9) without the sanction of the Auditor General demand the sub-
mission to an accounts and audit office of a new account
return and if the new account return is to be made by an
officer not under the control of the Auditor General, ,the
Provineial or Central authorities concerned should first Jbe
consulted and the result of the consultation made known to
the Aunditor General. 5 .

24. Reports on failures of Audit—The Civil Accountant Geneigl
should submit to the Auditor General a separate report of every serious -
case of failure of audit as soon as it comes to light, irrespective of any
report which may be required for other purposes. The report should
explain the manner in which the failure oceurred, and mention the names ~d
of the persons responsible and the disciplinary action taken or recom- - ‘
mended. Similar reports should be sent by the Accountant General,
Posts and Telegraphs, once a quarter, selected from the cases reported
te him by his subordinate officers. :

25. Special responsibility for cash—An Accountant General is speecial-
ly responsible for secing that there is adequate comtrol over the section
of his office which handles cash. The fact that the Cashier (or other
subordinate who handles cash) has given seeurity or executed a bond does
not reduce his speeial responsibility for ensuring that an effective system
of control over the custody. disbursement and accounting of cash exists
and functions. There should be a continuous review of the arrange-
ments for the expeditions disbursement of money, for the custody there-
of, and for the prompt and correct disposal of undisbursed balances and
of sums otherwise payable into the treasury. There should also be ade- -
quate reconciliation, preferably without previous notice, of cash balances

* with the accounts outstanding against the ecustodians of the balances. .
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. " The Aeccountant General should at irregular intervals satisfy himself
that the system of supervision as preseribed in authorised codes or special
orders ise observed properly and should remedy speedily the defects

b noticed, if any. .

-

Where the system of cheque payment by Audit Offices is in vogue,
the gazttted officer entrusted with the duty of signing the cheques is
réquired at the close of each day himself to check the register of cheques
drawn with the cheques on hand to see that no more cheque forms have

.been remdved than are accounted for by proper entries in the register
of e¢heques drawn. The Accountant General is responsible for seeing
that this stock-taking of cheque forms is on no aecount postponed or
negle®ed.

26. Control over staie of work and report on arrears—Each section
or department of the office should maintain a calendar showing the due
and actual dates of (i) the despateh of returns due from the section,
and (#2) the submission to Gazetted Officers of all accounts, objection

- statements, registers, ete. This calendar should be submitted once a
week *o the Gazetted Officer in charge for review and the result of the
review should be placed on record.

27. A register or list of returns with due dates should be kept in
every office for permanent record and reference. It should have columns
f?r the twelve months of the year, and the number of days before or
after the due date should be entered against each return at the time of

« its despatch. .

. 28. The calendars and registers om lists of returns maintained under
paragraphs 26 and 27 should be submitted to the Accountant General for
review on the 5th of the following month, with the certificate preseribed
in note 2 below this paragraph signed by the Gazetted Officer in charge
. for each section. The certificate should cover all kinds of work includ-
. ‘e ing correspondence, an® mention specially the progress of the Gazetted
Officers’ review of audit. It should also mention the number of unpaid

pre-audit bills which are more than a week old.

Nore 1.—Items of work for the disposal of which no period is preseribed in any
rule or order should be treated as in arrears if the relevant account return or other
document has been in the office for more than three weeks,

s Nore 2.—The certificate mentioned in this paragraph should be in the following
orm :—

I certify to the best of my knowledge and belief that with the exception of
the arrears detailed and explained in the attached statement the work

is up to date.
29, The Accountant General is responsible for making special re-
- ports to the Auditor General of any serious arrears in work even if
« he is confident of overtaking it rapidly with his normal staff.
. L
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30. Audit of expenditure of the Audit Offices—AIll classes of
expenditure including advances, of each audit office should be subjected
to audit by an independent ageney, as indicated below :— .

(a) All bills pertaining to Gazetted Offtcers attached to Audit
Offices should after payment be suBMmitted for audif to the
Accountant General, Central Revenues. The bills of the
Gazetted Officers attached to the office of the Acé'ountar.lt
General, Central Revenues, including the Acceuntant
General himself should, however,®be sent for audit to the
Accountant General, Posts and Telegraphs.

(b) 'The distribution of the audit of all bills pertaining to “the

= non-gazetted establishment including Senior Accoumtants

of the All-India List and Divisional Accountants, whether

attached to Divisions or employed in the main office, and

contingent bills, is shown in the Annexure to this Chapter.

The bills relating to pay and allowances of the Superin-

tendents of the Customs Revenue Audit Branch including

those of the Customs Superintendent attached to the office

of the Accountant Gleneral, Central Revenues, should,®hot-

ever, be post-audited by the Acecountant General, Central
Revenues, :

Nore 1—The bills mentioned in this paragraph include bills of the Outside and
Local Audit Departments except where the latter is under the administrative contro] of
the Provineial Government, =

Nore 2—In the case of advances from the Genersl Provident Fund grapted to
non-gazetted Government servants of the Indian Audit Departsent, and to officiating
Agsistant Accounts Officers whose General Provident Fund aecounts are mot rinin-
tained by the Accountant General, Ceniral Revenues, a copy of the sanction together
with a statement of the reasons for wileh and a reference to the rule under which
the advanee has been sanctioned, should be communicated for audit to the gudit officer
responsible for the audit of the establishment pay bills of the office concerned. The
bill in which the advance is drawn need not, however, be sent for audit.

Nore 3.—Bills relating to the payment of gratuity under the Civil Service Regula-
tions and under the Sfate Railway Provident Fund and fratuity Rules need not he
submitted to the audit officer who audits the pay of the staff as such elaims are certified
by him before the anment is made. They should be audited by the audit officer in
whose jurisdietion the payment oceurs.

Nore 4—A1l arrear bills relating to claims more than six mionths old should bhe
pre-audited.

Nore 5—In order to ensure that all bills are sent for andit as preseribed, the office
to which the bills pertain should furnish to its audit officer every month a ecertificate in
the following form :—

Certified that a total sum of Rs.............. has been booked in the accounts of my
aiiee for they Mokl oF R S i e s o R T e e VAR A Ly % vve v e v e on account of
pay
travelling allowance officers § my office
i of e iy fhe office of  and that vouchers to the amount
ete.
are sent herewith
O B . o ooslminpepavienainss have been sent with my 166ter Now. o .1 0020000 of the

® Vonchers for the balance of Rs. . .........cooo... will be sent shortly.
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Ezplanation—(i) In cases where the charges relating to an accounts and audit
office are not booked in that office but in some other aceounts and aundit office, the
certificate should be furnished by the latter,

(it) The details of the ewpenditure working up to the total amount mentioned in
the certificate should be notedgat the foot of the certificate as shown below :—

Pay®of officed.......c..
L]

L
Travelling allowance of dfficers.......... casens
.
JFay of esablishment..............

Teuvelling allowance of establishment. .. .. cenans

-

Contingeneies................ & u e N T Rtat s o

31. The Accountant General should arrange for a periodical review
of the @udit performed under paragraph 30.

32. Transfer of charge—When an Aceountant General is being relieved
sither permanently or temporarily of the charge of his office he will draw
up a memorandum setting out briefly the results of his special knowledge
and ®xperience of the office for the information of his suceessor. He will
expYain anier alia in what *respects the working of any of ihe sections of
his offie is defective er in arrears, the state of the codes and manuals for
the upiceep of whieh he is responsible, and point out serious irrezularities,
if any, relating to the offices rendering aceounts to him and draw the ntten-
tion of the gelieving officer to important pending cases that might require
special serutiny. He will give this memorandum to the relieving officer
and send « copy of it simultaneously to the Auditor Genera;

33. A relieved Accoumtant General should also have the register of
keys, valuables, seeret documents, ete., checked by his relieving officer,
hand over keys, efe., to the relieving officer, get his acknowledgment on
the register itself and report the faet to the Auditor General. This report
should be countersigned by the relieving officer.

34. The relieving officer should make a preliminary esxamination of
the memorandum given to him in accordance with paragraph 32 and
within 3 months satisfy himself that he is fully apprised of all ‘hat con-
cerns the effective and efficient administration of his office, and make a
special report to the Auditor General of any defects or points of impertance
noticed by him.

35. List of holidays—The Accountant General should submit on or
before 22nd December each year a list of gazetted and local holidays other
than Sundays on which his office will remain whelly closed during the

Jensuing calendar year.
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ANNEXURE.

(Referred to in paragraph 30.)

Statement showing the distribution of audit of the bills_pertaining to the non-gazetted
establishments and of the contingenf bills of each’accounts and audit office.
-

Name of the office o which the

5%:.‘1:1 Name of the office of whiezh the bills will be andited. bills will bg aydited. *
L]
A ——
’ -
Adminisirative offices. -
1 Auditor General = e = .. Accountant General, .Conm.l '
. Revenues.
Civil accounts and audil offices. ‘
2 Accountant General, Central Revenues .. .. Accountant General, Punjab.
3 . Accountant General, Bengal o s .. Accountant General, Central.
Provinoces,
4 Accountant General, Central Provinces .. .. Accountant General, Bihas®
5 Accountant General, Bibar = .. Accountant General, Bengal.
6 Comptmllef, Qrigsa e i =% .. Accountant General, Bengal.
7 Accountant General, Punjab L£E e .. Accountant General, United
Provinces. s
8 Accountant General, United Provinces: .. *. Comptroller, North-West Tréntier .
Provinee. £
9 Accountant General, Madras .. .. .. Accountant General, Bombay. *
10 Accountant General, Bombay * . Accountant General, Madras,
11 Comptroller, Assam .. o oe .. Accountant General, Madras. .
12 Audit Officer, Indian Stores Department .. .. Acconntant (leneral, Central .-
= Eevenues.
13 Comptroller, Sind - 2 = ..oAccountant General, Punjab.  .° .
14 Comptroller, North-West Frontier Province .. Accountant General, Punjab. *
15 Accountant General, Posts and Telegraphs .. Accountant General, Central

Deputy Accountant General, Posts and Telegraphs,
Caleutta.

Aceounts Officer, Telegraph Check Office, Calcutta

Deputy Accountant General, Posts and Telegraphs,
Nagpur. s 5 .

Deputy Accountant General, Posts and Telegraphs, ..
Madras.

« Deputy Accountant General, Posts and Telegraphs,
Delhi.

Director of Railway Audit

Director of Audit, Defence Services 3

Revenues.

Accountant General, Bihar.

Comptroller, Assam. s
Acconntant CGeneral, Central
Provinces.

Accountant General, Madras.

Acconntant General, Central
Revenues.

Accounntant General,
Beyennes.

Central

. Accountant General, Central
* Revenues. .

p—
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CHAPTER II—OFFICE PROCEDURE.

% Office Manuals.

36.°A ‘“ Manual > of office procedure to regulate the internal
administration of an accounts and audit office is prepared by each
Accountant General. All® orders determining and affecting the day to
«day work®of his office and genera] matters of information useful to his
.staff in their daily work are ineorporated in it. Copies of the Manual
should be made available to each section of the audit office. -

87. Office Orders concerning matters eventually to be incorporated
in the manual mentioned in the preceding paragraph are issued by the
authority of the Accountant General and are altered, amended or deleted
by the sume authority.

38. Other “‘ local Manuals ’? colleeting important and useful orders
of loeal charvacter and general instruetions issned from ftime io titne by
A%colutants General for the guidanee of Treasury and Disbursing Offi-
cqrs should also be prepared and maintained, as required, in a handy and
u‘Fto»date form by each Accountant General.

. Supplies of copies of Manuals to the Auditor General.

39. The Accountant General is required to forward one copy of each
of the following pwblications to the Auditor General for his office
library :—

. (#) Manuals referred to in pardgraphs 36 and 38,

(w'@'). all rules issued in the form of codes, manuals or standing regu-
lations by the Departments of the Provincial Governwent.

. Correspondence.

40. The following instruetions are issued as a guide o officers of
the Indian Audit Department in dealing with official correspondence :—

(a) Letters relating to the sections and subjeects under the direct
supervision of a Gazetted Officer issne ordinavily over his
signature though they are stamped as emanating from the
Accountant General :

Provided ‘that no communiecation implying dissatisfaction or
censure, and no letter to Government, Provineial or
Central, or to the Auditor General, may ordinarily issue
from any accounts and audit office except over the signa-
ture of the Accountant General. The Accouritant Gen-
eral may however authorise Gazetted Officers under him
to sign communications of a routine nature to the Provin-
cial Government or the Auditor General.
L5AGO BN
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(b) In the absence of the Accountant General from headquarters,
his Deputy deputises for him in all matters relating to .

correspondence, subject to such internal arrangements as

may exist between the Accountant General and his Deputy

for keeping the former informed,of the substance of the .
correspondence so issued. -

(¢) Printed routine letters and documents on which no objeetion
is raised may be sent out by selected superintendénts on
behalf of the Gazetted Officers in charge of sectionm.

L]
(d) All letters to the Central or Provincial Governgent, the
Auditor General, or'the High Commissioner for India should*®
have the subject briefly stated at the top. References fo a o
2 higher authority for orders should be self-containede and
documented as far as possible, and the question for orders
accurately and concretely put. .

(e) Official letters addressed to an office should not bear the name
of its head on the cover, unless it is intended that the cover
should be opened by the head of the office personally. Con-
fidential papers should be placed in double covers, the inuer ‘
cover being marked ‘¢ confidential >’ and superseribed® with
the name only of the addressee, the outer cover being
addressed to him by his official designation without the addi-
tion of his name.

(f) The name as well as the official designation of the writer shohld
be given at the head of every letter addressed o the Qentr%.l
Government. .
Nore—All communieations addressed to the Auditor General, which will require to
be forwarded ultimately to the Central €Government or other aunthority (for examp].ej

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

Circular Letters.

41, 1t is the practice of the Auditor General to issue all instruetions * .
of a permanent character ag Code alterations while those that are of
transitory interest andlor require some immediate and specific action for
final disposal are issned in the form of ‘ cireular letters ’’. A similar
method should be adopted in the aceounts and audit offices.

Telegrams.

42. The general principles laid down by the Central Government for  *
the sending of °° State ” telegrams and for classing them as ‘* express *’
or “ ordinary ' should be followed.

Express Letters.

43 These are required to be treated as *‘ telegrams *? in the reeeiviﬁg .
.oﬁ‘ices and should therefore be used extensively in place of telegrams. ~
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The wordse ‘“ Very Urgent—Express Letter > should always be promi-
. | mently marked on the letters themselves if speedy attention is desired.
. Telephones.
. 44, The Auditor J-E}eneral is the final authority for sanctioning

telephone connections to the various offices and officers in the Indian Audit
Departmient, Accountants General outside Delhi who are on the trunk
system emust keep the Auditor General informed of their office and
residence telephone numbers as well as the office numbers which should
.be rung ud when they are on recess or away from the station. All tele-
phoaic communications for the Audifor General should be made to the
¢ Assistant Auditor General (Personnel) or, if really necessary, to the
Depuffy Auditor General.

. Legibility of Signatures,

45, The Anditor General attaches great importance to the signatures
of all officers and superintendents on letters, statements, accounts, certi-
' ﬁqateg or reports being eclearly legible, and if any person empowered to
sign such documents does not sign legibly he should be required by the
Accountant General to cultivate a formed and legible signature, and in all
cases the signature of the officer signing them should be typed below the
written signature.

® The Auditor Generalshas also ordered that the Accountant General
should *see that officegs who are entrusted with the duty of signing cheques
® have formed and legible signatures.
——

L]
Issue to other Accounts and Audit Officers of Authority for Payment,

46. In each accounts and audit office there should not ordinarily be
more than three Gazetted Officers who are empowered to issue authorities
for payment to other audit officers, whether in the form of letters, tele-
grams or enfacement on vouchers. Two of these may be the officers in
charge of the Gazetted Audit and Pension Departments and the third any
officer whom the Accountant General may select for miscellaneous payments.
Specimen signatures of these officers should be sent to all other audit
offices on a separate sheet of paper duly attested by the officer signing
the forwarding letter.

Every authority for payment should be stamped with a special seal
t  which should remain in the personal custody of the officer who signs it,

specimen impressions, duly attested, having been supplied to all aceounts
’ and andit offices.

Before acting on such authority for payment the sectional superin-
tendent should satisfy himself by comparison with the specimen signa-

. ture on record that the signature on it is genuine and that it bears the
« impression of the speecial seal of the office of issue. In the case of a
L5AGO B2

T,
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telegraphic authority the payment should not ordinarily bee made or ‘
authorised until the post copy of the telegram is received, any case of

special urgeney being specifically brought to notice for orders.

_Nore—The above arrangement applies mutatis mutandis to transaltions with
Railway Accounts Offices but not with the Military Accoutts Offices. [~
-

Supply of specimen signatures to Treasury Officers. ,

47. The specimen signatures of all officers serving in an Aeccounts
and Audit Office who are authorised to sign payment orders on bills and
vouchers or to issue leiters of authority for payments to he' made ate
treasuries should be supplied to all treasury officers within its awudit

® v -
eirele. 3

Amendment and Interpretation of Rules.

48. When an Accountant General notices in the course of his audit
duties, a rule in an authorised code whieh in his opinion, is defective and S
requires either an authoritative interpretation or a modification '

(#) he will in eases where the rule admits naturally of a Jefinlte
audit decision being given give the audit decision aceording
to the terms of the rule and then refer for the modification of
the rule which he considers essential,

(a) to the Provineial Government when the rule appears in gn

authorised code of the Provincidl Government and,is nﬂzo

a rule which can be amended by tift authority without
reference to the Auditor General ;

(b) to the Central Government when the rule appears in am
anthorised code of that Government or is a rul® in respect
of which the power of interpretation rests with that Gov-
ernment ; and

(¢) to the Auditor General in all other eases :

(i4) he will in all cases where the rule is really so ambiguous on
the point at issue as not to admit of a definite audit decision
or the expenditure involved is so large as to make it inex-
pedient to anticipate what might be considered a certain deei-
sion by competent authority, refer to the Audifor (Heneral
for advice : the reference should be framed in conecrete
terms the actual faets of the case giving rise to it being fully
deseribed. ¥

Manuals of Audit Instructions and Audit Rulings.

49. Aundit interpretations given by the Auditor General, whether
on his own authority or with the coneurrence of the Central Government, .
orders issued by the Secretary of State which the Auditor General thinks.
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should be %issued as Audit Instruetions and interpretations given by the
Central Government of the statutory rules, etec., are collected if important

and of a general nature, and are compiled by the Auditor General as the
Manual ef Audit Instructions.

_The Auditor Gener&l also publishes Audit Rulings which embody his
decisions affecting audit of expenditure.

Precedure for obtaining legal advice in cases concerning Provincial
* es.

L]

50. When a Provincial Aceountant General considers it necessary
to have a legal opinion on a case arising in his office but concerning Pro-,
vincisl finances, he should ordinarily ask the Provineial Finance Department
to obtain legal opinion for him. If in any case it seems for reasons of
urgency that the legal opinion should be taken direet, the Aeccountant
General may do so but should at the same time inform the Finanee Depart-
ment of what he is doing. This procedure is laid down to make it clear

that in all such cases the Provincial Government must bear the cost of the
legal.opiuion.
..

Production of official documents in a Court of Law.

51. When a Government servant is summoned by a Court to produce
official documents for the purpose of giving evidence the procedure laid
down in Annexure A should be followed. The Accountant General should
rarely produce offigial documents as evidence without consulting the
Auditor General.

. Form of statements, returns, ete.

52. No larger paper than foolseap should be used for preparing any
statement or return. In all statements submitted to Government, or to
the Auditor General the names of the different Governmwents must be
arranged in the order given below :—

Central (including Baluchistan Bihar. ;
and Delhi Provinees). Clentral Provinees.

Madras. Assam,

Bombay. North-West Frontier Province.

Bengal. Orissa.

United Provinees. Sind.

Punjab.

Every return should have clearly stated on it-its name at the to;_),
the Province or office of issue, and the period to which it refers. It is
not necessary to send with it a covering letter. A blank return should
have the woard “‘ bl ’? written conspicuously across it.
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63. The following forms intended for the use of Central and Pro-
vincial Government officers are printed at the Security Printing, India,
Nasik Road —

(1) Supply Bills.

(2) Remittance Transfer Receipts. 2

(8) Cheques for use in the— s
(a) Civil Pepartment. . i 3
(b) Public Works Department. '

(¢) Forest Department.

L]
(d) Non-Government Institutions, and Local Bodies which bank
with treasuries.

(e) Offices having personal ledger accounts with treasuries.
(f) Pre-audit Department of a Civil Aundit Office.
(4) Tehsildari Cheques. e =

Exceptions,—Cheque forms intended for the use of the officers of the Governments
of Bombay, the United Provinees and Assam and of the Non-Government Institutions
and Loeal Bodies banking with those Governments, are printed by the respective
Governments locally ; those required by Non-Government Institutions and Local Bodies
in Madras are printed at the Government Press, Madras. 3

54. The Issue Officers of the Reserve Bank of India in each, cir(ﬁe
supply Treasury Officers with the requisite quantity of Supply Bill forms.
The remaining forms printed at the Security Printing (see paragraph 53)
are supplied to Treasury Officers %y Accountants General who will suhe
mit to the Deputy Controller of Stamps, Central Stamp Store, Nesik Road,
Great Indian Peninsula Railway, separate annual indents in form No. 1
for forms required for the use of Officers under, and Non-Government
Institutions and Local Bodies banking with, (1) the Central Government
and (2) the Provineial Government. The indent for (1) should reach the
Deputy Controller of Stamps not later than the first week of January
each_year and should cover the requirements for the twelve months from
1st April to 31st March, while that for (2) should reach him not later than
the first week of April each year and should cover the requirements for the
twelve months from 1st July to 30th June.

Nore—Provincial Personal Ledger Account and Proyineial non-Government

institution cheque books required for use by the officers of the Government of Bengal
are indented for and stocked by the Press and Forms Manager, Bengal

55. Forms of cheques, remittance transfer reeeipts and supply bills
should be bound in books with counterfoils, separately for forms of each
kind. ¥aeh bhook should bear a number which should be repeated upon
each form contained in it, together with the conseeutive number of the
form. On the cover of the book there should be an order to keep it under

, Jock and key in the personal custody of the drawing officer.
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56. Tt stock of forms of cheques and remittance transfer receipts
required for issue to treasuries must be stored in strong cupboards or
boxes of sufficient breadth, secured with good locks of which the keys
should be kept by a Gazetted Officer. A Stock Book should be maintained
and each kind of form should be shown separately in it and stored sepa-
rately in the store cupbeard or box, and also arranged in such a manner
that a later serial number may mever be issued before an eariler one. An
account® of issues should also be maintained and the stock book should,
oh eache occasion of issue, be brought to the Gazetted Officer for initials at
“the same time as the invodee is brought for signature. The Gazetted Offi-
.cer shoul® obtain proper acknowledgments for all issues. Stock should
be gaken at least once a year and the fact noted in the Stock Book over
the si.gnature of the stock taking officer.

Standard Forms,

_ b7. Certain forms have been standardised for printing for use in
Civil Aceounts and Audit Offices. These are obtained in accordance with
instructions issued by the Controller of Printing and Stationery from the
Manager of the Forms Press, 166, Dhurrumtollah Street, Caleutta. Other
ferm® are printed as special forms.

58. All suggestions for the standardisation or printing of new forms
as special forms and for the alteration or cancellation of existing
standardised or speeial forms, should be made to the Auditor General in the
first instance. If the proposal is for the standardisation or printing of a
p®w form as a special form, the anticipated annual consumption should
also bt mentioned. |

59. The Book of Account Forms contains samples of all forms not
included in any preseribed code, the prhting of which centrally for use by
officers subordinate to the Central Government has been authorised. The
varions Audit and Account Codes indicate which of the forms mentioned
therein have been standardised and which can be printed as special forms.
Other forms the printing of which has been authorised as speeial forms for
use in individual Accounts and Audit Offices and which are not of gen-
eral application in all Civil Audit Offices, shonld be shown in the local
office manual. This class of local forms is indicated by the letters per-
taining to the particular series to which they relate as numerators and
the letter or letters indicative of the office in which they are to he nused
as denominators. The letter or letters to be used by different Accounts
and Audit Offices are shown below :—

Office. Abbreviations
Aeconntant General, Central Revenues 3 7. = C. R.
Deo. Madras <l 5 .o o M.
Do. Bombay .e o v Bom,
Do. Bengal iy o3 A B.
Do. United Provinces
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Office. Abbreviations.
Accountant General,  Punjab 33 A e 5 5 L
Do. : Bihar Cr 5% =) 4 Bih. =
Do. Central Proyinces . (o) .
Comptroller, Assam 1 2 W e ¥ A,
Do.  North-West Frontier Province W, °

Do.  Orissa : 0
Do. Sind 5 o'y e e . 8. >
Audit Officer, Indian Stores Department I

Thus the number of form No, 8.Y.-I printed for use in the office of

the Accountant General, Central Revenues, will be E R. 1. The num-

ber of this form to be used in the office of the Accountant General,
Punjab, will be 1. Similarly the number of G.P.F.-19 to be .
G.P. F G BT

used in these two offices will be ~gg——19 and ——p— 19., v

Submission of applications for additional establishment.

60. A demand for additional establishment made to the Auditor
General must be supported by statisties of work, the unit adopted® in
each case being clearly specified. The following are some of the chec!:s
prescribed to secure the accuracy of the statisties :»

(i) The statisties should be thoroughly and carefully checked by
the superintendent 6f the section concerned and reviewed
by the gazetted officer in charge who should satisfy him-
self that the statisties submitted are prima facie correet.

(12) The statistics should bear the lmtmls of both the preparer S
and the examiner. =

Library and Records.

61. The following are general instructions for the care of the office
library :—

(1) The library should be small but efficient, up-to-date, and ser-
viceable for the purpose for which the office exlsts

(2) No book should be issued from the library without a formal
requisition from a person not below the rank of the superin-
tendent of a section who will be held personally responsible
for its return in good condition.

(3) Books supplied to sections should be returned prompﬂy, reten- .

tion for a period exceeding two months requiring the written
o sanction of the gazetted officer in charge of the section.
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(4) In the first week of each month a reminder should be sent to
each section showing the names of the books supplied more
than one month before but not returned.

L]

(5) A verification of the books in stock in the library should be
carried outeannually by a superintendent selected for the
purpose. The Officer in Charge should visit the library at

£ intervals and see that the books are properly arranged and

5 . cared for.

(6)s A library catalogue should be maintained.

«62. Every officer, upon receiving charge of a post to which the
care of the office library is attached, must satisfy himself as to the state
of th® library. Unless he reports specially to the contrary it will be*
assumed that he received the library in good order. This applies to a
relieving librarian as well,

Filing of papers.

e 08 Classified ‘ guard files ’’ containing copies of important orders
should be maintained in each office for consultation by all gazetted offi-
eers and subordinates. It may be useful for the Accountant General to
conduct a periodical review of these files.

* 4. The work of filing papers, vouchers and accounts must receive
tfle most careful attention. Prompt and methodical performance of this
duty affects very greatly the smooth and efficient working of an office.
Tt is one of the functions of the Accountant General to see that a proper
gystem of filing exists and that it is weprked as devised under responsible
supervisiop. The following general instruetions ghould be observed —

(1) Records should be weeded and destroyed (see Chapter XI) at
regular intervals and not allowed to accumulate.

(2) No paper sholuld be filed without an order of the superintendent
of the section. :

(3) Vouchers and accounts should be filed according to their nature
and year.

(4) Files should be maintained according to subjects, general orders
always being kept separately from correspondence relating to
individual cases governed by those orders. General orders
should be filed in a compact file containing all current orders
on a particular subject even if they are issued in different
years. An index of the general files should be kept in each
section eoncerned.

(5) Current files and papers kept in sections should be neatly
arranged, properly indexed and divided into groups such as
urgent, current, pending, ete.

L s e T e i
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(6) Records which are not constantly required for refemence should
not be kept in the sections but sent to the Record Roomn where
proper indices of them should be maintained. -

Supply of Codes,

66. Every gazetted officer, Superintendent]; Divisional Accountant
and Subordinate Accounts Service passed clerk should be supplied with a
copy of general books of reference. Books so supplied will be treated as
personal copies and may be taken with him by a Government servant on
his transfer to another office. Corrections issued from time to tjme will be
supplied by the Accountant General, but the Government servants them-e
geh;ze: will be personally responsible for the proper maintenance of #heir

« books,

66. Clerks of an office, who are bona fide candidates preparing for
the Subordinate Aceounts Service examination within a reasonable time
and desire the concession, may be supplied with priced publications of the
Central Government, the Provineial Government and the Auditor General,
together with sets of corrections thereto, at 50 per cent. of the cost price,
25 per cent. being met out of the contingent grant of the office and the
remaining 25 per cent, being covered by the discount allowed by th® pub-
lishing departments.

Cypher Code. A

~ 67. The Finance Department Cypher Code must remain in the persoifal
custody of the Accountant General who will himself gompose and write all
messages sent in it. The Cypher Code of the Reserve Bank is also confiden-
tial and should be kept locked up, in the custody of a senior Gazetted
Officer. 3 E

Abbreviated telegraphic address.

68. All Accountants General are required to keep the Auditor General
informed of their eurrent registered abbreviated telegraphic addresses,
both Foreign and Imland.

ANNEXURE A.
(Referred to in paragraph 51.)

Procedure to be followed when a Government servant is summoned by a court to produce
official documents for the purpose of giving evidence.

The law relating to the production of unpublished official records as evidence in
ecourts is contained in seetions 123_. 124 and 162 of the Indian Evidence ACS, 1872 (A.ct I
of 1872), which are reproduced below :—

¢¢ 123. No one shall be permitted to give any evidence derived from unpublished
official records relating to any affairs of State, except with the permission
of the officer at the head of the department concerned, who shall give or

- withhold such permisgion as he thinks fit.

e n— — R T r— i i ———




T e

21

Cmap, I1] OFFICE PROCEDURE. [68

124. N8 public officer shall be compelled to disclose communications made to him
in official eonfidence, when he econsiders that the public interests would

suffer by the disclosure.

162. %\ witness summoned to produce a document shall, if it is in his possession
or power, bringsit to Court, notwithstanding any objection which there
may be to its groduection or to its admissibility. The validity of any
such objection shall be decided on by the Court.

The Court, if it sees fit, may inspeet the document, unless it refers to matters

e of State, or take other evidence to enable if fo determine on its admissi-
bility. .

If for'such a purpose it is necessary to eause any document to be translated, the

Court may, if it thinks fit, direct the translator to keep the contents secref,

unless the document is to be given in eyidence : and, if the interpreter

disobeys such direction, he shall be held to have committed an offence

under section 166 of the Indian Penal Code.”’

.

-
L

2, Tor the purposes of section 123 above, the expression ¢« officer at the head of
the department ’’ may be held to mean the head of the office in whose custody the
document reguired by the court is, and wis-a-vis the court which demands its produetion,
that officer should be treated as the authority to withhold or give the necessary per-
mission.

o 3.dn respect of documents emanating (1) from a higher authority, wviz., His
Majesty’s Government, the Secretary of State, the Central Government, or the Pro-
vineial Government, or which have formed the subject of correspondence with such
higher authority, or (2) from other Governments, whether foreign or Dominion, the
head of the department should obtain the consent of the Central Government through
the usual official channels before agreeing to produce the documents in court, or allow-
ing ®vidence based on them, unless the papers are intended for publication, or are of
a gurely formal or routine nafure, when a reference to higher authority may be dis-
pensed with.

-

4. In the case of papers other than those specified in paragraph 3 aboye, the head
of the department should not allow production of the correspondence if it relates to
matters which are generally regarded as confi®ential, or disclosure of which would in
his opinion ke detrimental to public interests, or to matters which are in dispute in
some other connection, or have given rise to a controversy between Government and
some other party.

5. In a ease of doubt the head of the Department should invariably refer to higher
authority for orders. *

6. These instructions apply as well to cases in which Government is a party fo the
guit. In such eases much will depend on the legal advice as to the value of the docu-
ments, but before they are produced in court, the considerations stated above must be
borne in mind, and reference to higher authority made, when necessary.

7. The Government servant who is to attend a court as a witness with official
documents should, where permission under seetion 123 has been withheld, be given an
order duly signed by the head of the department in the accompanying form. He
ghould produce it when he is ealled upon to give his evidence, and should explain that
he is not at liberty to produce the documents before the court, or to give any evidence
derived from them. He should, however, take with him the papers which he has been
summoned to produce.

. 8. The head of the department should ahstain from entering into correspondence
with the presiding officer of the court conserned in regard to the grounds on whieh
the documents have been called for. He should obey the Court’s orders and should
appear personally, or arrange for the appearance of amother officer in the court con-

. cerned, with the documents, and act as indieated in paragraph T above, and produce the

necessary certificate if he claims privilege
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OmDER. &y
Summons from the Court of the
for the production at
of the office files relating to the . <
(a) T direet . to appear with the files .
mentioned in the summons and to eclaim privilege for tMem under section 123 of the
Evidence Aect. .
(b) T withhold permission to give any evidence derived from -the files “for which
privilege is claimed under this order, .

It should be represented to the Court that these files contain un published of&cml
records relating to affairs of State for the purpose of section 123 and that in view ofe
the provisions of section 162 of the Evidence Act, the files are not open to the inspaection

of the Court. -
“
Head of Department.
Dated ‘
the 5 .
L - .
L]
A L
2 L
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CHAPTER III—INDIAN AUDIT AND ACCOUNTS SERVICE.

Recruitment.

« 69._ Recruitment to the Service is made in India by the Central Gov-
ernment (@) through a competitive examination conduected by the Federal
Publie Sesvice Commission, and (b) by promotion, after consultation with

* the Commission, of selected members of the subordinate gazetted and
mirfisterial establishments of the Indian Audit Department and of the
Finagce Department of the Central Government. The Central Government®
reserve to themselves the right of making, oceasionally, direct appointments
of officers with specialist qualifications, e.g., Registered Accountants.

70. Vacancies in the Service which are filled by examination are
apportioned between the various communities in India in aecordance with
the instructions issued by the Central Government from time to time.
Twenty-five per cent. of all vacancies to be filled by examination are
1®ser¥ed for Muslims, and eight and one-third per cent. for other minority
communities. When a report is made to the Central Government of the
number of officers to be recruited, the number of vacancies to be reserved
for members of particular minority communities is also indicated.

* 71. The number of promoted subordinates has been fixed at one-fifth
oI the total cadre. Reerttitment by promotion is made strietly by selection
and no one has anyeclaim to such promotion as of right. The number of
vaecancies to be filled by promotion each year is worked out separately and
recommendations in favour of the men to be promoted are made to the
Federal Public Service Commission, through the Central Government.

Training and Examination of Probationers.

(a) Probationary periodsand essential qualification for retention in service.

T2. An officer recruited in India to the Department will be on proba-
tion until he has passed the Departmental Examinations, and in any case
ordinarily for two years. If he fails to pass the Departmental Examina-
tions within a period of 3 years he will be liable to lose his appointment.
The period of three years ordinarily involves six chances of taking the ex-
aminations, but if the first examination be held within 6 months of a
probationer’s joining the service it will not be taken into account and the
period of 3 years will be extended to allow of one further chance.

(b) Training.

73. Probationers will be on training for a period of two years. The
programme of training will be prepared by the Accountants General to
whose offices they are attached on the basis of the model programme des-
eribed in paragraphs 74 to 77.
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74. The following principles are to be followed in preparing and in
carrying out a programme of training for a probationer :—

(a) Knowledge in full detail of the structure of the Civil accounts
of the Central and Provineial Governments is esSential for
efficiency in the work of the Indian.' Audit Department.

(b) It is impossible for a learner to obtain practical experience in
accounting work unless he does himself all the processes from
the preparation of bills in an initial account offices to the
compilation of the Consolidated ABstraet.

(c) The probationer’s knowledge of rules and regulations need, not’

be detailed. He should know the processes of audit, the e

registers used and the method of check : his training should
teach him how to use the Government of India Aect, statutory
rules and regulations and financial orders, rather than demand
an aceurate verbal knowledge of individual rules.

(d) As much contact as is possible with the ordinary executive Gov-

ernment should be secured by practical training in executive
offices and by his assisting in inspections. =

(e) A sense of practical responsibility should be brought out by the
relation of code work to the actual problems in an accounts
and audit office : this ean be best secured by the probationer’s
being given charge of a small portion of the work in each

branch in which he studies. . o
76. The following is a model programme for trafning in accom-lts—
2 Weeks.
(1) Study of 'oﬁice organisation and procedure bt
(2) Training at the Treasury e i ok
(3) Training in a Public Works Sub-division and Divi-
sion = 11 7S SO
(4) Treasury Section of D. A. D. .. g A |

(5) Accounting work in Departmental Audit  Sections
(ineluding Forest) 2 & L

+
(6) Accounting work in Works Audit Department .. 2
(7) Account Current .. 9
(8) Book Department 3

Total el

snddaadn . Sadadaea il P T g — —.

-
@
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76. For the general training in other civil work the following is the
suggested programme :—

Weeks.
(1} General audit principles and G. A. D. .. g
(2) DepartmentaleAudit Sections 7
(3) Works Audit Sections 6
. (i) Pension Audit and Reporting 4
(5} Bills, Deposit and Provident Fund 2
g (6) *Inspections 4

(7) Further practical training (wide paragraph 77) .. 18

2 Total .. 50

This portion of the training will primarily be in audit work, but should
serve also to establish the training in accounts given in the first period.

77. During the period allotted to (7) in paragraph 76 the
probationer should be given actual charge (under a Deputy Accountant
Generdl) of such work as the Accountant General may decide and should
also be given practical experience of :—

(a) Treasury Miscellaneous,
« (b) Works Miscellaneous and Public Works Inspection Reports, and

S (o) Budget and appropriation audit ; a general study of the system
* of appropriation accounts and the work connected with the

preparation of appropriation aceounts and the report on
them. .

Spare time can also usefully be employed in refresher courses in ae-
counts work particularly in Account Current Section which has assumed

great importance in virtue of the separation of balances of the various Gov-
ernments in India.

78. The model programme prescribed above is neither definitive nor
exhaustive, but the order of the training deseribed should be observed as
far as possible. The Accountant General should prescribe the actual detail
of the work to be done (e.g., the number of bills or accounts to be prepared)
within each period, and will have to suit the programme to the capacity and
progress of the probationer. The Accountant General should obtain
periodical reports, and satisfy himself by personal enquiry and otherwise
that the probationer is acquiring a competent knowledge of the work of
the office. The Accountant General should always remember that he is
endeavouring to produce a member of the Indian Audit and Accounts
Service and not a member of the Subordinate Accounts Service,

79. The course of training for any probationer who has previously
served in a Government office may be modified, with the approval of the
Auditor General, due regard being had to the nature of the work performed
by him and the examinations which he has passed during his previous ser-

*vice.
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80. Arrangements for the training of probationers in an eutside office
will i;le {Iinade by the Accountant General to whose office the probationers are
attached.

~ 81. During the period that probationers are in an outside dffice, they
will submit diaries regularly to the Accountant General to whose office
they are attached, but while they are in the Ac®ounts and Audit Office it-
self it will be left to the Accountant General to use his discretion with
regard to the nature of the control which he should exerecise over the pro-
bationers’ work. The Aecountant General will report every three months
to the Auditor General that the preseribed colirse of training is followed
and is or is not in arrears. He will also give a personal appYeciation of
the probationers’ work, conduet and progress. .

Training in departmental audit work, e.g., Railways, Militarys Com-
mereial, Customs, ete., will not be given during the period of probation.
Such training will be arranged for during the early service of an officer
when administratively convenient.

.

(¢) Departmental Examinations.

82. The First and Second Departmental Examinations which ®*Proba-
tioners have to pass before confirmation in the Department, are held half-
yearly. on the Monday next after the 10th May and the 10th November and
following days, in the subjects detailed in paragraphs 84 and 85.

83. No probationer will be allowed to appear at the First Departm‘éwal
Examination until he has completed the training at the treasury, nor at

the Second Departmental Examination until he has dompleted the training

in Public Works Division.

L]

(d) Subjects, Syllabus and qualifying marks. e

-

84. First Departmental Ezamination.
Subjects. L Marks.
(1) Preeis and Draft &5 o 200
(2) Political and Revenue System of India (@) 250
(3) General Principles of Government audit and

’ accounts as described in the Introduection to
Indian Government Accounts and Audit 250
(4) Commercial Book-keeping (b) .. s 250
(5) The Prineciples of Parliamentary Finaneial
Control (¢) : 5 o 200
1,150
1 g ! -

. ®

pa—__



-
1

27

Caar. IIL] INDIAN AUDIT AND ACCOUNTS SERVICE. [84-87

(a) Books prescribed—
(i) Parts II, IV and V of the Report of the Simmon Com-
mission, Volume I.
(i) India’s New Constitution by J. P, Eddy and F. H. Lawton.

(b) Books prescribed—

 Dicksee’s Book-keeping for Accountant students and Chapters
. = I, IT and VI-—XI of the same author’s Auditing.

(c) JBooks p?‘;escr-ibc:l-—-
~ ““The system of National Finance ’’ by E. Hilton Young.

-

NogEe—The Auditor General will, when neeessary, issue further instructions regard- *®
ing any other books to be studied for these subjects.

86. Second Departmental Examination.

Subjects. Marks.

(1) Chapters I, II, IV—VI and VIII of Gov-
ernment Securities Mannal and all Chap-
ters of the Civil Account Code, 8th
Edition ; Volumes T and IT of Audit Code
(1st edition) ; Aceount Code (1st edition),

and Forest Account Code .. : 250
3 \'_ (2) Civil Service Regulations (Pension Rules
; only) and*Fundamental Rules (including
the Supplementary Rules issued thereunder
by the Central éove:‘nment) e 250
A (3) Government Book-keeping ®and Finance and
. Revenue Accounts s o 250
(4) Public Works Account Code .. - 250
. : 1,000

Nore—The examination will be of a praetical nature and bocks will be allowed.

86. Probationers who obtain 40 per cent. of the marks in each of the
stbjects and 50 per cent. in the aggregate will be held to have passed the
examination. Those who fail in an examination as a whole will be held
to have passed and be exempted from re-examination in the subjects in
which they obtain 60 per cent. of the marks. These marks will be taken
into account in reckoning the minimum aggregate at a later examination.

(e) When counted against strength.

87. Probationers will ecount against the sanctioned strength of the
office to whieh they are posted after the end of two years or from such
earlier date as the Auditor General may determine after they have passed

« the seecond Departmental Examination.

L5AGO - f 0
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(f) Rules for conducting the Examinutions,

88. The Departmental Examinations will be conduected in accordance
with the rules preseribed for conducting the Subordinate Accounts Service
Examination. The rules in paragraphs 192 to 196, 199 and 202 of those
rules will not however apply to the Departmental Examinations,

a :

Postings and Transfers,

89. Subject to the reservations made by section 246 of the Goygrnment
of India Aet, 1935, or by rules framed thereumler in respect of officers
appointed by the Secretary of State, postings and transfers from one office,
to another of all officers below the rank of Deputy Auditor General are’

-.

., made by the Auditor General. The posting of the Deputy Auditor General o

® is made by the Central Government. The Accountant General may make
postings within his office to the sanetioned charges of Assistant Aecountants
General.

90. Members of the Indian Audit Department are not permitted to
make personal requests for special consideration in the matter of promo-
tion, ete., but the Auditor General is willing to receive demi-official intima-
tion of an officer’s preference for particular localities or for particular
branches of the work of the Indian Audit Department. Officers’ wishes are
met so far as possible but the preferences of officers are naturally subordi-
nated to the requirements of the Department. An officer sending such an
intimation should communicate the contents of his letter to his Accountant
General to whom copies of replies will be sent by the Auditor Generals

91. All reports of taking and giving over charge should be sulmitted
to the Auditor General on the day the transfer of chtirge is made.

Leave. ' .

92. Accountants General should submit to the Auditor General by

lst July and 15th Oectober each year reports of the wishes of officers,

including themselves, to proceed on leave between Oetober and March and

between April and September, respectively. Tha reports should be sub-
mitted in Form 2,

93, Accountants General and the Director of Railway Audit may deal
finally with applications for leave on average pay up to 4 months of Assist-
ant Accountants General and of Assistant and Deputy Chief Audifors, as
the case may be, serving in their own offices or in the offices under their
eontrol. Other applications should be forwarded with the recommenda-
tion of the Accountant General to the Auditor General for disposal.

Nore 1—The exercise of this power is liable to be suspended by the Auditor
General if it involves the appointment of a substitute when there is an execess of
gazetted officers on duty over the sanetioned number of charges in the Department.

Nore 2.—Tf leave be refused in any case, a report of the reasons for the refusal
should he made to the Auditor General

Note 3.—All grants of leave and the date of departure on, and return from, leave
aha]l be reonrted to the Auditor General.

.

<
<
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94. In haking proposals for ereation of temporary posts of Assistant
Accounts Officers in leave or other vacancies of officers of the Indian Audit
and Accounts Service, the Accountant General should bear in mind that
no temporary post will be sanctioned unless the period of the vacancy i3
expected to exceed 15 days.

85, Auditor General deprecates prefixing or affixing holidays to leave
especially, in |cases where a change in the heads of offices is
invplved. In cases in which requests for permission to prefix or affix
holidays fo leave are suppogted by the Accountant General, it should be
stated speeisieally whether the holidays are such as may be prefixed or
alfixed to leave under the rules and whether the conditions laid down in

o+ Centr'al Government Supplementary Rule 209 are likely to be fulfilled on

the presumption that the officer will come back to the same office. On the
return of the officer from leave the Accountant General will assure himself
that the conditions implicit in the sanction are satisfied, and if they are
not satisfied, will refer the case to the Auditor General for orders.

96. All officers before proceeding on leave should report to the Auditor
General their address during leave. When an officer has failed to report
his addgess communications addressed to him should be sent eare of the
High Commissioner for India if the officer be on leave out of India, and
care of the Accountant General from whose office he proceeded on leave if
the officer be on leave in India.

97. All officers on returning from leave out of India should intimate
to she Auditor General in good time the date on, the ship by, and the port
at, which they intend to réach India. On arriving at the port of dis-
embarkation they shoald invariably call at the office of the Aeccountant
(eneral or, in the case of the arrival at Karachi, at the office of the Comp-
trqller, Sind, and ask for the orders of pesting, if not already received, or
for confirmation of orders received previously.

98. Officers who take leave on grounds of ill-health, whether on medical
certificate or not, should submit to the Auditor General a medical certificate
of fitness under |Fu11damr_-ntal Rule 71 in time to reach him at least one
week before the expiry of ‘leave or extension of leave if for one month or
less and two weeks before the expiry of leave or extension of leave if for
more than one month. TIn the absence of a certificate of fitness or of other
adviee, it will be assumed that the absentee is not well enough to return
to work on due date but will apply for extension of leave on production of
a proper medieal certificate.

Confidential Reports.

99. (livil Accountants General and Departmental Accountants General
ghould send an annual report in Form S. Y. 322-B on each officer,
including probationers, confidentially to the Assistant Auditor General

(Pergonnel) by name, so as to reach that officer by the 15th of April each
year. The reports should be prepared in accordance with instruetions
jssued by the Auditor General from time to time. It ghould { be re-
‘memhbered that the reports are intended to supply such information as to
L5AGO ' o2
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make them a really reliable means of arriving at a full and ;)roper judg-
ment of the character and the capaecity of the officers concerned : and the
reports must therefore be based on careful observation and be carefully
and eonscientiously framed.

Nore 1.—Reports should be submitted on all officers who havk served under the
officer submitting the report for 4 months or more during the year under report. Office
copies of the reports need not be kept. -

Nore 2—It is not neeessary that when the Accountant General malgs adverse
comments on the work or conduct of an officer he should tell him so ; but it is necessary
that, ordinarily, at some fime or other during the period under report, thegofficer should
have been made aequainted with the opinion of the Accountant General and tolé
that he must endeavour to effect an improvement. Only those defects need be peinted
out which can be remedied and great attention should be paid to the manner and
method of eommunication in order to ensure that, having regard to the temperament
of the officer concerned, the advice given and the warning administered will be most
beneficial fo him. It is important that the effect of the admonition should be men-
tioned in the confidenfinl reporf. T —

Conduct and discipline.

100. The standing orders of the Central Government regardipg Jhe
conduet of all Government servants in eivil employ published in a separate
pamphlet, entitled ‘* The Government Servants’ Conduet Rules’ are
applicable to all officers.

101. The Accountant General is bound invariably and promptly to
report to the Auditor General any misconducf on the part of an offider.
If the pay of an officer be attached by order of a Civil Court, she fact
must immediately be reported to the Auditor Gen®ral and the explana-
tion of the officer should be submitted with this report.

Nore—The rules relating to attachment of pay contained in Article 46-B, Civil
Aecount Code, Volume I, are applicable to all officers. .

102. On the subject of arbitration the following rules have been
laid down :—

(i) A Government servani shall not aet as arbitrator in any
case without the sanetion of his immediate superior unless
he be directed so to act by a Court having authority te
appoint an arbitrator.

(1) No Government servant shall act as an arbitrator in any
ease which is likely to come belfore him in any shape in
virtue of any judieial or executive office which he may he
holding.

(iit) Tf a Government servant acts as arbitrator at the private
request of disputants, he shall accept no fees except as pro-
vided in the rules framed by the Central Government under
Rule 47 of the Fnndamental Rules. e

{iv) If he aets by appointment of a Court of Law, he may accept
such fees as the Court may fix. i

- &=

o
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103, Am officer called upon by a Court of Law to act as a Commission
1o give evidence on technical matters may comply with the request provid-
ed that the case is not of such a nature as will be likely to come before
Lim in the course of his official duties, and he may aceept such fees as are
fixed by the Court. 2

04. No officer shoulf correspond direet with an authority superior
to the officer under whom he is immediately serving unless in a case of
exjreme emergency, in which case he must send copies of his communica-
tions to fis immediate superior.

«  105. The transfer of the services of a Government servant from one
Goveenment office or department to another is regulated by the * Govern-
ment Servants’ Application for Posts (Central Services) Rules” rele-
vant pbrtions of which are veproduced below :— S

¢ Ap applicant for appointment to a Central Service shall mot be eligible for
appointment if he is in the serviee of the Crown in India and has applied without the

consent of the head of the offive or department of the Central Government, or the
eonsent of the Provineial Government, as the ease may be, under whom he is employed.

Permission to a Government servant employed in a Central Service to submit an
application for a post, fo appear for an exammation for a post, or to transfer his
serfices Mo a post in another office or department of the Central Government or under
a Provineial Government, shall prdinarily be granted unless the head of the office or
department in whieh he is employed considers that the grant of permission would not
be eonsistent with the interests of the publie service.’’

. 2 Private Work,

g " - 3 -

106 Honorary work of a social, public or philanthropic nature
may be undertaken By an officer without the special permission of the
Auditor General who should however be consulted before any very impor-
tant or onercus unpaid duties are assum®d. 3

Nore.—Remunerated private work is governed by the Fundamental Rules.

107. No officer should act as correspondent, honorary or paid, oeca-
gional or regular, to newspapers and journals, or edit any newspapers or
any other periodical pubMeation, without the previous permission of the
Auditor General. Before giving permission the Auditor General will
eonsult the Central Government in the Home Department so as to ensure
uniformity of practice between all Departments.

No officer should become ex officio member as representing Govern-
ment of committees or boards of management of institutions with which
he is connected in an auditorial capacity. Cases where this is pro-
posed should be referred to the Auditor General.

Penalties,

108. The rules regarding the imposition of penalties are eontained
in Rules 49, 52 and 53 of the Civil Services (Classifieation, Control and
Appeal) Rules and strict complianee with these rules is necessary in any

Gisciplinary case,
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Medical Attendance. a

109. The rules regarding the medical attendance are contained in
a pamphlet entitled ‘* Medieal attendance and treatment of officers of the
Superior Civil Services serving under the administrative comtrol of the
Governor General in Council ’. Where reciprocal arrangements do not
exist between the Central and a Provincial Gdvernment ‘(as in Bombay)
any special rules governing medical attendance should be incorporated in

the local manual. re

Petitions and Memorials. -

.
110. The instructions dealing with the submission of petitions to
the Governor General and the submission, receipt and t1'm-n1ﬂsmn
of memorials to His Majesty the King Emperor of India, or to the Right
Hon’ble the Secretary of State for India are contained in the notifiea-
tions of the Central Government in the Home Department Nos. F.-6/7|33-
T and F.-6|7|33-1, dated the 19th June 1933. These instrue-
tions apply to matters in regard to which the statutory appeal
rules make no specific provision. The statutory appeal rules are con-
tained in Part XIIT of the Civil Services (Classification, Contrgl gnd
Appeal) Rules.

Nore 1—Appeals, petitions and memorials addressed to the Governor General or
the Secretary of State should be submitted to the Auditor General in duplicate.

Nore 2.—Copies of memorials addressed to the Secretary of State or te the
Governor General should not be forwarded by the memorialists direet to those audfo-
rities, as such a practice is not authorised by the rules for the submjssion of
memorials. .

« Titles, .

111. Recommendations for the grant of Indian titles shdhld be sent
confidentially to the Assistant Aunditor General (Personnel) by name
twice a year by lst February and 1st September. Recommendations for
other honours are suhmitted to Government by the Aunditor General him-
gelf when he is requested to do so.

Superannuation, Retirement and Resignation.

112. Recommendations for extension of service after superannua-

tion should not be submitted more than six months before the date on
which the officer would, in the absence of speeial orders, retire. .

113. Applications for pensions should be submitted to the Auditor
General through the proper channel.

114. Resignation of members of services under the rule-making
control of the Seeretary of State serving in the Indian Audit Depart-
ment, who resign before they become eligible for either retiring or super-
annuation pension, must be submitted through the proper channel for

sanction of the Secretary of State. The reasons for such reqwndtxon_

-9
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where thesg are known, shall also be communicated with notice of the
resignation, for transmission to the Secretary of State when his sanction
is sought.
L
4 Casualties.

115. The death of aft officer should be reported immediately to the
Auditor General. The death of a European officer of the Department
should be reported immediately by the head of his office to the Govern-
ment urtler which he was serving, which will announce the circumstanees
direct to the High (ommissioner for India and send a copy of the report
#to the department of the Central Government concerned as well as to the
Pulbdic Health Commissioner with the Central Government for informa-

tion. -

116. In addition to the report preseribed in the preceding paragraph
a telegraphic report should be made to the Secretary of State in the case
of all European officers killed or severely wounded by fanatics or meet-
ing with sddden or violent death in any very exceptional circumstances.

117. Information as to deaths oceurring among members of all the
clgsseg of the Most Exalted Order of the Star of India, the Most Eminent
Order of the Indian Empire and the Most Excellent Order of the British
Empire should, as soon as received, be reported to the Private Secretary
to the Viceroy and particulars regarding place and date of death should
be supplied.

‘ -
, *  Miscellaneous,

118. Accountant General should intimate to the Anditor General
in writing whenever they propose to leave headquarters on duty or casual
leave or during holidays. If the absente from headquarters is likely to
be more tifan five days, the address during absence should be intimated
to the Auditor General.

Nore—During the budget season the Accountants General are expected to remain
at headquarters. .

119. A Classified List of officers in the Finance Department and in
departments under its administrative control is issued half-yearly cor-
rected up to the 31st May and 80th November. For the preparation of
this list statements showing the pay and allowances drawn by all officers
of the Indian Audit Department on the 31st May and 30th November
should be forwarded each year in form 3 in time to reach the Auditor
General by the Tth of June and the 7th of December at the latest. Pre-
liminary statements showing the particulars so far as they can be foreseer,
ghonld reach the Auditor General by the 15th May and the 15th Novem-

er.
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CHAPTER IV.—ASSISTANT ACCOUNTS OFFICERS
Recruitment, :

120. Reeruitment to the grade of Assistant Aeccounts Officers is
made ordinarily by promotion from the Subordinate Accounts Service. No
one has any claim to such promotion as of right and the Auditor &enerdl
reserves to himself the power to make appointments otherwise than by
promotion from the Subordinate Accounts Service. o

121. Promotion is made on the principle of selection cum seniority,
*4.e., selection is made after consideration of the merits of the candidates
from the senior man downwards. The senior man who is fitted both pro-
fessionally and otherwise to perform adequately the duties of an Assistant
Accounts Officer and also to hold the status of a gazetted officer is not
passed over unless there be a junior man of such outstanding antl unusual
merit that it is essential to recognise his elaims. Communal considera-
tions are not taken into account in making promotions.

122. Appointments in an officiating capacity are made in “Civil
Accounts and Audit offices by Accountants General and in non-civil offices
by the departmental Aecountants General.

Substantive appointments are made by the Auditor General except
in the Posts and Telegraphs and Railway Audit offices where such
appointments are made by the Acconuntant Genefal, Posts and Telegraphs
and the Director of Railway Audit, respectively, ifeno supersession is
involved, and otherwise by the Aunditor General.

Nore,—When recommendations to the Anditor General are made for filling up

vacancies substantively the character roll containing the confidential rep of the

person who is recommended for promotion should be submitted along with the pro-
posals. If the recommendation involves snpersessions then the character roll not only

of the person recommended but also of those whom it is proposed to supersede should

be gent for reference.
123. In Civil Accounts and Audit office$ the posts of Assistant
Accounts Officers are generally divided into three categories :—
(1) posts reserved for men of the All-India List of Public Works
Aceountants ; >
(2) posts reserved for men of the Civil list :
(3) posts open fo men of hoth the lists.
For (1) and (2, selertion is made from among the men of the list con-
cerned, and for (3) selection is made aceording to the following method :—
(1) Selection is first made between Civil and Public Works
Senior Accountants in the office where the vacaney oceurs ;
(2) When a Public Works Senior Accountant in a particular office
is selected for a vacancy, it will not necessarily go to the
actual Aecountant in the office but to the senior man on the
All Tndia List judged fit for promotior

2
~ %

S
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Postings and Transfers.

L]
—

. 124, Assistant Accounts Officers employed in the Posts and Tele-
graphs Accounts and Audit offices and those employed in Civil Aecounts
and Audit offices who are promoted from the All India List of Publie

'. Works Accountants, are %iable for service anywhere in India. Those em-
ployed in the Railway Addit offices are liable for transfer within the cirele
to which they belong. Transfers among other Assistant Accounts Officers
are not ‘ordinarily made but may be made when considered necessary on
térms t@® be preseribed hy .the Auditor General in each individual case.

-
. Leave.

o 125, Civil and departmental Accountants General may deal finally with
applititions for all kinds of leave. All grants of leave and officiating
appointments made in consequence should be reported to the Auditor

. General in the form in which they should appear in the Gazette.

126, Assistant Aceounts Officers promoted from the All India List
: of Public Works Accountants should. before proceeding on leave, report
fe} to the Aunditor General their address during leave.
- -

Confidential Reports.

127. Reports only on those Assistant Accounts Officers and such
brilliant and outstanding members of the Subordinate Accounts Service
ay, &ire recommended for special promotion to the Indian Audit and
Acconnts Service should *he sent to the Auditor General. They should

2 be sent confidentially to the Assistant Auditor General (Personnel) by
name s¢ as to reach that officer by the 1st of May each year.

: . Norr.—The general instructions contained # paragraph 99 apply mutatis mutandis
. to Assistant jAccounts Offieers.

Conduet and Discipline,
') 3 128. The rules and orders contained in paragraphs 100 to 105, apply
mutatis mutandis to Assistant Accounts Officers.
Private Work,

129. The orders contained in paragraph 106 and 107 apply
mutatis mutandis to Assistant Accounts Officers.

Penalties,

= 130. The rules mentioned in paragraph 108 apply mutatis mutandis
‘ to Assistant Accounts Officers.
=~

Medical Attendance.

& 131, As regards right to medical attendance, the rules applicable to
£ivil gazetted officers of the province generally are applicable where
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reciprocity arrangements exist as between the provineial and the Central
Government. Where these arrangements do not exist any special rules
governing medical attendance should be incorporated in the local manual.

Petitions and Memorials..
132, The rules mentioned in paragraph 110.apply mutatis mutandis

to Assistant Acecounts Officers. .
Tiﬂeﬁ. . > :
133. The instructions contained in paragraph 111 apply’ mutatis
mutandis to Assistant Accounts Officers. .
.

Superannuation and Retirement.

134. The instructions contained in paragraph 112 apply mufatis,
mutandis to Assistant Aeccounts Officers.

Nore—Assistant Accounts Officers should he considered as non-ministerial servants
for the purpose of Rule 56 of the Fundamental Rules.

135. Applications for pension of Assistant Accounts Officers employ-
ed in Civil Andit Offices and in the offices under the Director of Audif,
Defence Services, should be submitted to the Auditor General through the
proper channel and of those employed in the Railway and Posts and Tele-
graphs Audit Offices to the Director of Railway Audit and Accountant

General, Posts and Telegraphs, respectively. P
Casualties. . 3

136. The orders contained in paragraphs 115 to 117 apply mutatis

mutandis to Assistant Aecounts (Fficers. 5
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CHAPTER V.—SUBORDINATE ACCOUNTS SERVICE.
2 Section I.—Organisation of the Subordinate Accounts Service.
137.*The Subordinate Accounts Service is a Central Subordinate
Seyvice under the rule making control of the Central Government con-

stituted for the subordinate supervision of the work of the Indian Audit‘
Dep#rtment.

138. The branches of the Service are as follows :—

(@) Civil Subordinate Accounts Service :

(¢) Ordinary Branch for work in the main office, for the Out-

- - Sy
side Audits, and for the Commercial Audits, of Civil
Aceountants General.
(#1) Loeal Audit Branch for work in the Loeal Audit Branch
\‘ of the offices of Civil Accountants General.

e (1) Custgm‘s Audit Branch for work in the branch conduet-
ing ‘test audit of Customs Revenue. ;

. (b) Railway Subordinate Accofints Service for work in the Rail-
* way Audit Branch of the Indian Audit Department con-
ducting test audit of Railway Accounts.

(¢) Posts and Telegraphs Subordinate Accounts Service for work
in the Posts and Telegraphs Audit offices.

*(d) The Subordinate Accounts Service for Defence Serviced
Test Audit for work in the offices conducting Test Audit
of Military Aecounts.

*NoTe—For regulations and orders regarding the appointment, conditions and

gervice, ete., of the Subordinate Accounts Service for Defence Services Test Audit, see
the local Manual issued by the Direetor of Audit, Defence Services.

139. Appointment o the Subordinate Accounts Service—No person
who has not passed the departmental examination prescribed in Section
11 of this Chapter is eligible for appointment to the Subordinate Accounts

Service.

Provided that the Auditor Gleneral may on his own initiative him-

# self waive this requirement in speeial cases.
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140. Subject to the orders contained in this Chapter and swhject also .
_to any orders which may be issued from time to time by the Auditor
General appointments to the Subordinate Accounts Serviee are made

by the Accountants General partly by confirmation of eligible apprentices

in accordance with paragraph 142 but mainly by promotion of the .
eligible clerks in their offices and the Divisional secountan?s under their

control (subject always to the condition that the eligible persons are

also qualified in the opinion of the appointing authority by wbility,

character and experience™ to discharge adequately and efficiently the

duties required of the incumbent of a post in the Subordinate Accounts

Service ). * A

-
*Explanation.—Experienee in Public Works Accounts either aequired by h%g\ LT
Sharge of Public Works Divisions or by training in Public Works Divisio ces

e

e arranged by heads of offices for periods varying from 6 months to 1 year is a
necessary pre-requisite for confirmation of any person in the Subordinate Aeccounts
Bervice. This condition does not however fully apply in the Posts and Telegraphs .
Braneh where: ceftain arrangements for training Subordinate Aceounts Service passed
clerks in Telegraph Engineering Divisions have been allowed. =

141. No exclusive vested right of appointment to the Subordinate _ .
Aceounts Serviee can be claimed by any class of employées in the Inflian®
Audit Department and the Auditor General is not precluded from direct-
ing the appointment of any person not belonging to the categories men-
tioned in paragraph 140,

142, Apprentices for the Subordinate Acconpts Service should™ b
recruited periodically with reference to any standing orders issuefl by
the Auditor General from time to time. They shonld not have complet- -
ed 25 years of age on the date of their reporting for duty as Apprentices
and should be chosen from among those who have appeared in the coms-®
petitive examination for the Indian Civil Service, or for the Indifn Andit
and Accounts Service and allied eentral services and obtained high places
on the list published hy the Faderal Public Service Commission, though
not sufficiently high to secure appointments. The following general [=
instructions have been laid down to regulate their recruitment and train- é
ing :

(i) Apprentices [See Supplementary Rule 2 (2)] will not be
counted against the sanctioned strength of the Subordi-
nate Accounts Service unless and until they are appointed
thereto.

(7t) Although it is not uecessary under clause (i) above that
there shall be a vacaney in the Subordinate Accounts Ser-
vice when an apprentice is first appointed it is necessary
that there shall be on the date of such appointment a
reasonahle possibility of such a vaeaney occurring on or
before the expiry of the normal period of apprenticeship,
namely, 5 years.
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(1™ (a) An Apprentice will, on appointment, be required to

. o undergo a preliminary training for 12 months 1 an

Accounts and Andit Office and on completion of this train-

. ing will be required to appear at each sueccessive Subordi-

. nate Accounts Service examination- held thereafter until

Re passes er ceases to be eligible to appear. He must pass

Part | before he takes Part Il. Subjeet to the speecial

: powers of the Auditor General mentioned in clause (w)

. - below he will be allowed two chances for each part of the

examinations He will be eligible for confirmation in the

®  Subordinate Accounts Serviee on passing both parts of
the examinaiion

°* <

® (b) If an apprentice passes both parts of the Subordinate Accounts

Service examination before the expiry of 5 years from the

commencement of his apprenticeship, he will have a prior

claim for confirmation in a vacancy that may ‘oceur after

; the receipt in the office in which he is working of the re-

sults of the examination. Till such vacancy oceurs he

. L will continue as an apprentice.
L

(¢) If an apprentice, having passed in Part I of the examina-
tion, is further suecessful in Part II after the expiry of
5 vears from the date of commencement of his apprentice-
7 ship, he may be appointed to fill the last of the vacancies
| St which may exist in the Subordinate Accounts Service at
. the time of the receipt of the results of the examination or
o failing that to the first of the vaecancies oceurring there-
*  after. .Any vacaney occurring within a reasonable period
. of the examination eithet before or after must be kept un-
. e filled pending the receipt of the results.

(fv) If an apprentice has been unsucecessful in his second attempt
: of Part T or having passed Part T has bheen unsueccessful
@ . in the seeond attempt of Part II of the examination or
has exhausted both the chances in either of the parts by
omission to avail himself of the first or second of the avail-
able chances, he shall revert as a eclerk or be removed from
the office. The Auditor General may, however, in deserv-
ing cases allow one further chance in each of the parts,
and the apprentice’s reversion or removal, as the case
may be, shall then occur on his being unsuecessinl in the
third. attempt or if he fails to utilise the further chanece
granted.

. (v) If an apprentice is reverted as a clerk, his pay and position in
the clerical grade will be determined by the Auditor General.

- 143. Subject to the conditions in paragraph 139 and subject also
/ 150 the right of the appointing authority to make any speecial promotion
in accordance with paragraph 144, Clerks or Divisional Accountantse

&
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eligible for appointment to the Subordinate Accounts Serwice shall
ordinarily be selected for appointment to the Subordinate Accounts -~ .
Service in the ordeir of the dates of their passing the examination,
but in order to allow for *length of service and experienae, every

\ three complete years of-the excess in length of sewvice (either as a Clerk .
in the Aundit Office or a Divisiona]l Accountant or an. Accotnts Clerk in
a Divicional or Sub-divisional Offiece of the Public Works Department)
gshould be treated as compensating for one year’s delay in passing the
examination, - .

* Luplanation—All continuous offieiating and temporary service and service as an o
apprentice followed by confirmation should bhe taken into account in caleulating lengfh

qf serviee for the purposes of this instruetion : e
w

Provided that any modification in this prineiple of caleulating seniority applied
in a non-civil office under the Auditor General shall have the prior concurrence of the .

Auditor General, The rules applying such modifications shall be embodied in the

departmental manuals of suech non-civil office. s

s 144, Nothing contained in paragraph 143 shall prevent a competent .

'.i . ppointing authority from selecting an eligible person who has slwowne

outstanding ability and supenorlty over others and appointing him to the
Subordinate Accounts Service in preference to the eligible persons senior
to him. An appointing authority shall consider-personally every third
vacancy in the Subordinate Accounts Service as open to be filled by an
appointment on _grounds of merit and distinetive performance alone thh’
out any regard to senlorify.

146. Communal Proportions—-Appointment o the Subordinate
Accounts Service is departmental promotion for purposes of the Central®
Government’s orders governing reservation of posts for redressing com-
munal inequalities ; but in so far as appointment is also made from
eligible apprentices the appointing authority shall pay due regard to 7
the proper and adequate representation of the warioms communities in . ©
the Subordinate Aecounts Service.

146. Conditions of transfer from one branch to another—Transfers
to and from the branches (vide paragraph 138) of the Subordinate
Aceounts Serviee are admissible only under the conditions explained in
Section IT of this Chapter.

147. Transfers of Subordinate Accounts Service men from one
Accounts and Audit Office to another are mnot ordinarily admissible,
Transfers effected either in the public interests or by mutual agreement are .
permltted by the Anditor General on terms and conditions determined
by him in each case in consultation with the Accountants General and in
agreement with the persons so transferred. K=}

L . r
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148. Lfability of transfer to the Ofjice of the Auditor General and the
Central Government, Finance Department—A permanent member of the
Subordinate Accounts Service or a Subordinate Accounts Service passed
clerk mag be called upon to accept transfer to the office of the Auditor
General of India or thé Central Government, Finance Department, on
terms to be prescribed by the Auditor General or by the Central Govern-
ment, Finance Department, in each individual ease ; and this liability
should be clearly stated in the Office Manual or other published record
of condRions of first appointment.

Sectmn II.—Regulations for the Departmental Examinations qualifying
“for appointment to the Subordinate Accounts Service (vide para-

glaph 139).

Parr 1.

149. These regulations are applicable to all candidates appearing in
Eranch of the Subordinate Accounts Service except Apprentices who
are governed by separate orders mentioned in paragraph 142.

150. The Departmental examination qualifying for appointment to
the Subordmate Aceounts Serviee is divided mto two parts and an exaiui-
nstion in both parts will be held once a year in November for all Accounts
and Audit Offices in all btanches on dates notified by or on behall of the
Auditor General. Ttewill be condueted in the several Accounts and Auclit
Offices in the manner deseribed in Seetion III of this Chapter, by means
of question papers some of which will besset by or on behalf of the Auditor

eneral, apd others set loeally under the orders of the Accountant Gen-
eral as the case may be. The answers will be examined and marked by
officers nominated by or on behalf of the Auditor General or the Accountant
@eneral according as the papers are forwarded by or on behalf of the
former or set locally by-the latter.

151. The scheme of examination for appointment to the Subordinate
Accounts Service is related to the organisation of the various branches as
deseribed in paragraph 138. The general prineiples and procedure (except
as otherwise indicated at appropriate places) set out in the suceeeding para-
graphs of this Section are applicable fo examinations for Civil, Posts and
Telegraphs and Railway Branches of the Subordinate Accounts Service.
Instructions of a local character relating purely to procedure are issued by
Accountants General and will be found in local Manuals.

162. Permission of the Auditor General is necessary for a candidate
to appear for the examination. The Auditor General requires for this
purpose from Accountants General, not later than the 15th of Septem-
Iber of each year a Statement of the candidates recommended by them

form 4.
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Lzeeption—The Director of Railway Audit conduets on behalf ofethe Auditor
General the examination for the Subordinate Railway Audit Service and accords the
necessary permission fo candidates for the Subordinate Railway Audit Serviee ; and
the content and nature of the statements required by him from the heads of Audit
Offices under his eontrol will be as determined by him, and included in his Manual.

153. To advise the Accountant General in I#is duty of® recommending .
candidates for the approval of the Auditor General an Advisory Com-
mittee will be constituted in each office. The composition and %trength
of the Committee will be determined by the Aceountany Generalend thte
Committee itself will be an advisory body only* the final selectmn resting
with the Accountant General himself. The preliminary selectlon shoulds
be made as early as possible after the results of the last Subordigate

o Accounts Service examination are circulated, so that intending candi- ®e
dates may start their preparation with the practical certainty thaf® their
names will be recommended to the Auditor General. This preliminary
selection does mot, however, fetter the diseretion of Accountants General

in sending to the Auditor General exceptional cases at a later date.

1564, The essential condition which shall govern the recommen:ation
of an Accountant General is that the candidate recommended shall if
qualified by examination be likely to be efficient in all the duties 8¢ t}fe
Subordinate Accounts Service.

158, No one will be eligible to sit for the examination unless he has
put in 3 years total service either as a clerk in an Audit Office or =
Divisional Accountant : - -
Provided that a Lower Division clerk of the Posts and Telegraphs
Audit Branch shall have put ig not less than 5 years total service
II'IESp('f‘thE of whether it is continuous or non-econtinuous in the Lower
or in the Upper Division :

Provided also that, with effect from 1940, a candidate must be less
than 22 years of age when he sits for the first time in Part T of the
Subordinate Accounts Serviee examination and must pass the examina-
tion in, both Parts I and IT before he completes 40 years of age. This
restriction does not apply to individuals who have passed one branch
of the Subordinate Accounts Serviee examination and are permitted to
appear in another branch.

Explanation—The total service required under this paragraph fo make a person
eligible to appear for the examination may consist of several periods of service,
namely :—

(i) As n Divisional Aceountant.

(ii) As an Accounts Clerk in the Public Works Department (up to a limit of 2
years), and

(#i1) As a clerk in an Audit Office, -
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156. No candidate who has not passed Part I will be allowed to take
the examination for Part II in any branch.

157. Candidates frome offices where such audit work is not one of the
functions of tht office ar® not eligible to sit for the Customs Revenue
Audit and Loeal Audit Branches of the examination.

. 158,Except with the previous special sanction of the Auditor
General a candidate will not be allowed more than 3 chances to appear for
gach Part %f the examination. Permission to appear at any partieular
examyination will count as one attempt whether the candidate actually
gits for the examination or not unless he is specially allowed by the
Audit® General to withdraw his name : such withdrawal will not be
allowed unless the civeumstances of the case fully justify the conces-

sion :

Provisd.—Apprentices are governed in respect of their chances to
appear for the examination by separate provisions specially applicable
to them in Clause (#v) of paragraph 142.

L] - -
159, Candidates failing to qualify in one.branch in the permissible
number of chances allowed, are permitted under conditions to offer
themselves for another branch. The conditions and orders governing
this,option are set out in Part IT of this Section (vide paragraphs 164 to

168)

160. Men who hawe passed the examination of one branch may gualify
for transfer or promotion to another branch of the Subordinate Accounts
Service, vide paragraph 146, if they sagisfy the conditions preseribed in
paragraphs,167 and 168.

161. Candidates satisfying the conditions set out in paragraphs 154
to 156 are eligible for recommendation bhut have no claim to be reecom-
mended for the Auditor General’s permission to appear for the exami-
nation. The Aceonntant General should certify at the foot of the State-
ment required in paragraph 152, with due responsibility and not as a
matter of form. that the candidates reecommended are regular in their
attendance, energetic, of good moral character and businesslike habits,
are nof likely to be disqualified for appointment to the Subordinate
Accounts Service as not possessine the aptitude for the work of a holder
of a post in the Subordinate Accounts Service and that they have a

reasonable prospect of passing the examination:

162. Candidates rejected by Aeccountants General on three oceasions
or permanenfly have the richt of appeal acainst their rejeetion to the
Auditor General whose decision shall be final.

163. The Anditor General’s orders on the recommendations of the
Accountants Oeneral, wvide paragraph 152, will be communicated
fis soon as possible after the receipt in the Aunditor General’s office of the
statement containing these recommendations and the Auditor General’s
8rders thereon will be final.

I5AGO
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Section IL—Part II (A).—Conditions under which persons’ not quali-
fied for one branch may qualify in anofher.

164. Persons who exhausted al] their chances for the Subordinate
Accounts Service examination prior to 1934, i, before the Lystem of
compartmentalisation was introduced, will not be eligiblg to appear for
the Subordinate Accounts Service examination in another branch nnder
any conditions whatsoever :

Provided, however, that Accountants General may rec ummeml for the
special permission of the Auditor General any,of the men transferced in
the public interests from one branch of the Accounts and Audit OUffice
to another : special permission of the Auditor General will not be given®
unless the exceptional circumstances of the case fully justify it, anfl in
any case unless the candidate himself is under 40 years of age, o

165. Others who have failed and eshausted all the ehanees in one
branch of the examination may be allowed to appear in ancother subjeet
to the following conditions :—

(i) Candidates who fall to pass Part I of any branéh will not
be allowed to appear as fresh candidates for anv other
branch.

(i) Candidates who have passed Part I of the Commercial *Audit,
Local Audit or Customs Revenue Audit Branch of the Exa-
mination but failed to pass Part II of that branch, will net
be allowed to sit for the Ordinary Branch.

(i) Candidates who pass Part I of the Ordinary Branch (but*fgil
to pass Part IT of that Branch inethe permissible number of
chances) may be allowed to take Part JI of another®branch
as fresh candidates for that part, subject to other condis
tions regarding experience and probable ecapacity to p&sﬂ
being satisfied.

(#v) Candidates who pass Part I of the Local Audit or Customs
Revenue Audit Branch but fail to pass Part II of the parent
Branch in the permissible number of chances, may he
allowed to take Part IT of the Customs Revenue Audit or
Liocal Audit Braneh, as the case may be, as fresh candi-
dates subject to the econditions mentioned in the eo-whulmg
part of clause (7ii) above.

(v) Candidates who pass Part I of the Posts and Telegraphs
Branch but fail to pass Part 1T of that Branech in the per-
missible nnmber of chances, may. in very exceptional cases.

be allowed to sit for Part II of another branch as {resh
candidates with the special permission of the Auditor Gen-
eral.

166. Candidates of the Ordinary Branch. Local Aundit Branch, and
Customs Revenue Audit Branch who satisfy the conditions in paragraph
165 and who desire to appear in Part II of another Branch after
exhausting their chanees in their parent Branch under the syllabus
in force from the examination in 1937 and the followmg years, will not
be allowed credit for passing Part T of the branch in which they desiré®

to qualify or be given three chances for appearing in Part IT of this other
L ]
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branch untll they pass in the following subjects of the Part I of the Branch
in which they seek to qualify :—

1. Ordinary, Branch candidates taking Should pass in °‘Commercial Book-keeping »* and

Local Audit Branch. ‘* Loeal Rules and Public Works Account Code’’
B 2 included in the syllabus for Part T of the Local
® Audit Branch and will be given one chance to pass
in these papers.

2. Ordinafy Branch candidates taking Shonld pass in ‘‘Commercial Book-keeping
» Custorgs Revenue Audit Branch. included in the syllabus for Part I of the Customs
- Revenue Audit Branch and will be given one

- chance to pass in this paper.

8. Ordinary Branch candidates taking Should pass in ‘‘ Postal Accounts and Audit,
Posts and Telegraphs Branch. Government Book-keeping and Postal Account
Code paper™.in Part I and will be given one,
» chance to pass in this paper.

4. Posts and Telegraphs Branch candi- Should pass in ‘‘Civil Account and Audit Code,

dates taking Ordinary Branch. Government Book-keeping and Account Code
paper’’ in Part I and will be given one chance to
» pass in this paper.

5. Posts and Telegraphs Branch candi- Should passin ‘‘ Commercial Book-keeping ’, ** Civil
dates taking Local Audit Branch. Account Code and Audit and Account Code”,
- -~ “* Local Rules and Public Works Account Code ™
papers in Part I and will be given one chance to

pass in these papers.
6. Posts and Telegraphs Branch candi- Should in *‘Commercial Book-keeping ' and
dates taking Customs Revenue Audit ““Civil Account Code and Audit and Account
Branch, Code ™ papers in Part T and will be given one

chance to pass in these papers.

L]

7. Customs Revenue Audit Branch Should pass in the *‘Local Rules and Public Works
candidates taking Local Audit  Account Code® included in Part 1 of the Local
Branch. Audit Branch and will be given one chance to

pass in this paper.

* Provided that those candidates who are permitted to take Part II of
other branches must also pass the further Part I subjects as specified above
before they are permitted to take Part II subjects. But they may take
these Part I subjects together with the Part IT subjects, with the special
permission of the Auditpr General. This permission will not ordinarily
be given when more than a single Part T subjeet is to be taken :

Provided also that Candidates of the various branches who appeared
during 1934-36 examinations and who have exhausted all their chances
normal and special in their parent branch under the syllabus in foree in
the 1984-36 examinations will not be allowed credit for passing Part I
as a whole but will be exempted only in the following subjects of Part 1
if they had secured exemption marks :—

1. Ordinary Branch and Commereial (1) Precisand Draft.

Branch candidates taking Local
Audit or Customs Audit or Posts (2) Fundamental Rules, Civil Service Regulations.

and Telegraphs Branch.
2. Posta and Telegraphs Branch Same as against T above.
candidates taking Ordinary Branch,
Local Audit, or Customs  Audit
Branch. ;
3. Local Audit Branch candidates tak- Precis and Draft and Commercial Book-keeping.
ing Customs Audit Branch.

L5AGO 2
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They will be allowed only one chance to pass in the remaining sub-
jeets of Part I, and three chances for Part Il of the new Bramch.

(B) Conditions for passed Subordinate Accoufits Service men of one
~Branch to qualify in another Branch, vide paragraph 146,

- .
167. The general principle regulating the’transfer or appointment
substantively of a man who has passed the Subordinate Accounts Service
examination in a Branch from one Branch to another is that he shonld
equalify himself in the special subjects of the branch to which Jie is °
transferred or in which he desires to qualify. Acecording to this prineiple,
such men should pass in the following subjeets of the other Branch hefore
they can be appointed substantively to it :— .

-
.

Ordinary Branch candidates taking Should pass in the subjects included in Part IT of the
TLoeal Audit Branch or Customs Local Audit Branch or the Customs Revenue
Revenue Audit Branch. Audit Branch Examination. . .

2. Ordinary Branch candidates taking Should pass in subject (3) of Part T and subjects (4)
Posts and Telegraphs Branch, and (6) of Part IT of the Posts and Telegraphs
Branch Examination,
L]

L
8. Ordinary Branch candidates taking Should pass in subjeétts (4) of Part T and (2) and g

Railway Audit Branch, of Part IT of the Subordinate Railway Au
Bervice Examination. -
L
4. Ordinary Branch candidates taking Should pass in all subjects excepting *‘Precis andl
Military Test Audit Branch. Draft ™ and ** Book-keaping ** of th®Subordinate
Accounts Service Examination of the Military
Accounts Department,

.

5. Local Audit Branch candidates tak- Should pass in Part IT of the Customs Revenue Aundit - .
ing Cnstoms Revenue Audit Branch. Branch.

6. Customs Revenue Audit Bra.uchl Shonld pass in subjects 3 (C) of Part T and {4) and (5)
candidates taking Local Audit of Part TI of the Local Aundit Branch Fxami-
Branch. nation.

7. Customs Revenue Audit Branch and hould pass in all subjects of both Part I and IT
Local Andit Branch candidates tak- excepting ‘* Precis and Draft *’ papers.
ing ordinary Branch.

168. Transfers from one branch to another, not specifically provided
for in paragraph 167 are not ordinarily permissible ; and in the rare cases
where they are found necessary in the public interests, they should be <
made only with the previous special sanction of the Aunditor General who
. will lay down the conditions necessary in each case, with due regard to *
the general principle governing transfers from one branch to another.

LY
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Section IP—Part IIL—Syallabus and subjects of the Departmental
Examination mentioned in Part I of this Section.

i ORDINARY BRANCH.

. L]
Parr L

169, {1) Precisand Draft .. .. 3hours 150

. (2) Fundamental Raules, Civil Ser-

. vice Regulations (Pension Rules
only), Leave Procedure Rules
made by the Central Govern-
ment and mstructions issued by
the Auditor General in connec-
tion with Leave Procedure
(Appendix 10 of the Audit
- - C’Ode}—

Theoretical e .. 1} hours 100
- Practical or .. 2% hours 100

« (3) Civil Account Code, Volumes I
and II, Audit Code, Volumes
I and II (omitting Works Audit
g . and Public Works Inspection
Rules), Government Book-
keeping and Account Code,
Treasury Orders issued by the
Central  {overnment  and
Forest Account Code—

Theoretical iz .. 2 hours 100
Practical = ... 2% hours 100

Total for Part I .. = 550

Nore 1.—For subject No. (3) above, the following books are recommended for perusal. They
will not be treated as text books on which specific questions will be set :—

1. An Introduction to Indian Accounts and Aundit—Parts T and III.

2. Dickgee’s Auditing—Chapters IX, X and XI.
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ORDINARY BRANCH. "
Part IL Marks.
(4) Public Works Account Rules and E‘rocedum,—:uz
(1) Public Works Account Code and
(2) Works Audit and Public Works W .
Inspection Rules :— ’ =
Theoretical .. 1} hours °100
. Practical .. 2% hours 100 °
L ]
(5) Advanced Book-keeping with costing 150
and stores control 3 each

Two Theoretical papers of 2} hours each (or 300 n;': all).

Total for Part IT = % 500 e
Toran .. as 1,060

.
Nore 2—The first paper in subjeet No. (5) will consist of factory aecmnﬂx,
eosting, including stores control, and the second paper will cbnsist of balance sheet,
profit and loss accounts, ete.

LA Note 3.—For subject No. (5) abova: the following text-books are recommended for
Y fe— - .

Advanced Accounts by R. N. Carter, F.C.A.
Cost Accounts by L. W. Hawkins,
Auditing (A Practical Manual for Aunditors) by L’ R. Dicksee.
170. In each of the subjects (2), (3) and (4) of this Branch, there
will be two papers which will be given m the following order :—
(7) A theoretical paper to be answered without books.
(i1) A practical paper to be answered with books.
In subject No. (5) of this branch, there will be two theoretical
papers to be answered withont books.

Nore.—The books allowed for the practical papers will be indicated on the question
paper itself and announced as indicated in paragraph 202.

171. The papers on subjects (1) to (5) of this Braneh will be set and
miarked by officers seleeted by the Anditor General and moderated under

e the Auditor General’s orders in his headquarters office.
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08" LOCAL AUDIT BRANCH.
Parr L.

: (1) Precis and.Draft (the same as 3 hours
for Ordinary Branch).

. (2) Commercial Book-keeping. (This 2 hours
paper will also be set for the
Customs Branch).

13) (¢) Fundamental Rules and the
g Pension portion of the Civil
Service Regulations, Leave
v Procedure Rules made by
the Central Government
and instructions issued by
. the Auditor General in
connection with leave pro-
cedure (Appendix 10 of the
T Audit Code)—
One paper (Practical) .. 24 hours
(This paper will also be set
for the Customs Branch).
. (b) Civil Account Code, Audit
. and ‘Account Codes—
*One paper (Practical) .. 2} hours
. (This paper will also be set
2 ; for the Customs Branch).
(¢) Local Rules and Public Works
Account Code—

(Selected chapters of the Public
Works Account Code: See
note 4 below).

One paper (Practical) .. 2} hours

Total for Part I

Marks,
150

100

125

125

100
600

Nore 1.—In subject (3), papers (a) and (b) will not be of the same standard as

those set for subjects (2) and (3) of the Ordinary Branch.

Nore 2.—Paper in subject (2) will be a fairly elementary paper set on an all-
India basis. The ‘¢ Student’s Complete Commercial Book-keeping, Accounting and
Banking *' by Arthur Iieldhouse las heen preseribed as the text book for the paper
on this subjeet, but it shonld be supplemented by a knowledge of the following
Chapters in ‘¢ Adyanced Accounts ”’ by R. N. Carter. Where these chapters cover the
same ground as Fieldhouse, the questions will he from Carter and not from Field-

house :—
Book-keeping up to the Trial Balance.
Trading and Profit and Toss Aecount and Balance Sheet.
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Bills of Exchange, Promissory Notes, Cheques, .

Belf-Balancing Ledgers. P ‘.

Reserves for Bad Debts and Discounts.

Capital and Revenue, Receipts and Payment Account, Income and Expenditure
Account, Voyage Aceount. '

Manufacturing Accounts, Percentage, Trading anfl Profit and Loss Accounts,

Working Accounts, Cost Book Mining Corffpany. 2 .
Depreciation, Sinking Funds, Reserves, Reserve Funds, Secret Reserves,
Cost Accounts, . 4
Double Account System. - *

If there is any change in the subjects of these Chapters in the subsequent editions
of the publications, eandidates should read the ecorresponding Chapters th the later ,
addition, .
. Nore 3.—The following is the syllabus preseribed for the paper in subjeet ©®e
3) () :— °
Civil Account Code, Volume I—Chapters 1 to 6, 9, 13 and 14, Appendices 2, 4,

5 and 8C. .
Civil Aecount Code, Volume II.—Chapters 16, 17 and 30.
Audit Code, Volume I.—Chapters 3, 5, 6, 7, 9,10, 11, 12 and 19.
Audit Code, Volume IT.—Appendices 1 and 3, and Rules 70 to 81 in Part TIT of
the Book of Financial Powers,
Aecount Code—Chapters 1, 3 and 20. < - .
The following books are also recommended for pernsal. They will not be treated
a8 text-books on which specific questions will be set :—
1. An ]Ijnlt‘roduction to Indian Government Aecounfs and Audit—Parts I and

2. Dicksee’s Auditing—Chapters IX, X and XI. .

Nore 4.—For subject (3) (c), certain chapters ofe.Public Works Account Code
should be chosen by the Accountants General, who should keep in mind the nature of

work normally to be dome in the Loeal Audit Branch concern®d. -
LOCAL AUDIT BRANCH,
Parr 11, . :
(4) Acts of the Legislature and Sta- Marks.
tutory Rules— .
Theoretical .. .. 1} bours 100 . @
Practical = . 2§ hours 100

(5) Rules and Regulations for the
Audit and Inspection  of
Accounts under the Audit and
Inspection of the Examiner of

Local Fund Accounts—
Theoretical s .. 13 hours 100
Practical % .. 21 hours 100 3
Total for Part IT .. 4 U 400

Torsr .. 1,000 i
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.. 173. 1# subjects (4) and (5) of this branch, there will be two papers
* which will be given in the following order :—

(i) A theoretical paper to be answered without books,
. () A practical paper to be answered with books.

The papers in subjeets (3) (a), (b) and (¢) of this Branech will be

practicat papers to be answered with books.

* Nor#—The books allowed forgpractical papers will be indicated on the question
paper it‘salf.u.nd will be annoufice §to the candidates as indieated in paragraph 202,
(1), (2), (3) (a) and (b) of this branch
cers selected by the Auditor General and
General’s orders in his headquarters office, ®
(¢), (4) and (5) will be set and marked by
tant General and will be moderated by the
in each office. :

174, The papers on subj
o¢ will’ be set and marked by
modemated under the Audit

while the papers in subjects

. officers selected by the Acco
Aceountan.t General person
tant General to require auditors of this Braneh

preseribed above an examination in one or more
they are employed, by whatever standard he may

Norg—It is open to the A

to pass in addition to the subjei

. vernaculars of the Province in wih
chnsid® desirable.

176. CUSTOMS R] ¥ENUE AUDIT BRANCH.

- Part L Marks.
(1) Precis and Draft oy .. 3 hours 150
= (2) Commefcial Book-keeping .. 2 hours 100
. (3) (¢) Fundamental Rules, ®en-
. e sion portion of the C. 8. Rs,

Leave Procedure Rules made
by the Central Government
(o) and instrugtions issued by the
: Auditor General in connection
with Leave Procedure (Ap-

pendix 10 to the Audit Code).

One paper (Practical) .. 2% hours 125
(b) Civil Account Code, Audit and
Account Codes—
One paper (Practical) .. 2§ hours 125
r Total for Part I e 500
- Nore 1.—The paper in subjeet No. (1) will be the same as for the Ordimary

Branch, Part I. The paper and syllabus for subjects (2), (3) (a) and (b) will be the
same as for the Local Audit Branch, Part T.
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CUSTOMS REVENUE AUDIT BRANCH.

’

Parr II

(4) Sea Customs Act and Sea Cus- o .
toms Manual—

(Theoretical—All India paper) 3 hours 200
(5) (@) Customs Audit Manual, ° »
Indian Customs Tariff with

special reference to Customs o
= Law Judicial Decisions, etc.—

(Practical, All India paper) 3 hours 150

(b) Local Manuals of the Import
Department, Export Depart- 1
ment, the Appraiser’s Manual,
Cash and Accounts Manual,

and Accounts and Esecutive SR
Audit (Practical)—
(Local paper) e .. 3 hours 150
Total for Part II > 500 -
10 S A 1,000

Nore 2.—The books preseribed for subjects (4) and (5) (a) are :~— ®
Bubject (4)—
(1) Bea Customs Aet.
(2) Bea Customs Manual.
Subject (5)(a)—
(1) Customs Audit Manual,
(2) Indian Customs Tariff,
(3) Indian Customs Tariff compiled by the Central Board of Revenue.
(4) Customs Law and Judieial Decisions.

176. In subjeet (4) of this branch, there will be a theoretical paper
to be answered without books. The paper in subjects (3) (a) and (b),
(5) (a) and (b) of this branch will be practical papers to be answered with
books. d

Nore.—The books allowed for praetical papers will be indicated on the question
paper itself and announced to the candidates as specified in paragraph 202 in Section TTT
of this Chapter,

177. The papers on subjeets (1), (2), (3) (a) and (b), (4) and
(5) (a) of this Branch will be set and marked by officers selected by the
o Auditor General and moderated under the Auditor General’s orders in

‘

-
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his Headqurters office, while the paper in subject (5) (b) will be set and
marked by officers selected by the Accountant General and will be
moderated by the Accountant General personally in each office.

178. POSTS AND TELEGRAPHS BRANCH.

* Part 1. Marks,

: (1)SPrecis and Draft - «s 3 hours 150

@) Fundamental Rules, Civil Ser-
vice  Regulations  (Pension
Rules only), Leave Procedure
rules made by the Governor <
General in Council and instruc-
tions issued by the Auditor
General in connection  with
o Leave Procedure (Appendix 10
to the Audit Code)—

(z) Theoretical .. .. 13 hours 100
(ii) Practical i .. 2} hours 100

(3) Postal Accounts and Audit,
Government Book-keeping and
Postal Account Code—

. (?) Theordtical .. .+ 2 hours 100
(1) Practical o .. 2% hours 100
. Total Marks for Part I .. 550

Nore 1.—The papers on subject No. (8) will be set from the following Codes and Manuals :—

(a) Posts and Telegraphs Audit Code, Volume I (with those portions of the correspond-
ing Civil Account and Audit Codes which are referred to in the Posts and Tele-
graphs Codes).

(b) Posts and Telegraphs Initial Account Code Volume I (with those portions of the corres-
ponding Civil Account and Audit Codes which are referred to in the Posts and

Telegraphs Codes).

(¢) Posts and Telegraphs Account Code (with those portions of the earrﬁondlng
Civil Account and Audit Codes which are referred to in the Posts a Tele-

graphs Codes).
(d) Posts and Telegraphs Manual, Volume IT (except Chapters 11, IIT and IV).
(e) Posts and Telegraphs Manual, Volume VI (Chapters 10 and 11 only).

(f) Audit Code, Volume TI [Appendices Nos. 1, 2, 3, 5, 104, 11, 13, 14 (Posts and
Telegraphs portion), 15 and 16].

(7) Schedule of Financial Powers (Posts and Telegraphs).
(k) Government Book-keeping (Posts and Telegraphs).

Nore 2.~The Accountant General may, at his diseretion, also preseribe Appendix 10 to the

Andit Code for Subject No. (3).
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POSTS AND TELEGRAPHS BRANCH. e

Parr IL
(4) Telegraph Accounts and Audit— Magks.
(¢) Theoretical S .. 1& hours 100
(%) Practical = .. %2hours ° 100
(5) Advanced  Book-keeping (One %
paper—Theoretical) .. -. .. 2phours ° 150 =
(6) Posts and Telegraphs Cash Cer-
tificates, Money Order and Sav- 4 .
ings Bank Accounts and Pro- .
cedure (One paper Practical) .. 2} hours 150 S
Total Marks for Part II £ & 500
Total Marks for Parts I and IT .. = 1,050

ER ety v
Nore 1.—The papers on subjeet No. (4) will be set from the following Codes and
malg :—

(a) Posts and Telegraphs Initial Account Code, Volume IT—(exeluding Chapters
IX and X),

(b) Posts and Telegraphs Audit Code, Volume ITI (excluding Chapters 5 to 8
and Appendix 4),

(e) Posts and Telegraphs Manual, Volume I (Telegraph portion).

(@) Posts and Telegraphs Manunal, Volume IX (Chapter V only). .

(e) Poxsga) and Telegraphs Manual, Volume X (except Chapters II, VIIT awd

Nore 2.—The paper on the subject No. (6) will be set £®m the following Codes
and Manuals :—

(a) Posts and Telegraphs Audit oCode, Volume IT (excluding Chapters I ang
IT and Appendix A). ]

(b) Posts and Telegraphs Manual, Volume I (Post Office portion).

(e) Posts and Telegraphs Manual, Volume VI (Chapters 7, 8, except Part ITI,
% and Appendix B, €, C(a) and D only).

(d) Bagings Bank and Cash Certificate Rules in the Posts and Telegraphs
unide. *

179. In subjects (2), (3) and (4) of this branch, there will be two
papers which will be given in the following order — .

(¥) A theoretical paper to be answered without books.
(1i) A practical paper to be answered with books.

In subject No. (5) of this Branch, there will be only one theoretical
paper which will be the second paper covering *‘ Balance Sheet and
Profit and Loss Accounts ”’ preseribed for the Ordinary Branch. _The
paper in subject No. (6) of this Branch will he a practica] paper,

Nore.—The books allowed for the practieal papers will be indicated on the question
paper itself and announced as indicated in paragraph 202,

180. The papers on subjeets (1), (2) and (5) of this branch will be
set and marked by officers selected by the Auditor General and moderated
under his orders in his Headquarters office ; and the papers on subjects
.(3), (4) and (6) will be set and marked hy officers selected by the




56

Cuar. V.] SUBORDINATE ACCOUNTS SERVICE. 2 [180-181

.- » Accountant General, Posts and Telegraphs and will be moderated by the
Accountant General, Posts and Telegraphs personally.

. 181. RAILWAY AUDIT BRANCH.
. B
Part L.
- » Mﬂrkﬂ.
Q) Precis and Draft .. .. 3 hours 150
= {2) Elementary Commercial Book-
S . keeping and Auditing and
. General Rules of Government
Audit and Accounts—
® ; (Theoretical) A .. 3 hours 150
(3) Establishment—Rules and Pro-
cedure— -
o i Theoretical i .. 3 hours 100
Practical - .. 3 hours 100
(4) Open Line and Construction Ex- .
penditure (excluding Workshop
=2 and Stores)—
. Theoretical o .+ 3 hours 100
b Practical s .. 3 hours 100
< . Total for Part 1. . : e o 700

Nore 1.—For subject No. (2), the following books are preseribed :—

(a) Elementary Commercial Book-keeping by Hamilton and Ball.
(b) Imtroduction to Todian Government Accounts and Audit including Chapters
7, 8 (A), (B, (D), (E) and (¥) and Chapters 31 (I) and (III) and
33, 34 and 35.
(e) Civil Account Code, Volumes I and IT, Chapters 1, 3, 4 to 6, 9, 11, 16 and
24 and Appendices 5, 8 (B), 8 (C), 8 (E) and 8 (H).
(@) Audit Code, Volumes T and TII, Chapters 1—12 and general principles in
Parts VI and VIT and Appendices 8, 10, 10 (A) and 15.
(e) Account Code—Chapters 1, 3, 7, 9, 10, 11, 13 and 16 and Appendix 2.
Nore 2—TFor subject No. (3), the following should be read :—
(a) Fundamental Rules ineluding Supplementary Rules issued thereunder by the
' Central Government,

(b) Railway Services and Civil Services (Classification, Control and Appeal)
Rules and the rules made thereunder.

(¢) Buperior Civil Services Rules.
- (d) State Railway Provident Fund and Gratuity Rules.
(e) Civil Servieces Regulations—Part IV, excluding Chapters XX, XLVII,
XLVIII of Part X.
(f) Audit Rulings and instructions on establishment matters.
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Parr II. L
Marks,
(5) Advanced Commercial and Government '
Book-keeping and Auditing— = 1
Theoretical = e 3 hours 150

Norg 1.—The paper on subject No. (5) will include questions wibh special
reference to Railway Aeccounts, including Production Accounts, Profit and Lqgs

Accounts, Balance Sheets, Stores Control and Costing, Cplliery Accounts, 8i Fund
Accounts, Depreciation Fund Accounts, Booking and Control of Expenditgre, Budget,
etﬁ., ete, .

Nore 2.—The following text books are recommended for study for sukject
o BN0s DY
Advanced Accounts by R. N. Carter, F.C.A.
Cost Accounts by L. W. Hawkins,

Auditing by L. R, Dicksee, .
*  Marks.
(6) Open Line Revenue including Statistics—
Theoretical i s 3 hours .100.
Practical s sie 3 hours 100
(7) Open Line Workshop and Stores—
Theoretical ot s 3 hours 100
Practical i s 3 hours 100‘
Total for Part II o * 550
. ToraLn i 1,250

182. In subjeets (8), (4), (6) and (7) of this Branch, thtare will be
two papers which will be given in the following order :—

(7) A theoretieal paper to be answered without books.
(#1) A practical paper to be answered with books.
The papers in subjects (2) and (5) will be theoretical papers to be
answered without books.
> Nore.—The books allowed for praectical papers will be mentioned on the question
paper itself and announced as in paragraph 202.
i83. The papers in all snbjeets of this branch will be set and marked
by officers selected by the Director of Railway Audit and moderated under
his orders in his headquarters office.

184. The number of marks required to secure a pass in any branch

is as follows :—
In each subject .. s i 40 per cent.

In the aggregate 5 gt e 45 per cent,

Provided that 40 per cent. is also secured separately in the practical
papers answered with the aid of books.

L]

*®
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Any candidate failing at an examination but passing in any subject
with at least 66 per cent, of the marks separately in each paper where
there is more than one paper in any subject, will not be required to
appear aZain in that subject at a further examination.

Nore 1.—Exaept in the (;&EIB of the Customs Branch, a candidate, who passes only

one of the parts before 1937, should appear in both the parts in the 1937 examination or
thereafter.

NorE 2.—An exemption earned in any subject in the Examinations held in 1936
aild befom will be valid, if the paper concerned has not been altered in the syllabus
applicable tg the Examination in 1937 and later years.

185. The complete results of the examination will be eommunicated
by the Auditor General to the Head of each Audit|Aceounts Office sepa-
ratelyy for each of the three branches of the Civil Subordinate Accounts
Service and for the Posts and Telegraphs Branch. The results of the
Subordinate Railway Audit Service examination will be communieated

by the Director of Railway Audit to the head of each Railway Audit

Office and an analysis of the results also sent to the Auditor General
for hig information.

186. The scheme and general syllabus of the Subordinate Accounts
Servi®e cannot be amended or revised except by the Auditor Ceneral.
Any genera] revision will not be enforced exeept after giving three
years’ notice to persons in service at the time of such revision.

B%ction III.—Instructions for conducting the Departmental Examina-
tions mentiened in Section II of this Chapter.

187. These ordefs are applicable in general to the examinations in all
Branches except to the Subordinate Accounts Service for the Defence Ser-
viees Test Audit for which reference shduld he made to the Manual of the
Director of Audit, Defence Servieces. Supplementary instructions are also
issued by the Director of Railway Audit for the guidance of presiding
officers and candidates in the Subordinate Railway Audit Service exmmina-
t{on. They will be found in the Manual issued by the Director of Railway
Audit. .

188. The examination should be eonducted, on the dates, and according
to programme prescribed by the Aunditor General, by the Aeccountant Gen-
eral himself, or by one of his assistants (not ordinavily below the rank
of a Deputy) nominated by him. When the names of candidates are
submitted, information should be supplied whether auy of the candidates
are related in any way to the officer who will supervise the examinations.
On receipt of this information, it will be decided whether or not the offi-
cer should be asked to invigilate.

188. The examination papers are sent from the Aunditor General’s
office, by registered and insured post, in a sealed packet econtaining a
separate sealed envelope for each paper set. Their receipt should be
acinowledged immediately by telegram.

180. The sealed packet containing the sealed envelopes in which the
question papers are enclosed, should, on receipt, be opened by the head *
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of the office in the presence of the officer who is to preside at the examina-
tion or if he himself is to preside, in the presence of some other officer.
The number of question papers in each envelope is given on the envelope
itseif. The number given on the envelope should be compared” with the
number of candidates appearing in each paper Jo verify that a sufficient
number of question papers has been received.

After this comparison has been made the envelopes should again be
placed in a cover which should be sealed. This cover should be kegt in the
personal custody of the Aceountant General, and must not be opened until
the examination begins (but see paragraph 202) the several®envelopes
being upened when the papers are required for distribution. The outer

Jcover and the envelopes should be opened in the presence of the candi- eg
dates, : .

191. The several papers should be given out singly and the exercises
should be worked out by the candidate in the presence of the presiding , .
officer, .

No candidate should be allowed to enter the examination room half
an hour after the commencement of the examination. .

192. The presiding officer should be relieved of all his ordinary flutids
during the period of the examination partly that he may be free from
distraction, but mainly so that there should be no oceasion for him to leave
the examination room, or for cutsiders to enter the room. Such work as
the presiding officer must do during these few days, shonld be done aut-
gide the examination hours. 4 -

193. The number only of the question should be pyefixed to an dnswer
and the answers and solutions should be written in full. The answers
should be worked ont on the printed and bound answer books supplied to the
Accountant General for the use of candidates. The instructiogs printed
on the title page of the answer book and on the fly-leaf attached thereto
for note of the Roll number and other particulars of the examination,
should be strictly observed by the candidates. The presiding officer >
should impress on the eandidates that failure to eqmply with those instrue- 3 .
tions may entail forfeiture of marks. No locse paper should be supplied
to eandidates unless the supply of answer books gives out. Tn such a
case. a special report should be sent to the Auditor General giving details
of louse sheets supplied to each candidate. : .

194. Rough work should be done by candidates on the left-hand
pages of the printed answer books. The neatness of the eandidate’s paper
is taken into aceonnt in assigning marks. '

195. No pages of the answer books should on any account be removed
by the candidates. - %

186. No candidate should be allowed to take away any answer book
frow the examination room. Tt should be specially seen that all the
answer books supplied to candidafes are returned whether used or un- :
used. -

. 197. Apart from the staff necessary to hand out question papers and
blank answer books, to supply drinking water and similar requirements
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L]
of the examinees, no person shoujd

allowed in the examination room.

After distribution of the questio pa%ers no member of the staff should

have access to the candidates.

tsider should enter the room unless

absolutely neeessary and the invi
another senior officer replaces hi

r should not leave the room unless

porarily.
198. The presiding officer sho ld pot allow any copy of the question
a

papers to be taken out of the ex
have bean collected.

on room until all the answer books

ion a plan of the examination room

199. Hach supervising. officer hn:{d forward to the Auditor General

200. The candidates' solutions|as
*rendered to the presiding officer withi

e various candidates, together withk
hgement shown therein was main- *

first written ‘out fair must be sur-
h the time allowed for each paper.

201, The solution papers sho
correction, immediately after the
senled packet, to be registered if
tile ASsistant Auditor General (P
cer should be required to affix hi
papers despatched to Assistant A
of which should be sent to that o

.,,: This rule does not apply to|th
Aceourtant General loeally for tHe
Audit Branches. Inehe case of pgpe
General, Posts and Telegraphs, t
be transmitted by each Deputy Aecpun
to the Accsuntant General.

202. The names of books the upe o
tical paper should be mentioned ir‘:EEt“}xe
who sets the paper, and other bo
that particular examination. The jna
paper are noted en the covers contdini
each day’s examination, names of|bo
should be announced by the presiding
to be brought into the examination| hal
low as possible.

203. The presiding officer shopld

Pr
ito
cer

transmitted, without alteration or
of each day’s examination, by

ate seal to the packets of answer
General (Personnel), a specimen
beforehand. H &

papers set and marked by the
cal Audit and Customs Revenue
set and marked by the Accountant
swer books and certificate should
t General, Posts and Telegraphs,

which is permitted for each prae-
question paper itself hy the officer
hall be prohibited from use at
es of books to be allowed for each
o question papers. At the close of
ks for the next day’s examination
officer so that the number of books
| by the candidates may be kept as

satisfy himself that in the papers

where the use of books ig permissiblp, tHe candidates do not receive extrane-

ous help from notes or solutions
nature of eross references, glossary| or
Centra] Government may be permifted,
to questions should not be permittéd.

ete., should not be permitted witHout
General.
should be supplied to eandidates
offices conecerned. If a eandidate

for
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copied

in the books. Notes of the
index of references to orders of the
but notes of the nature of solutions
The use of tables, ready reckoners,
the specific orders of the Auditor

As far as possible, correetefl up-to-date office copies of hooks

the practical examination by the

ukes his own set of books, they should be
Jexamined to verify that they do nTt c¢ntain any forbidden matter.
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[
204, The presiding officcr must certify that these rules have been « 'a
strietly followed, by signing certificates in the form given below, and must

explain any accidental or unavoidable deviations :— =
Examination 193  ,° ; (&

1. Subject.® '

2. Date on which the Examination is held : =

3. Index Number(s) of the candidate(s), v

Index Remarks. ., 4
Number(s). e

L ]
L ] Ld .

Certified that the Examination of the candidate(s) whose Index Num-
ber(s) islare noted above has|have been conducted strictly in aceordance
with the preseribed rules and that it commenced at......... vnio S SR

...................... and ended af ....iiciiisa s vas s AROEDT
I -Tho. Case OF /st e os sivisasteia hilatas: 4 eien lsiint g e e e di -,
T i e 0 o A TR L8 TS e T e e O A Poos o i aiivie
The following candidate(s) did not sit for the Examination :— =
Absent o P A0 .. Index No.
Withdrawn .. < .. Index No. ‘
Exempted i s " .. Index No.
Pated. .54 Mot clis. cos 196 e

Presiding Officer:

Rank

*Theoretical and Practical papers, as the case may be, to be specified.
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s ‘

® CHAPTER -VI.—CLERICAL STAFF OF THE INDIAN AUDIT
DEPARTMENT.
2 Strength.

L

205. The clerical staff in accounts and audit offices generally
.comprises *Clerks, Cashiers, Assistant Cashiers, Stenographers, Typists,
Maghinists, Routine and Record Clerks. In the Posts and Telegraphs

e® and Railway Audit Offices, there are two Divisions of elerks, viz., Upper ,
Divisidn and Lower Division. Besides the classes mentioned above,
there are Sorters in Money Order Sections of the Posts and Telegraphs
a Accounts Offices.

206. Bhe strength of the elerical staff required in each office is fixed
under proper sanction with reference to the statistics of work done in
- each section. The number of clerks in each section is based on
standgrdised rates of work where these have been fixed, and a leave
reserved at 123 p. c. of the strength of each grade is permitted. The
Accountant General is not permitted to alter permanently the strength
of any section, or of any class of the clerical establishment or the distri-

bution between effective posts and leave reserve.

-
0 Source of Recruitment.

= 207. It is desirable to test either by examination or by interview
the qualifications of the clerical staff on first appointment and, subject

. to any ger&eral instructions issued by fhe Auditor General from time
to time, suitable rules should be laid down by the Accountant General

with reference to the normal standard of education and the supply of

; educated men in the province. Where possible the minimum standard
. for auditor or upper division clerks should ordinarily be a university
degree.

208. Subject to the limitation laid down in Article 521 of the Civil
Service Regulations, the Auditor General has the power under Article
520 (#4i), C.S.R., to sanction the re-employment of pensioners when
necessary.

209. As a precaution against the inadvertent re-employment of men
who may have been dismissed, the Accountant General should ascertain
whether an applicant for a post has been in Government service before,
and should refer to his previous employer if the circumstances connected
with his discharge are not clear. Every applicant should be required
to furnish a certificate of good character having special reference tfo
the previous two years, and, if he was ever in service before, he should
- further be required to produce a copy of his character book or other

record of service. A person who is found to have obtained employment

by concealment of his antecedents will ordinarily be dismissed.
Nore.—Dismissal should be distinguished from ordinary removal or discharge.

. L5AGO . 2B
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Method of recruitment.

210. In offices where reeruitment for the clerical staff is not made
by an entrance examination, a Selection Board should be cbnstituted
within the office to recommend to the Accounfant Generpl the order in
which candidates for posts should be appointed.

211. Subject to the observance of orders and instructions of the
Central Government and of the Auditor General relating to theeappoirtt-
ment of members of the minority communities, sons of Government
servants who have served long and faithfully in Accounts &nd Audit,
Offices, may be given preference for appointments in not more than gme-
fourth of the vacancies in the clerical grades, provided they have educa-
tional qualifications equal to those which are required in practice ®in the
case of other recruits, and provided also they are not below the standard
of general knowledge and mental efficiency of the men against whom,
they are competing.

Age of recruitment and power to relax it.

212. A person whose age exceeds 25 years may not ordinasiy Bbe
admitted in Government service without the sanetion of the Head of a
Department. Aceountants General should however be very sparing in the
exercise of their powers to relax the age limit for appointments in their
offices and should not accord special treatment in this matter to egses
of sons of Government servants coming under the preceding paragragh.

Area of recrnitment. .

213. Subject to the following exception, reecruitment in Civil Andit
and Accounts Offices is restricted to the residents of the pgovinee in
which the office is situated :—

(a) In cases coming under paragraph 211 the candidate may be
recruited to an office in the province of origin of his
father. i

(b) If difficulty is experienced in reeruiting members of minority
communities with adequate qualifications, they may be
recruited from an outside area,

Note—For the purposes of this paragraph the provinees of Delhi, the Punjab,

and the United Provinees will be considered as the ‘‘ province ’’ in the ease of recruit-
ment to Civil Andit and Accounts Offices in the Delhi Provinece.

Communal representation.

214. The orders issued from time to time by the Central Govern-
ment and the Auditor Genera] regarding representation of minority
communities in Central services should be ecarefully observed. It has
been decided by the Central Government that 25 per cent. of all
vacancies to be filled up by direet recruitment will be reserved for
Muslims and 8% per cent. for other minority communities. These
DPercentages apply to the total reservation for India as a whole. For

-

E
'.
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.- « each local %rea, percentages have been fixed with effect from July 1934
with reference to the population ratio of Muslims and other minority
communities in that area and the rules for recruitment adopted by the
Provincial Government of the area coneerned. The percentages fixed

. are as follows :— »

L]
Percentages Percentages

fixed. for fixed for
e Province. Muslims, other minority
i 5 communities.
DEmE L o = = ; = a3 8}
Bengal. . e A > e i 40 *8
*® Asam e = = 5 5 s 33 8% 5
Bihar and Orissa 3 o = e o 10 83
‘ Central Provinces = I 3 e o 5 A
* United Provinces i 3 " = = 15 84
B . i= & 5 ; X 50 8}
: Bombay (excluding Aden and Sind) o o o 83 81
& Madrasy At . = e, | 5 o 81 8]
Punjab e i i 4 i = 40 =10
North-West Frontier Province Fit T = s 60 S
Total .. £ 25-39 8-16

~ *Including Buddhists.

L]
Note—In the case of the clerical staff under the Director of Audit, Defence
e Services, which is recrufted on an all-India basis, the reservation is 25 per cent. for
Muslims and 84 per cent. for other minority communities.

. 215. Whenever a member of a minority community is lost through

premature” dismissal or resignation or otherwise falls out before con-

firmation, the vacaney should go at once to another member of the class

of minority community to which he belonged (Muslim or Non-Muslim)

. < o addition to and irrespective of the ordinary order of recruitment for
the various communities.

216. The percentages prescribed for minority communities are to
be applied to vacancies (as distinet from posts) in each grade or
division of a service to be filled by direct recruitment, and not to
vacancies to be filled by promotion which will continue as at present to
be made solely on merit cum seniority. In all cases the candidates
should possess the minimum standard of qualifications fixed for each
grade of serviee. :

217. Tn order to ensure that Muslims and other minority communi-
ties get their respective quota of vacancies in each office, appointments
should be made in the preseribed eyelic order and a running account of
pointments made should be kept from year to year.
maz—The percentages of reservation fixed for Muslims and other minority eom-

< both the minimum and the maximum limits for allowing preference to

ting ovor the majority eommunity in the matter of recruitment. The .
ohers of minority communities in nnreserved vacancies 18 therefore

4
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permissible only when no preference is involved over the x_nembers of the #ajority com- .‘
munity in excess of the preseribed percentage of reservation. In other words, Muslims o

and members of other minority communities may be recruited or eonfirmed in excess

of the percentages prescribed for them, only if they do not supersede members of the

majority community who are available and have a better claim to fill the unreserved

vacancies, | .

Illustration.—Supposing in a eyele of 12 vacancies 3 are reserved for Muslims and
1 for other minority communities, the first 12 candidates selected includes 6 Muslims
and 1 member of anbther minority community. The recruitment of 6 Muslims instead
of 3 in this cycle is permissible as it does not involve any preference to the three extea
Muslims over any member of the majority community. But if the next 12 %andidates
selected for the second cyele include no Muslims and only one membeg of another
minority community, it i8 not permissible to reeruit 3 Muslims from outside the,
second bateh, as this would involve a preference over the members of the Inajori
community included in that batch and also mean reeruitment of 3 Muslims in excess e
of the proportion. In such a ecase the three extra Muslims recruited in the firgt cycle
should be treated as appointed earlier than their turn in the second eycle. These

principles apply not only to initial recruitment but also to confirmation of temporary
and officiating men already in service.

218. It is not the intention of the Central Government that in the
locally recruited Central Services in any Province the unreserved quota
of vacancies should be formally divided among the various sections of
the majority community, such as Brahmins, non-Brahmins and depressed -
clageS. It is, however, desirable that in the unreserved vacancies there

should not be an undue preponderance of any one section of the Hindu
- Community.

219. Rectification through ecurrent and proximate recruitment
should be made if any deficiencies oceur in reeruitment of minority cgu-
munities under the proportions fixed with effoct from July 1934. No

attempt should, however, be made to rectify suchedeficiencies, if any,
which occurred before July 1934,

220. Annual statements in pPescribed forms showing the communal .
composition of each office and the details of vacancies filled® by direct
recruitment, should be prepared in strict accordance with the instrue-

tions laid down by the Central Government and the Auditor General, L
and furnished in triplicate to the Auditor General by the 15th February .
each year. The Auditor General will transmit these statements in dupli- *

cate with his comments to the Central Government by the 15th March.

221. 1t is the duty of the Accountant General to arrange that his
elerical staff is adequately trained in all branches of the work of the
office under him. A systematic training scheme should be worked out
and applied to clerks in the early years of their service, and the Account-
ant General must remember that excessive specialisation in the case of

efficient clerks is against both their interests and the interests of the office c
as a whole,

Confidentia]l Reports,

222. A character roll in the preseribed form which will ba.io

nature of a confidential report will be maintained for each -
e the elerical staff. ]
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The reforts will be written up by the Sectional Superintendent, and
will be submitted to the Gazetted Officer in charge of the Section who
will sign them after adding such remarks as he may consider necessary.
Generally*the character rolls should be written up yearly in April, or
when the Gazetted Officers or Sectional Superintendents are transferred or
depart on long ‘leave coveting the month of April, or when a member of
a section is transferred from the section ; but a character roll need not
be written up for less than a four months period.

Ll
The orders laid down in note I below paragraph 99 apply
to cferical staff. The Accountant General should arrange for
a periodical inspection of character rolls to see that they are kept up to
date and that the work of outstanding and promising men is brought to
his natice. ' ' ' .

ot

i Promotion of clerks to S. A. 8.

223. The orders relating to the promotion of clerks to the Subordi-
nate Accounts Service are contained in Chapter V.

« Nqge—COlerks on passing the 8. A, 8, examination are allowed an addition o i@
to the ordinary rate of increment admissible to them. ; >
Promotion to selection grade of clerks.

«224. In the revised scales of pay for clerks there is a selection grade
e®responding to the old,scale above the upper efficiency bar. Promo-
tion to this selection grade should be made by the Accountant General on
the recommendation®of a Selection Board appointed by him. All clerks
who have passed the 8. A. 8. examination will be promoted to the selee-
tion grade after reaching the maximuth of the ordinary scale, irrespee-
tive of any numerical limit for the grade, provided their efficiency has
been maintained. The number of unpassed clerks in the selection grade
is fixed provisionally at a uniform rate of 10 per cent. of the total
clerical strength, this proportion being subject to review in the light of
actual experience. Unpassed clerks should not be promoted until they
are within three stages of attaining the maximum of the ordinary scale.

Posts with Special pay.

225. Apart from the speeial pay attached to partieular posts under
proper sanction, the Central Government have sanctioned a uniform rate
of special pay of Rs. 10 per mensem for typists in Civil Audit Offices and
Lower Division clerks in the Postal Audit Offices on the new scales of
pay employed on accounting machines, subject in the case of the latter
to an addition of Rs. 2/8/0 and Rs. 5 per mensem for extra outturn.
Lower Division clerks in the Posts and Telegraphs Audit Offices working
on Comptometers will not be given any specia] pay except t‘r'xe_ Comp-
tometer supervisors of Money Order Sections, who will, be eligible for
Rs. 10 per mensem for supervigion work. Clerks and typists ernployed
on Comptometers in Civil Accounts Offices exeept Bengal will nr_\t.
draw any speeial pay ; the Comptometer operators in the Bengal office
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will draw special pay as they are Record clerks and their gbale of pay .‘
e .

is lower than that of typists.

226. Subject to the following conditions Accountants Ggneral are
authorised to sanction special pay not exceeding Rs. 30 per mensem to
clerks serving under them who have not passeds the 8. A. S. examination,
for holding charge of sections for which posts in the 5. A. S. have been
sanctioned :— .

(1) that there are no men available who have pasged the
S. A. S. examination ; ¥

(2) that the clerk holds charge of seetions continuously for not,
less than a month ; and S

(3) that the amount.can be met from the budget provision under
“ Pay of Establishment *’. : £

227. An Accountant Genera] may also sanction special pay of
Rs. 30 per mensem to any one typist or clerk employed as shorthand.
writer, provided that there is no sanctioned post of stenographer on a
special rate of pay in his office. The special pay may be increased,
at the diseretion of the Accountant General, to Rs. 40 per month after
ten years’ and to Rs. 50 per month after twenty years’ service asgsteng-
grapher. The pay plus special pay should be limited to Rs. 170 a month
in the case of a typist and to the maximum pay of the clerical seale in the
case of a clerk.

These rates do not apply to clerks or typists subject to the Revised
Rates of Pay Rules for whom the revised rate, of special pay is Rs. o5
per month, with an inerease, at the discretion of an Acecountant . Gene-
ral, to Rs. 35 after 10 years’ and Rs. 45 after 20 yfars’ service as a
stenographer, subject to the limitation that pay plus special pay
should not exceed the maximum®of the clerical secale.

Nore.—The limitation of pay plus special pay to the maximum pay of the eclerieal
scale does not apply to persons not subject to the Revised Rates of Pay Rules in the
office of the Audit Officer, Indian Stores Department.

Conduct, discipline, etc.*

228. The Government Servants’ Conduet Rules are applicable to
all members of the establishment. Copies of the rules should be kept
available for general reference in each office. Paragraphs 102 and 103
app:ly mutatis mutandis to clerical staff and regulate a elerk’s acting as
arbitrator and giving expert evidence.

229. The rules relating to attachment of pay contained in Article
46-B, Civil Account Code, Volume I, are applicable to the clerical staff
serving in the Indian Audit Department.

Date of Birth.

230. Withput the sanction of the Auditor General no alteration
inezy 3:(1 m_adel;l in the datg Of: bérth of a member of the clerical staff
or in his service book. See also Article 62 (1) (b) of t livi
* Account Code, Volume I. = e T ol

.-"

| ———
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(6) Recommendation of Department, ete.,, regarding amount of

grant,

(73 Name of Treasury or sub-treasury at which payment is
desired.

(8) General. =

242, In addition to the particulars detailed above, a descriptive roll
of the applicant (on separate sheets) giving the following information,
should also be furnished «—

. (1)* Height.
b * (2) Age.
e (3) Colour.
(4) Personal marks, if any, on the hand, face, ete.
. (5) Signature or the left hand thumb and finger impressions.

The descriptive rolls and thumb and finger impressions accompany-

ing applications for relief from the Fund should invariably be in dupli-

- catd and attested by two or more persons of respectability in the town,
villhg® or pargana in which the applicant resides.

; An independent report on the financial condition of the applicant
l : frofn the Collector or District Magistrate of the place where the appli-
cant resides should invariably be forwarded to the Central Govern-
n;,gﬁt along with the recommendations for the grant of an award from
the Cgmpnssionate Funde

o 243, All applications are required to be submitted in duplicate by
ountants General. No application will be considered which is not
itted to the department of the Ceatral Government concerned with-
ne year of the death of the Government servant, unless the delay
in gubmission is sufficiently explained. It is desirable that applications

should be submitted as promptly as possible after the death of the Gov-

. erniment servant.

Ac
su
in

Accounts Offices Associations.

244 Reasonable representations on general questions from an

Association formed by employees of Accounts and Audit offices are
considered if the Association has been recognised under the Recognition

Rules issued by the Government of Tndia in the Home Department from

time t otime. The latest instructions recarding the recognition by the

Central Government of Associations of its emplovees were promulgated

with Home Department Office Memo. No. F. 16/1[37-Publie, dated the

. 95th August 1937. Similar representations from the All-Tndia Aeccounts
and Audit Offices Conference and its Working Committee are also econ-

sidered at present, although this Conference is not a recoonised one. All

. ¥Tf the deceased was a subscriber to the General Provident Fund andlor was
insured, the amount of his deposite in the Fund andlor the amount for which he was
insured should be menticned. If he was meither a subscriber to the Fund nor insured,

the faert should he stated.
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such representations should be supported by copies of the actual resolu-
tions passed by the Association concerned. Representations from Associa-
tions of local accounts and audit offices, if addressed to the Auditor
General or higher authorities, should be submltted through the Accountant

General concerned. & . -

Gradation Lists. .

245. Accountants General are required to, submit by the 15th Juhe
each year gradation lists of their offices showlng generally, the sanc-
tioned strength, the seales of pay, and seniority of the different classes

of men on the establishment. o #
L ]
L]
Life and Service Tables. s
246. Life and Service Tables for the non-Gazetted establishment <

should be prepared in preseribed forms in aceordance with the mstruc’fmns

given in the forms therein and those issued by the Auditor’ General.

The tables should be furnished in duplicate to the Auditor General by

the 1st March of the following year. The Auditor General will forward -
one copy of the tables with his comments to the Aetnary to the (entril
Government by the 15th April.
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.. = Private work.
LY

231. Members of the clerical staff are not permitted to undertake
the audié of accounts or other simliar private work otherwise than

.. under the rules framed by the Central Government under rule 47 of the
Fundamental ®Rules. »

Acgountants General should act in accordance with the following
nrincipl.es in exercising the powers conferred by those rules.

(1), The remuneration granted for such work should not be exces-
= sive in relation to a eclerk’s pay.

= * (2) The previous sanction of the Auditor General should be
° obtained before any such Government servant is allowed®
to undertake for remuneration the work of maintaining

° or supervising the accounts of an institution.

232. The instructions in paragraphs 106 and 107 about the accept-
ance of honorary work of a soeial or philanthropiec nature and about

acting as correspondents of newspapers apply also to clerical establish-
& x‘l_lents..

Penalties.

233. The imposition of penalties on members of subordinate services
arq governed by rules 49 and 54 of the Civil Services (Classification,
Owatrol and Appeal) Rules.

- *  Petitions and Memorials.

234. The instructions regarding ¢he submission of petitions and

. ' memorials are contained in paragraph 110. The appeal rules applieable

to subordinate services are contained in Central Government, Home
Department No. F. 9-19(30, dated the 27th February 1932.

D . ~* Medical Attendance.

235. The subordinate employees of the Central Government
stationed in territories administered by a Provineial Government are
entitled to free medical treatment on the same seale as allowed by the
Provincial Government to corresponding eclasses of establishment. In
Provinces where there is no reciprocity or where reciprocity has heen
suspended, the Central Government have decided to reimburse charges
which are paid by subordinates to the Provincial Hospitals.

Medical attendance ordinarily includes—
(a) medieal attendance at the ‘entitled Government servant’s

? residence or at the consulting rooms of the authorised

medical attendant including such surgical treatment as
’ can suitably be given at the Government servant’s residence
: or at the consulting rooms of the authorised medieal
f attendant, and

L]
L
i
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(b) such treatment as is normally provided by a @®@overnment
hospital with its own staff, equipment and apparatus in
cases where the authorised medical attendant considers
it desirable in the interests of the patient that ke should

be sent to a Government hospital to which he is entitled .
to be admitted. .

Superannuation and Retirement, ¥

236. Ministeria] Government servants in Audit and Accounts Offices
should not be retained in service beyond the age of 55 years®except in
very rare cases and then only on considerations of efficiency of the
public service. They should not be retained in service for reaSons e

L J
* personal to themselves. ™

Dismissal, Discharge and Resignation, [

237. The dismissal or discharge of members of the establishment are
governed by rules made under Rule 55 of the Civil Services (Classifica-
tion, Control and Appeal) Rules. P~
* .
Commutation of Pensions.
238. Cancelled.

Compassionate Gratuities. .

239. The rules regulating grants from the Compassmnate Fund are
laid down by the Central Government, Finance Depagtment, in Resolution ER
No. 842-E.B.,, dated the 5th May 1920. The Compassionate Fund is
intended for the relief of families of Government servants left in
indigent circumstances through the premature death of the person
upon whom they depended for support.

240. In dealing with the application for a gratuity from the
Compassionate Fund, the extent to which the case conforms to the rules .
regulating the grant from the Fund must first be reported. Any °
special features of the case should be brought out, and the recommenda-
tion then stated.

241, The following particulars should be furnished in each ecase of
recommendations for the grant of an award from the Fund :—

(1) Name of the deceased, last appointment held, pay at the time
of death, and the date of death.

(2) Total service, and whether pensionable or non-pensionable.

(3) Dependants (with their respective ages) and their pecuniary®
cirenmstanees ; whether there are any relatives in a
position to give help.
(4) Remarks of superior officer on deceased’s work.
. (5) Was death due to, or accelerated by. devotion to duty.
2 ]
¥
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.- = (6) Recommendation of Department, ete,, regarding amount of
grant.
(73 Name of Treasury or sub-treasury at which payment is
. desired.
(8) Gentral. >

242, In addition to the particulars detailed above, a deseriptive roll
of the applicant (on separate sheets) giving the following information,
should also be furnished «—

. (1)® Height.
T « (2) Age.
*(3) Colour.
(4) Personal marks, if any, on the hand, face, ete.
& . (5) Signature or the left hand thumb and finger impressions.

The descriptive rolls and thumb and finger impressions accompany-

ing applications for relief from the Fund should invariably be in dupli-

- cate and attested by two or more persons of respectability in the town,
villag® or pargana in which the applicant resides.

An independent report on the financial condition of the applicant
from the Collector or District Magistrate of the place where the appli-
cant resides should invariably be forwarded to the Central Govern-

ht along with the recommendations for the grant of an award from
the Cgmpassionate Funde

— 243, All applications are required to be submitted in duplicate by
Accountants General. No application will be considered which is not
submitted to the department of the Ceatral Government concerned with-
in one year of the death of the Government servant, unless the delay
in submission is sufficiently explained. It is desirable that applications
should be submitted as promptly as possible after the death of the Gov-

. ernment servant.

Accounts Offices Associations.

244, Reasonable representations on general questions from an
Association formed by employees of Accounts and Audit offices are
considered if the Association has been recognised under the Recognition
Rules issued by the Government of India in the Home Department from
time t otime. The latest instructions recarding the recognition by the
Central Government of Associations of its emplovees were promulgated
with Home Department Office Memo. No. F. 16/1!37-Public, dated the
. 95th August 1937. Similar representations from the All-Tndia Accounts
and Audit Offices Conference and its Working Committee are also con-
sidered at present, although this Conference is not a recognised one. All
‘ ¢ *Tf the deeeased was a subscriber to the General Provident Tund andlor was
insured, the amount of his deposits in the Pund andlor the amount for which he was
insured should be mentioned. TIf he was neither a subseriber to the Fund mor insured,
the fact should be stated.




70

244-246] CLERICAL STAFF OF THE INDIAN AUDIT DEPARTMENT. [CmAp, VI

such representations should be supported by copies of the actual resolu-
tions passed by the Association concerned. Representations from Associa-
tions of local accounts and audit offices, if addressed to the Auditor
General or higher authorities, should be submltted through the Accountant
General concerned. . .

Gradation Lists. ' .

245. Accountants General are required to, submit by the 15th Jufe
each year gradation lists of their offices showing generally, the sane-
tioned strength, the seales of pay, and seniority of the different classes
of men on the establishment. .

L]

Life and Service Tables.

246. Life and Service Tables for the non-Gazetted establishment
should be prepared in preseribed forms in accordance with the mstructmns
given in the forms therein and those issued by the Auditor’ General.
The tables should be furnished in duplicate to the Auditor General by
the 1st March of the following year. The Auditor General will forward
one copy of the tables with his comments to the Aetuary to the Centrdl
Government by the 15th April,
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= CHAPTER Vii—DIVISIONAL ACCOUNTANTS.

. Organisation.

247.*The Divisional Agcountants are constituted in a separate cadre
with its ogn leave and training reserve under the administrative control
of the Accountant General. This cadre is intended to provide one
traimed Accountant for each public works division or other independent

®  execufjve charge and one for each of certain appointments in the Audit o
Office.
- 248. Proposals affecting the strength, ete., of the cadre require to

*be submitt.ed to the Auditor General or the Central Government for the
requisite sanction,

. Provided that an Accountant General may make the consequenti
inereage or readjustment including the leave reserve if a new publie
works division is created or an existing one abolished.

Source of Recruitment.

*249. Subject to such exceptions as may have been authorised by
th® Auditor General, candidates for appointment as Divisional Account-
ants nrust have passed the admission examination preseribed in Annexure

== T to this Chapter, afid may, subject to the condition laid down in the
paragraphs succeeding, be recruited from one of the following sources
’ by the Acgountant General—

(1) Clerks employed in Divisional and Sub-divisional offices of the

Public Works Department, who are recommended by the

- authorities of that department as suitable for appointment
. . as Divisional Accountants.

(2) Clerks employed in the Audit Office.

(8) Graduates of the Indian Universities and other persons con-
sidered suitable on acecount of their special qualifications.

Conditions of Recrmitment and Confirmation.

250. Except for appointment in leave vacancies and subject to the
powers of the Accountant General to waive the conditions in very ex-
. ceptional cases, recruits from sources (1) and (2) above should not
have attained 30 years of age on the date of their first appointment in
the cadre of Divisional Accountants.

251. Appointments from source (3) shall ordinarily be limited to
=4 one-third of the vacancies in the permanent eadre of Divisional Account-
ants, the distribution of the remaining vacancies between the other
two sources being made at the discretion of the Aecountant General.
. ’ .
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252, Appointment to the cadre of Divisional Accountants from
whatever source is treated as direct recruitment for the purposes of the
communal proportion orders issued by the Central Government and the
Auditor General from time to time, and the ,Accountant General is
personally responsible for seeing that these appointmentssconform to the
relative orders.

263. It is specific condition of the appointment that IJivisional
Accountants are liable for service anywhere within the audit jurisdictidn
of the Accountant General including his own office, and, on their quali-
fying for appointment to the Subordinate Accounts Service, are liable
for transfers to the offices of the Auditor General and the Finance«De-
partment of the Central Government.

254, Every person appointed to the cadre of Divisional Ac.eoﬁnt-
ants is initially treated as on probation, his confirmation being governed
by the provisions in the paragraph 255. Clerks recruited froms
sources (1) and (2) (Paragraph 249) and who pass the Divisiona] Test
Examination (Paragraph 257) are kept in a waiting list but allowed to
retain their lien in their substantive appointment till they are confirmed
in the Divisional Accountants cadre. P .

The relative priority of clerks from sources (1) and (2) is deter-
mined with reference to the dates of their passing the examination. For
a person appointed from source (3) his position on appointment will
be at the bottom of the list of permanent Divisional Accountants. But
those recruited from either of t}ﬁe other two sources, will be plaeed
below all those who are officiating or temporary at the time. .

Egzplanation—This waiting list includes mot only those “men who have already
passed the Divisional Test before appointment but all men who have passed the Sibpur
Test irrespective of whether they have pdssed the Divisional Test or not.

-

Confirmation in the cadre.

255. All appointments to the Divisional Accountants cadre are made
by selection and confirmation in it is subjeet to 3 candidate fulfilling the
following conditions :—

(a) that he has at his eredit—
(i) 18 months’ experience in the accounts work of Divisional
or Subdivisional offices ;
(ii) 6 months’ experience in the Works Audit Department of
the Audit Office ;
(i) 12 months’ continuous service on probation as Divisional
Acecountant ;

provided the Accountant General may, for special reasons, relax any

of these conditions :
(b) that he has passed the Divisional Test prescribed in para-
graph 258 ;
(¢) that the Accountant General is satisfied that the probationer
is competent to hold independent charge of the Accounts of a
A5

re
W s —
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.' b division, and considers him (from reports received from the .

Executive Engineers) fit to hold the position of the semior
. member of the office establishment of a Divisional office.

. Egplanation (1).—The «period of probation should not exceed two years for
recruits from soufees (1) and %(2) and three years for those from source (3). Failure
to fulfil conditions (b) and (e) within this period will involve removal from the cadre
of Divisignal Accountants.

o The Accountant General may extend these periods by not more than one year.

Ezplangtion (2).—The periods of probation may also be automatically extended,

Jif an Accountant General holds, under paragraph 258, the Divisional Test Examination

only once in a year instead of twice, fo give candidates the number of chances equal
.® to those they would have had if the said examination were held fwice a year.

L ]

Practical training.

® . 256. Every Divisional Accountant on probation should, irrespee-

tive of hig prior experience, if any, undergo a course of practical train-

ing for such period as may be considered essential in each case. A

- Deputy Accountant General should be entrusted with the task of regu-

latinge and supervising this course of practical training and, subject to

guch details and variations as the Aceountant General may order, the

training should consist of actual experience of divisional offices and the

Works Audit Department of the Audit Office and of a thorough practical

kngwledge in the processes of compilation and the audit of divisional

amd subdivisional accounts. For this purpose probationary Divisional

Accouptants may, if nedessary, be aftached as additional Accountants.

- The Deputy Accourstant General should require to be submitted to him

- monthly a diary of the work done and of the progress made by the
’ * probationer in the severely practical aspects of his training.

Ezplandtion.—It may not be possible for an Accountant General to give the train-

ing in the manner provided for in this paragraph if the Divisional Accountants cadre

under his eontrol does not inelude a training reserve, but adequate practical experience
- should precede the confirmation of any person as Divisional Accountant.

Departmental Examinations.

257. A departmenta] examination ecalled the Divisional Test
Examination in divisional acecounts shall be held twice a year by the
Accountant General. This examination should be in two parts, writlen
and viva voce. The written part should be a severe practical test of the
candidate’s knowledge of the rules and proeesse% connected with
(1) the preparation and examination of initial accounts. stock and tools
and plant returns, contractors’ bills and other bills and vouchers and
(2) the classification and ecompilation of divisional accounts. The
vive voce part of the examination is intended to show whether the can-
didate ean promptly give to the executive officers of the Public Works
Department appropriate advice in matters concerning the accounts and
the financial arrangements of Divisional and Subdivisional offices. The
examination should be conducted under the supervision of a Divisional
Officer or of a gazetted officer of the Audit Office. The candidate should *
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not be allowed access to any books. He must obtain not less fhan 66 per
cent, marks in either part to pass the examination.

An Accountant General shall however have diseretion to hold only
one examination in each year instead of two if he considers that the
second examination will have the effect of inerfasing to ah undue extent
the number of accounts elerks qualified for appointment as Divisional
Accountants under paragraph 256, =

L
. Nore—To ensure a common standard, a special® procedure introduced for the
viva voce examination is, that the officer conducting the examination should take down

the answers given by each candidate. A single examiner then values the answers of*®

all the candidates in both the parts of the examination. B

s 258. The departmental examination provided for in paragraph 257
is primarily for Divisional Accountants on probation but the Aceountant
General may permit candidates from among the following classes  who

have passed the public admission examination preseribed in Annexure 1°

to this Chapter to sit for the examination :—

(#) officiating Divisional Aeccountants ;

(i) clerks, serving either in the Audit Office or in divisional and
sub-divisional offices who have been employed for at least
two years on accounts duties in Divisional and Sub-divisional
offices ;

(4ii) other clerks of the Audit Office who have been employ®d
for at least two years on audit and acecounts duties dn the
Works Audit Department and whose Qualifications are so
superior that the necessary experience of divisional and sub-
divisional acecounts thay, in the opinion of the Accountant
General, be dispensed with. This permissiofd should,
however, be granted sparingly.

Ezplanation 1.—Persons allowed to take the Divisional Test Examination under
this paragraph will not ordinarily be allowed more than three chances, but the
Accountant General may, in special circumstanees, allow two additional ehances to those
whom he considers deserving of the concession.

The loss of a chance owing to failure to pass the examination will equally involve
forfeiture of a chance allowed under Hxplanation (2) to paragraph 255 if a person
of this class should eventually be selected for the post of probationary Divisional
Acoountant under paragraph 249,

Ezplanation 2.—An officiating Divisional Aecountant or a eclerk shonld not be per-
mitted to appear at the Divisional Test Examination under this paragraph unless he
is certified by his superior officer, being either a Public Works Officer not lower in rank
than an Executive Engineer, or a Gazetted Aundit Officer, to be regular in his attendanee,
encrgetie, of good moral character and business habits so as to indicate that he
possesses aptitude for the work of a Divisional Accountant, and to have a reasonable
prospect of passing the examination.

Explanation §—Men referred to in clauses (i) to (iii) above whose age exceeds
80 years, are not eligible to sit for the examination under this paragraph,

But the Aceountant General may relax the age limit in such individual cases as he
o considers to merit special treatment under paragraph 250.

-
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L]
2b9. The passing of a Divisional Test Examination is one of the
necessary qualifications for a person to be -appointed as Divisional
Accountant [vide (b) paragraph 255] but it does not give him a claim
to be so appointed.

260. The cdnditions réquiring the passing of the examination in the
Vernacular that apply to subordinates in the Public Works Department,
apply Pq'[i.llly to Divisional Accountants also.

. Pay.

261, Divisional Accountants when they hold charge of the
accounts of a Divisional office, are eligible for a special pay of Rs. 20 a
month®subject to its being limited to Rs. 10 for those on the old scale
of pay on their reaching the Rs. 140 stage and to its ceasing altogether
at the Rs. 150 stage. For those on the revised scale of pay, however‘.
the special pay is limited by the condition that the pay ineluding special
pay does not exceed Rs. 132.

262. The Accountant General is the authority competent to allow
the ansual increments to Divisional Accountants on the time seale of
pay. His approval may be assumed unless an order withholding the
increment has actually been received.

263. Divisional Aceountants when attached to the Audit Office are
LiaQle to perform the duties of the supervising staff without a claim for
any spe.cial or enhanced pay.

L]

Promotion.

-

264. Mgmbers of the Divisional Aceountants’ cadre are eligible to
qualify for appointment to the Surobdinate Accounts Service subjeet
to the conditions governing appointments to that service (vide Chaptér
V). Necessary facilities are afforded by using the provision of para-
graph 253 and postmg frem time to time a selected number of Diyisional
Accountants to work in the Audit Office.

Nore.—Divisional Accountants on passing the 8. A. 8. examination are allowed an
addition of Rs. 2 to the ordinarw rate of increment admmmb'!a to them,

Confidentirl Reporis.

265. The Accountant General is responsible for maintaining the con-
fidential report of the Divisional Aceountants but as these accountants
work largely under the immediate supervision of the Publie Works
Department officers each Divisional Officer will forward to the Account-
ant (eneral a confidential report in the Form given in Annexure 1T on the
work and conduet of his Divisional Accountant :—

(1) on the 1st of April each year, and
(2) when the Executive Officer himself vacates the charge of the
Division.
. L5AGO . r
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A separate report should be written on each Divisional * Accountant ‘

who has served under the Divisional Officer since the submission of the **

last report. The report should be written in the Divisional Officer’s

own handwriting and should be forwarded by him confidentihlly to the
‘Accountant General by name, no copy being képt in the Divisional office. -
Any point in which the Accountant is specially good should be mentioned,

as also any defects of character or other shortecomings. A considered
opinion on the Accountant’s reliability in all respects and “ability, to
manage the staff will be specially valuable. . ' 2

The Central Governmént, Home Department’s instruetibns (H. D.
letter No. F.-281-33-Ests., dated 14th July 1933) about m,\mi.nuni%ating :
adverse comments on Government servants apply mutatis mutandis toe g
Divisional Accountants also and it should generally be the corfern of
reporting officer to choose the method of so doing with due regard to the
character and temperament of the official reported wupon. The main <
objeet is that the official upon whom a report is made should have a chand®
of rectifying remediable defects. The effect of any advice or admonition
given should invariably be mentioned in the confidential report.

The Divisional Accountant is himself responsible for drawing the athen-
tion of the Divisional Officer, in writing, to the provisions of this para-
graph as this Manual is not one of the official publications of the Publie
Works Department.

066. The Audit Officer inspecting the accounts of the divigion
should also submit to the Accountant Genéral a econfidential report,
written in his own handwriting on the work and qualifications of the
Divisional Accountant as judzed mainly by the quality of the work
inspected by him. This repor? should mention nter alia how far the
Divisional Aceountant keeps himself posted with the relevant rules and ‘
procedure relating to andit and accounts and has his personal copies of
the codes and other books of reference corrected and up to date.

967. A confidential report on any clerks of the Division who have ~ Q
applied for appointments under the Accountant General may also be *
prepared by the Inspecting Officer, if so desired by the Accountant
General.
3 Postings.

268. Postings of Divisional Accountants to Divisions are ordered
by a Deputy Accountant General acting under the general control of
the Accountant General. Except in individual cases where a qualified
Divisional Aecountant is not available and where a purely temporary
arrangement is permissible, no person who is not eligible to be appointed .
to the cadre of Divisional Accountants may be posted to a Division.
Postings should also be designed to provide for a trained accountant for
each Divisional office and, in particular for an experienced Senior Account- -
ant to new construction divisions or to divisions the aceounts of which
are either heavy or of a peculiar nature.
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Transfers.

269. Subject as far as is practicable to the expressed wishes of
Superintending Engineers transfers of Divisional Aecountants from one
Divisional® office to another are made by the Accountant General on his
responsibility and at his discretion.

270. When a Divisional Aeccountant is about to be relieved of his
duties i a Divisional office, either permanently or temporarily, he
should peepare a memorandum reviewing the accounts of the Division.
The relieving Accountant®should examine it and forward it promptly
with his remarks to the Accountant General through the Divisional
Offiger who will record such observations as he may consider necessary.

-
Miscellaneous.

271. The relevant provisions of Chapter VI on matters mentioned
below apply mutatis mutandis to Divisional Accountants :—

The grant of leave ;
e eRe-employment of Pensioners ;
Precaution against re-employment of men dismissed ;
Returns of Communal representation ;
o Conduet, discipline, ete. ;
sAttachment of Pa}:;
Alteration in .date of birth ;
Undierbaking of private work ;
Penalties ;
Petitions and memorials ;
Medical attendante ;
Superannuation and Retirement ;
Dismissal, Discharge and resignations ;
Clommutation of Pensions : .
Compassionate gratuities ;
Accounts Office Associations ;
Gradation List ;
Life and Service Tables.

Nore.—Compassionate gratuity is paid by the Provineial or the Central Govern-
ment according as the Accountant is employed in a Public Works Division or in an
Audit Office.

L5AGO 2
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Public Works Senior Accountants on the All-India List.

L ]

272. This is a service in process of gradual extinction either by the ., ‘
existing members being promoted to Assistant Accounts Officers’ rank or
retiring on superannuation. The members of this service serve gn an All-
India basis and are attached to Accountant  Generals’ offices or are I~
transferred from one Accountant General’s offiee to another by the orders
of the Auditor General. Orders relating to their promotion or other
service matters are passed in each case by the Auditor Genesal, The
general principles, ete., governing these are on record in the offige of the

Auditor General. .
L]
-
ANNEXURE I = o,
.
(Referred to in paragraph 249.) *
-éu!es for the Public Ezamination qualifving for admission to the Cadre of Divisional &
Azeountants. *
L
1. No one will be eligible for admission to the Cadre of Divisional Accountants y
until he passes an examination in the following subjects, held under the orders of the
Auditor General :— -
' .
Full Minimum
- Subjects. - marks. pass marks.
-
L]
- a—
Writing (neatness, clearness and rapidity) .. a o 100 50
L]
Dictation (spelling, punctuation, ete.) = e s 100 * 50
Essay Writing .. 5 By 4 5 it 100 50 g
: . S
Arithmetic (the whole) . son e va S 240 160
J| Elementary Geometry .. . G e o 50 25
5 -
A Mensuration (the whole) .. i o - S 60 30
IBook-keapmg (mercantile) - T e o 100 50
A eandidate must also obtain 500 marks in the agﬁregate. i.e., two-thirds of the
total marks, in order to pass the examination.
Nore—This examination is conducted by a single examining body, viz., the Bengal <
Engineering College, Sibpur.
-
. L
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2, The following are exceptions to this rule :(—

(a) @lerks who have passed the Subordinate Aeccounts Service examination under

the (new) rules laid down in Chapter V.
(b) Persons® who have Passed the Higher Certificate Examination in Book-
keeping and Aececountancy of the London Chamber of Commerce or the
Government Diploma Examination in Accountancy, with or without
qualifying themselves to hold the diploma itself and hold a certificate o
e having passed the Matriculation Examination of an Indian” University or
any other examinafion of a similar standard or general education, or the
®achelor of Commerce Examination of the Lucknow University in the
o 1st or 2nd Division with Accountancy as their special subject, or the
. 1st or 2nd class graduates in commerce of the University of Allahabad,
are eligible for appointment as Divisional Accountants without further

L examination,

(¢) Persons who have passed in both the examinations named in the margin
(1) The Intermediate Examination in Commerce of the and have obtuined

L]

= Board of High School and Intermediste Education, a minimum of 50
. United Provincesor any similar* examination held per cent, of full

by any other Indian University which is declared marks in each of

: by the University authorities concerned to be of the three subjects
the same standard. named belOW and

. L] two-thirds of the

{2) The Matriculation or the School Leaving Certificate ¢ ks
Examination of the Allahabad University, or any aggregate  mar
other University Examination which is declared for the three sub-

by the University authorities concerned to be of the jeets are eligible

same standard as the Matricnlation Examination of for appointment to

' the Allahabad Tiniversity. the Divisional
- Accountants’ service without further examination.

-

(1) Book-keeping and Aceountaney of the Intermediate Examination in Com-
meree of the Board of High Sehool and Intermediate Education, United
Provinees, or examination in Book-keeping of any other Indian University
which the University authorities goncerned declare to be of the same
standard as that of the Allahabad University.

-

Egg ﬁi%ﬁ:;nties }of the Mafriculation or other equivalent examination.

(@) A graduate of an Indian University may be exempted by the Accountant
General of the Province from the examination except in Book-keeping if
the latter is satisfled that the eandidate is an aecurate and quick
arithmetician. He must obtain two-thirds of the full marks in Book-
keeping (i.e., 67 out of 100 marks) before he is declared to have passed
the examination,

* The following examinations have been declared to be of the same standard as the Infermediate Exacgje
aation in Commerce of the Bonrd of High School and Intermediate Edueation, United Provinoes :—
Commereial Diploma Examinatior of the Punjab University.
Post Matriculation Clerical Examination of the Education Department. Punjab. with Accountancy
as the special subjeet,
B. Com. Examination of the Dacea University.
The Bachelor of Commerce Examination of the Caleutta University.

Second vear Commercial and Advanced Clerical Examination of the Education Department, Delbi, with
Accountanoy as the special sabiject.

The Bachelor of Commerce Examination of the Bombay University.
B. Com, Examination of the Puninh University.
The Bachelor of Commerce Examination of the Agra University.

The Bachelor of Arts Examination with Higher Acccuntancy, Auditing and Meroantile Law, of the
. o e e
Delhi University. .
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3. This examination is held during the second whole week of January, at the
Bengal College of Engineering, Sibpur, and at the offices of the Accountants General,
Madras, Bombay, Bihar (Ranchi), United Provinces (Allahabad), Punjab (Lahore)
and Central Provinees (Nagpur), the Comptrollers, Assam (Shillong), North-West
Frontier Province (Peshawar Cantonment) and 8ind (¥arachi) and the Aeccountant
General, Central Revenues, New Delhi. . .

4. Other centres of examination may be fixed by Accountants General, provided
that the number of candidates is sufficiently large and suitable arrangements can be
made for the comduct of the examination under the supervision of a gazetted

officer. -

5. Only candidates whose age does not exceed 24 years on the first Jauary of the
year in which the examination is held are eligible, but persons holding permanent
pensionable appointments in Government service may be permitted to underge the
examination up to the age of 20 years,

Nore 1—Candidates holding permanent pensionable posts under the I@a.shmxr,
Bikaner and Bhawalpur States and whose age exceeds 24 years will be admitted to
. the examination on the condition that they will not be eligible for appointment as

Divisional Accountants under Government.

Nore 2—An application for exemption from t
submitted by the candidate to the Auditor General th
his provinee or area.

Nore 3.—The higher age-limit of 29 years preseribed in this rule is applislzﬁ)le algo
to persons holding permanent posts to which Contributory Provident F Rules

&ppiy. ;

6. A candidate, if residing in a Governor’s province, will apply to the Accountant
General of his province and, if residing elsewhere, to the Accountant General, Central
Revenues, or the Aceountant General, Posts and Telegraphs, as the case may be, stqting
the centre at which he wishes to be examined and enelosing a fee of Rs. 12 and ghe
following certificates and a registration form :— .

(i) Certificate of good character signed by the candidate’s immediate official
gsuperior, by the instruetor under whom he has been educated or by some
other superior under whop he may have been brought up or employed
or to whom he may be wellknown. This certificate must have special
reforence to the two years immediately preceding the date o the applica-
tion and this shonld he specifically mentioned in the certificate.

(ii) A duly verified statement of age, e.g., a Bapfismal cerfificate, a Birth
Certifieate, an Affidavit signed by the gnardian or a relative of the
candidate hefore a Magistrate or an attesfed extract from the service
hook if the candidate is already in Government employ.

The application which should be written by the eandidate in his own hand-
writing, and the cerfificates in original (which will not he returned)
should he =submitted so as to reach the office of the Acconntant General
concerned not later than the 15th November preceding the date fixed

. for the examination, A certificate to the effect that the application is
in the handwriting of the eandidate should be endorsed on the applieation
by the person in whose presence the eandidate’s thumb impression is
};ﬂ?&'n I?in conneetion with item (9) of the registration form referred to in

nle 7.

A praduate candidate for examination in Book-keeping only under Rule 2 (d)
above will also be required to pay the full fee of Rs. 12

Norr.—Candidates residing in the Kashmir and Bikaner Btates should apply to the
Accountant General of their respective States, who will forward direct to the Principal,
Bengal Engineering College, Sibpur, the statement mentioned in Rule 8 below.

7. The Registration Form should set forth the following particulars :—

(1) Name of candidate (in full) ineluding Christian or personal names (to be
written in eapitals)........... R S T | e o P e R e R i PR

(B Father’s-name (AR EEM) 1\ cin Vit wih dish i s e ae i A e wia g PRI T

he preseribed age lintit should be
rough the Accountant General of

o ‘




81
Cmap. VIL] DIVISIONAL ACCOUNTANTS. [272

. 1 (3) Nafionality or €lags....ccorsesuesierrefuaananennsannronnentes eeagtes

(Buropean, Anglo-Indian or Indian).

(4) (For Indian Candidates only) Caste or tribe...oveuverermipunnnnenreness

L D Desl o Ml ot bk f s sy e s e o S Wh bR o vt
(6) Examingtions passol with dates. .sooiueesrissssesssessanenssinsisind

(T) *Signature of ecandidate....... L A R e S e A e A A

: (8) ®Present address to whieh all communications will be forwarded.......-

. (9) Thumb mark of candidate’s left hand, to be made in the presence of a well

e known responsible person who knows the candidate.......eoorceren--ce

o iadna Ml G A A A S TaTaLa R AT e e e R B et L S N R X
Nore—A candidate already in Government service, should in like manner, submit
- his application through his i mediate official superior with a certificate that he is hold-
tributory Provident

Sng a permanent pensionable post or a permanent post to which Con
Fund Rules #pply, if his age exceeds 24 years.

EY do not satisfy the requirements of the foregoing rules
ghould be rejected without entering into furthor correspondence with the candidates.
Othier agplications will be considered on their merits by the Accountant General whose

decision as to whether or not the candidate should be allowed to appear for the eximina-

tion will be final

9. By the 1st December preceding the date fixe
General should forward to the Principal of the
for_Tegistration, a statement showing in respeet of accepted candidates only, their
names, dates of birth, addresses and the centres where they are to be examined. This
gtatement should be supported by the accepted candidates’ registration forms duly
— gigned by the Acconntagt General in token of acceptance, which should be carefully
preserved by the Prineipal.
10. Simultaneously each candidate should he informed whether or not his applica-
tion has beew aceepted.

11, The fees of rejected

{their cost, and those of accepte
’ the Accountant General, Bengal, by means of Remittance Transfer

. . With a covering letter containing the names of the candidates.

If there are not more than two accepted candidates and the amount to be
remitted is thus less than the minimum amount for which a Remittance Transfer Receipt
ean he issued the amount may be remitted to the Aecountant General, Bengal, by money

order at Government expense.

8. Applications which

d for the examination the Aceountant
Bengal Engineering College, Sibpur,

candidates should be returned by postal money order at
4 eandidates should be remitted in consolidated sums to
Receipts together

19, As cach examination is eomplete in itself, a candidate who has failed in an

examination and presents himself for an examination on a subsequent opcasion, mifst
undergo the full examination and furnish a fresh fee with fresh sortificates and
registration form. If from any cause the candidate fails to appear for the examina-
tion the fee paid will not be refunded, mor will it be placed to his credit for any

subsequent examinafion.

d ecandidates only will be sent by the Prineipal

13. Examination papers for registere
time for the fixed dates.

to the officers conducting the examination in

will be held at all the centres simultaneously under the

ficers on the dates and at the hours fixed by the Principal,
pistered address nf

14. The examination

supervision of gazetfed o
which should be communicated by the Principal direct fo the re

h accepted eamdidate by registered post.
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15. The results of the examination will be declared by the Pnn_mpa? within three
months after the examination and communicated direct to each examinee, showing only
the marks gained by him in each subject and the order of st.andmg in the case of
successful candidates, A few printed copies of the complete results of st’mcasaful
candidates only showing (1) order of merit, (2) name (in full), (3) fatMer’s name,
(4) date of birth, (5) examination passed, (6) marks gained in each subject and in
the aggregate, and (7) address, should be forwarded te the Accoumtant General con-
cerned to enable him to maintain lists of passed eandidates,

16. It must be distinetly understood that the passing of this examinmtign daes
not give any claim to appointment as a Divisional Accountant, and that a plicatiogs
for appointment should mnot be addressed to the Principal. The passinf of this
examination is a necessary qualification, but the establishinent of Divisional Aceountants
is mainly recruited by selection from amongst qualified elerks actually Smployed on_
acconnty duties in the Divisional and Sub-divisional offices of the Public Works Depart-
ment or in Audit offices. A small number of graduntes of Indian Universities *and
other persons of superior and special qualifieations who may have passed this publie
examination may however be appointed direet by the Accountant General, widé para-
graph 251,

17. These rules may at any time be amended or revised by the Auditor General
who reserves to himself the power fo grant exemptions from the public examination in
very speeial cases. No general revision of the rules affecting the subjfets of the
examination or the necessary qualifieations of eandidates will be enforced until threq
years have elapsed sinee the date of such revision.

Nore 1—Application for these rules should be made to the Accountant Qeneral
of the Provinee or area in which the candidate lives,

Nore 2.—The question papers of Previous years may be obtained from the Officer-
in-charge of the Book Depot, Writers Buildings, Caleutta, on prepayment of the eost.
For price the application should be made to him.

Nore 3.—All communieations fo the Bengal Engineering College, shounld *be
il{ddressed to the Principal, Bengal Engineering College, Botanical Garden, P.'®
owrah, &

Nore 4.—All applications in connection with exemption shotld be addressed to the
Aceountant General concerned and not to the Prineipal, Bengal Engineering College.

Nore 5—The Prineipal, Bengal ¥ngineering College, eannot eorrespond with
eandidates who are dissatisfied with the marks awarded to them. Letters eeceived by
him on this subject will not be replied to.

ANNEXURE II.

Confidential Report on the work and conduct of Di;isfonal Accountants.
(Referred to in paragraph 205.)
Name of the Divisional Accountant.
«Division in which employed,

Period to which the report relates,
No. , dated
Forwarded to y Accountant General,

Divisional Officer.

‘I Division, |




CHAPTER-VIIL—INFERIOR SERVANTS,

i Strength.
373'l Subject to the provisions of paragraph 2 below, the strength of
f.lw inferir establishment in Accounts and Audit Offices is determined
roughly according to the following prineciples :—

e (1) One peon is allowed for each big section and one peon for two
small sections, whether the sections are accommodated in the
same room or not. A big section has been taken as eonsisting
of 6 men or more,

(2) The formula above is not applicable to the Record Department
in any of the Accounts and Audit Offices, as the work in that
. branch is, in many respeets, peculiar.
(3) The formula is not also applicable to sections consisting of a
very large number of men. e.g., Savings Bank and Money
Order Sections of Postal Audit Offices, ete.

4 In cases of (2) and (3) above, the staff of peons is fixed after eareful
consideration of the actual requirements.
. Eaplanation—(1) Farashes in offices, where they exist, are elassified as peons for
the purpose of ealeulating the strength of the igferior establishment.
~ (2) Tt was not been possible to formulate a rule which can be made uniformly
‘applicable to the ecalculation of the staff of duftries in all offices, as not only do the
duties of a duftry vary from section to seetion but the conditions of one office are not
~always the same as in another.
~ (3) Chowkidary peons arg also omitted for this purpose and are taken as durwans.
Revision of the permanent strength of the inferior staff requires the sanction of
the Auditor General. £k

Sagve Reser :

erve ’’ included in the sanctioned cadre
“ind Audit Office. Leave allowances
hesegand prOViSO to Fundamental
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Communal Representation. :

276. Subject to any special orders which may be issued by competent
authority regarding any particular class of inferior servants, the general
orders of the Central Government in regard to reserving a certain per- -
centage of direct appointments to Government Service for‘the redress of
communal inequalities do not apply to inferior posts.

Ram otm: — 2

277. Secales of pay for recruits to the inferior establishméht should

follow those fixed by the respective Provincial Governments for their

(inferior staff and Accountants General are competent to fix them. Devia- e o

‘tions from the Provincial Governments’ rates in the special eircumswinces

of any particular case will. however. require the sanction of the Auditor
General.

Special Pay.

278. Some of the inferior servants in Accounts Offices are allowed -3
special pay for the performance of duties done outside office honss ox
which are outside the seope of duties for which the inferior servants’
posts have been ecreated. Any further revision or modification of the
existing rates will require the sanction of the Audifor General.

Pension. : b

279. Rules regulating the gratuities and pensions admissible 6, and
retirement of, the inferior servants are laid down in the Central Govern-
ment, Finance Department, Notifieation No. F.-6 (48)-R.-I1|35, dated the
19th March 1936. .

: Miscellaneous.
280. The relevant provisions of Chapter V] on matters mentioned
below apply mutatis mutandis to inferior establishments :—
(1) Preeaution against re-employment of men dismissed.
(2) Penalties.
*  (3) Petitions and memorials. ' . S
{5) Cuminnﬁe"ﬁ% -J s
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CHAPTER Ii'..—BUDGﬁT AND CONTROL OVER EXPENDITURE.

. Preparation of Budget Estimates,

281. {livil Accountants General will prepare their own budget
sestimates in Form 5 and submit them to the Auditor General by the date
laid down for each office. The estimates after serutiny will be forwarded
to thg Finance Department of the Central Government by the 15th,
November. 3

The budget estimates of the office of the Auditor General are prepared
by the Auditor General’s office.

. The budget estimates of the office of the Director of Audit, Defence
Services, and of the offices subordinate to him, are prepared hy the
Direcgor on the lines of the estimates prepared by Civil Accountants
General.

The budget estimates of the Posts and Telegraphs audit offices and of
the Railway audit offices, including those of gazetted officers attached to
thase offices, are ecompiled by the Aeccountant General, Posts and Telegraphs
a®d the Director of Railway Audit, respectively, and are submitted by them
to the Finanee Officer, Communications, and the Finaneial Commissioner
of Railways, respeciively, after they have been serutinised by the Auditor
General.

The hudget estimates of the gazettea officers attached to Civil Accounts
and Audit Offices are prepared by the Accountant General, Central Revenues,
and snbmitted to the Aunditor General for serntiny and transmission to the
Finance Department of the Central Government. The travelling allowance
of officers is provided fgr in the budget of the office to which they are
attached hut other allowances, such as hounge rent, compensatory allow-
ances, etc., are provided under ‘‘ Allowances, Honoraria ’’ in the budget
estimates of gazetted officers prepared by the Accountant General,
Central Revenues.

Norr.—The travelling allowance of officer whose pay is non-voted iz also Ygn-
voted. ®

282 The budeet estimates of Civil Aceonnts and Audit Offices are
prepared in two parts :—

(a) Part T—Relating to revenue and to standing charges. ie.,
charoes which, thongh they may vary from year to year, are
nevertheless not dependent upon the volition of the head of
the department, e.g., permanent establishment. travelling
allowances and ordinary eontineent exnenditure.

(b) Part TI-B—Relating to new items of expenditure for which
funds have not been provided by a vote of the Legislature in |
the case of votable expenditure or by Government in the case

> -
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of non-votable expenditure. No items should be included
in this Part which, even if not provided in the bydget for

the current year, have had effect during the currency of the I
year, the cost being met from sayings or by re-appropria-
tion.
Nore.—Part II-A relates to sub-heads under which the grant is accounted for on
behalf of the Finance Department, ) .
283. An explanatory note should be attalhed to the estimates des-
cribing fully the causes of variation in respect of the following — 4
* (1) Between number of posts in the ‘ Number *’ column ; . '.
£ (2) Between the revised estimates and the latest actuals ; = =
(3) Between the current year’s budget and the revised estimates :
and -
(4) Between the revised estimates and the proposed esti'mates‘, 5
Full details should also be furnished in regard to the provision made under, ’
the following heads :— P~

(i) Pay of Establishment ; e
(#1) Contingencies—Office expenses and Miseellaneous ;

(17i) Amount recoverable from other Governments, Departments,
ete.

284. All figures should be given to the nearest rupee in the prepar.'b
tion of the estimates. .

285. In framing the revised estimates the Accounfant General should et
not merely repeat the budget figzures. They should be framed carefully
on the most recent actuals and a fdrecast of events during the remainder ‘
of the year. Without a carefully framed revised an accurate budget is
impossible.

286. In framing the budget estimates the Accountant General should 2
exercise the utmost foresight. All items of expenditure that ean be . ‘
foreseen should be provided for and care should he taken to see that the
provision is included under the proper sub-heads. An exhortation to
show foresight is not an invitation to include new items without due con-
sideration. While provision should be made for all items that can be
foreseen. it is essential that the amount of the provision should be restricted
to the absolute minimum necessary. When providing for new expenditure
administrative diffienlties and possible delays should always be borne in
mind, and not more should be provided than is likely to be spent during
the course of the year. Provision should not be made for inchoate schemes
which require to be worked out and submitted to higher authorities for <
sanction,

287. If any expenditure requires the sanction of the Govermor

General in Couneil it should not be ineluded in the estimates unless the ‘
required sanction has already been obtained.

288. Provision should not be made in the budget for posts which it
has been dgeided to leave unfilled. .
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289. Whenever a new item of expenditure covering additional staff is
. ineluded in Part II-B of the budget estimates the proposals in connection
*" therewith should be submitted to the Auditor General as early as possible

but not later than the 15th November.

-~ 290. A lump sum. reserve of Rs. 25,000 is placed annually at the
disposal of the* Auditor (eneral as a reserve for unforeseen expenditure
arising in the course of the year. Proposals for allotments out of this
reserve will not be entertained except in case of proved necessity.

Changes in grants and Appropriations during the year.

291. The demands in respeet of votable expenditure as detailed in

e the®budget estimates become a ‘‘“ Grant >’ when voted and passed by the
Legiswature and those in respect of non-votable expenditure become
*“ Appropriation ’* when sanetioned by the Central Government.

-3 - 292. All formal applications for re-appropriations within the budget
grants and appropriations, or for additional grants or appropriations,
should be submitted to the Auditor General by the 10th December. These

- applications should be based on actuals so far as they can be foreseen and
npt on, revised estimates.

293. Onee the Legislature has sanctioned the grants, the amounts
of these grants cannot be increased without the further sanction of that
body. This sanction is necessary in the following cases and is accorded
b};-t.he legislature in the form of supplementary grants .—

(1) When the amount of a grant voted in the budget is found to
be insufficient for the purpose of the current year ; or

=
(2) When a need arises during tl.le year for expenditure for which
the vote of the Legislaturé is necessary, upon some new
’ ® service not contemplated in the budget for the year,

294. Whenever supplementary grants are deemed necessary applica-

- tions for them are to be submitted to the Finance Department by the

o middle of December at the latest. Before such an application is made,

it should be seen whether there are likely to be any normal savings due

to cause (¢) in paragraph 295 and whether any speecial economies

can be effected under any other sub-heads of the grant. Normally, an

application for a supplementary grant will not be entertained by the

Finanee Department unless the anticipated excess is due to a cause beyond

the control of the authority and funds cannot be found by any legitimate
postponement of expenditure for which provision already exists.

205. It may be found in the course of the year that the expenditure
- under some sub-head is likely to be less than the provision in the budget.
The saving may be due to one or more of the following causes :—

(a) aetual postponement of expenditure ;
- (b) real savings due to economy ;
and
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(¢) normal savings due either 4
(1) to original over-estimating ; or - i
(#1) to the usual administrative causes, e.g., casualties, ete. :

Savings due to cause (a) should in no circumstances be ustd for re-
appropriation to meet new items of expenditure without the sanction of -
the Finance Department. Unless savings dué to cause “(b) have been

made deliberately to provide for an unforeseen emergency, they should

not ordinarily be utilised in the course of the year for new ilems of
expenditure as it is desirable that all such new jtems should be esnsidered

together at the time of the preparation of the budget. =

296. All savings in the Audit grant are to be surrendered by thé
Auditor General to the Finance Department when they are foreleen o
without waiting till the end of the year unless they are required te meet
excesses of the kind referred to in paragraph 294 which are fore-
seen at the time. Savings should not be held in reserve for possible P
future excesses, though a reasonable margin may be allowed for inaceuracy *
in forecast. S

297 The Accountant General, Posts and Telegraphs, and tlte
Director of Railway Audit, should keep the Auditor General informed <
of all arrangements they make with the Finance Officer, Communi®ations,
and the Pinancial Commissioner of Railways, respectively for the
gurrender of funds, or applications for extra allotments.

Control Over Expenditure. e
298. The Auditor General controls the ‘charges under the, Major
head ‘¢ 26-Audit 7’ incurred in the several Accounts and Audit offices sub- -

ordinate to him and Accountants General are responsible that ex-

penditure is kept within the *limits of appropriations. Accountants

General should pay personal attention to the control of expenditure in

their offices, and should not leave the matter too much to their sub-

ordinates. A reference should be made to the Auditor General whenever

any excess has occurred, or is likely to oceur, under any head of appro- ¥

priation. ¢ .
9299 In order that the Auditor General may be in a-position to wateh

the progress of expenditure in the several Civil Audit offices and to ascer-

tain where a saving is likely to oeceur, Civil Accountants General should

sabmit to him reports through Statements in Forms 6 and 7 of

expenditure under each primary unit of appropriation against his office

budget as well as for charges relating to gazetted officers attached to his

office. A report for the first five months of a financial year in Form 7 g

is not necessary while only one report in Form 6 for the period ending

$n June should be submitted to the Auditor General by the middle of July.

The reports for the sixth month and for the months followine shonld reach <

the Auditor General by the middle of the month succeeding that to which

they relate, and they should show separately the fieures for leave salaries

of officers paid by the Accountant General on behalf of another and ‘

¢« Amounts payable to other Governments, Departments, ete.”” as indieated
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in the form. In order to render possible a proper distribution of the
figures for periodical adjustments against the monthly expenditure under
each primary unit, the details of all book adjustments should be given in
a footnote to the forms.

300. The Yact that the monthly statement of expenditure in Form 7
is not necessary for the first five months of a year does not do away with
the reshonsibility of the Accountant General for watehing the progress of

. expend#ture in his office in relation to the budget grant. The Civil
Accountgnts General must review the progress of expenditure of this

« period every month and report to the Auditor General any abnormal ex-

o Penditure or saving which is likely to cause an excess or large saving in

o .
any head. 3

301, With the return for the sixth month each Civil Accountant *
QGeneral should submit a full review of the progress of his expenditure up
to date and of its probable results during the remainder of the finanecial
year. He should make proposals for a surrender of funds if he expects
*a saving and a demand for an increased grant if he expeets an excess. In
Submitting this review he should pay speeial attention to recoveries
expl®ining very fully any variations between his present expectation of
the amount to be recovered and the estimate originally included in the
sanctioned budget. The return for each month after the sixth month
should show the amount which he expects to receive from recoveries during
éhe remaining months of the year as well as the amount recovered up to

ate. and should explaiy any anticipated variation from his six monthly

figures. The return for the twelfth month will therefore indicate the
latest estimate of The total amount to be recovered during the year. If
any unexpected recoveries or other adjustments are made, they should at
once be reported to the Auditor General with full explanation of the
reasons for their being unexpected.

Scrutiny of Appropriation Accounts.

302. The Accountant General, Central Revenues, should send every
year an advance copy of the Appropriation Accounts relating to the
‘Audit Grant for the comments of the Auditor General.

Review of Expenditure on Establishment in Audit Offices. .

303. A chart of the growth expressed in money of non-gazetted
establishments in the Indian- Audit Department is maintained by the
Auditor General. For the preparation of this chart, Civil Accountants
General should submit to the Auditor General by the 20th October each
year a statement showing the total cost of non-gazetted sestablishments
employed in their offices. The statement should be prepared in accordance
With instruetions issned by the Auditor General from time to time.

» Departmental Aceountants General should submit similar statements
in respect of their own offices and the offices under their control.
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CHAPTER X.—POWERS OF THE AUDITOR-GENERAL OF INDIA,
AND OF ACCOUNTANTS GENERAL.

304. The paragraphs that follow reproduce the relevant provisions
in the various publications in respect of the financial and admiristrative
powers of the Auditor General of India that continue in force ynder Sec-
tion 276 of the Government of India Aect. .

= PART I—FINANCIAL POWERS OF THE AUDITOR GENERA.L. e
L]

* Powers of sanctioning expenditure and of creating and abolishing posts.

305. Creation and abolition of posts and increase and reduction of «
pay—The Auditor General may sanction the creation or abolition of a
permanent post if the maximum pay of the post does not exceed Rs. 900Q
but he may not sanction the creation or abolition of a whole class or grade
of Government servants on maximum pay exceeding Rs. 100. R

306. The Auditor General may increase or reduce the pay of a
permanent post or of a Government servant in permanent empoly, if the
maximum pay of the post or of the Government servant does not exceed
Rs. 900 after the increase or before the reduction, as the case may be. '.

307. The Auditor General may sanction the® creation of a temporary

post on pay not exceeding Rs. 2,500— .
(a) for any specified period, if the pay of the post does not execed
Rs. 900, and >

(b) for not more than two years, if the pay exceeds Rs. 900,
308. The Auditor General may reduce the pay of a temperary post
and may increase it within the limits imposed by sparagraph 307, .
Revision of the pay of establishments.

309. The Auditor General may sanction the revision of the pay of an
estgblishment, on condition that—

(1) the provisions of paragraphs 805 and 306 are observed, and
(2) the average additional expendirure involved does not exceed
Rs. 25,000 a year.

‘ Contingent expenditure.

310. The Auditor General may sanction expenditure on contingencies,
supplies and services and the purchase of articles for the public service,
subject to the provisions of the Civil Account Code and to any orders issued
from time to time by the Governor General in Couneil
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& Miscellaneous expenditure.

311, In any individual case, the Auditor General may sauctidn
recurring ‘expenditure not exceeding Rs. 200 a year or non-recurring ex-
penditure not exeeeding R¥, 1,000 on any object for which no scale or limit
to his power of sanction is preseribed by any Act, rule, Code or order
covered Ry rule 2 in Part II of the Book of Financial Powers, on condition

that (— =
(1) ,the sanetion does not involve an express contravention of an
. existing rule or order of the Governor General in Council,
. and

Governor-General in Couneil.

. Power of writing off losses of cash.

* 312. The Auditor General may sanction the writing-off finally of

J irrecoverable advances, of irrecoverable value of stores lost by fraud or
the nePlizence of individuals or other causes, and of losses of cash due to
robbery, accident, embezzlement and similar causes up to a limit of
Rs. 5,000 in each case,

- Appropriation.
2 318, Primary wngts—The primary units of appropriation allotted to
the Auditor General will ordinarily be allotments under the following
heads :— L]

(a) *Pay of officers.

(b) Pay of establishments,
T (e) Allowances, hqnoraria, ete.

(d) Supplies and services.

(e) Contingeneies.

314. Powers of appropriation—Out of the funds allotted to him in
each primary unit of appropriation, the Auditor General has full power,
subject to the provisions of rule 8 in Part IT of the Book of Financial
Powers, to appropriate sums to meet expenditure falling under that
unit.

Re-appropriation. r

i '315. Powers of re-appropriation.—Subject to the provisions of rule
9 in Part IT of the Book of Financial Powers the Auditor General may re-
appropriate funds from any primary unit of appropriation to any other
such unit.

. L5AG‘0 . a

e(2) the expenditure is within the powers of sanction of the *®
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L]
Delegation of powers of sanction, appropriation and re-appropriation.

® 316. Powers of delegation—The Auditor General may, with the pre-

vious consent of the Finance Department, delegate any part of the powers

conferred upon him by paragraphs 307, 308, 316, 311, 314_ and 315 1o any
officer subordinate to him.

Effect of sanction. =

317. Sanction to any given expenditure bécomes operative as soon as

funds have been appropriated to meet the expenditure and does‘not becomg

cperative until funds have been so appropriated.

318. Sanction to recurring expenditure covering a specified tgrm of
years becomes operative when funds are appropriated to meet the ex-
penditure of the first year, and remains in operation for each year of the

specified term subject to appropriation in such year. .

Power to sanction Grant-in-Aid. -

319. The Auditor General may sanction mon-recurring gran-in-aid
to athletic or recreation clubs, ete., composed of subordinate Government
servants under his control, subjeet to the limit of Rs. 1,000 in any indivi-
dual case aud to budget provision.

Power to sanction the purchase of Accounting machines, o

220. The Auditor General may sanction the pyrchase of acelunting
machines without any monetary limit, subject to the provision of the
Rules for the Supply of Stationgry Stores.

Power to sanction purchase of official and non-official pub]jca,fions issued
in or out of India.

320A. The Auditor General may sanction expenditure on the purchase

of priced official and non-official publications iSsued in or ont of India

for his own office as well as for the use of officers subordinate to him

subject to the condition (i) that funds are available to meet the expendi-

ture and (i) that the requirements of paragraph 13—except- clauses
I (b) and (e)—of Appendix 5 to the C. A. C., Vol I, are met.

Power to sanction the commutation of pensions.

321. Under Rule 2 of the Civil Pensions (Commutation) Rules, power
has becn delegated to the Auditor General to samction the commutation
of pensions in those cases in which he can sanction the grant of the pen-
sion. This delegation is subject to the condition that, for the purpose
of Rule 7 of the Commatation Rules, the lump sum payable to an applicant
is sanctioned on the certificate of the Audit Officer concerned,

_321A. In respect of pensioners who have retired from the Indian
Audit Department and whose pensions are divisible between the

Central Government and the Provineia] Government, the Central Gov-
. L]

|
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L
ernment have delegated to the Auditor General the power of authorising
the debit to Central Revenues of the whole commuted value of a portion
of pensiog not exceeding the commuted value of the share of the pension
chargeable to central revenues, if the Provineial Government to whose
revenues the whole commuted value or a portion of it has first to be
charged under the rules caunot find funds to meet it.

Pewer tq accord administrative approval to works required to meet the
needs «of the Audit Department.

L]
« 822 The Auditor General may accord administrative approval in the
o case of works relating to non-residential buildings the cost of which does
®  not e:.ceeed Rs. 5,000.

PART IIL.—POWERS OF THE AUDITOR GENERAL OF INDIA :
DELEGATED BY THE CENTRAL GOVERNMENT.

J Administrative Powers.

o 3g3. Subject to the provisions of the Government of India Aet,
1935, and of the rules framed thereunder in respect of officers appointed
by the Secretary of State, the Auditor General may,

(1) in the case of officers of the Indian Audit Department below
. the rank of the Deputy Auditor General of India, transfer,
L4 censure, suspend, or degrade any such officer, withhold from
. him any inetement or inerements of pay, recover from his
pay the whole or part of any pecuniary loss caused by him
to Government by negligence or breach of orders, promote
him to any grade or postein the Indian Audit Department
o -below the rank of the Deputy Auditor General of India or
declare him to be permanently unfit for promotion, grant
him any leave that may be admissible under rule, and exer-
cise the powers of a Provineial Government under the
. Governmené Servants’ Conduct Rules.

(i) in the case of officers of .the Indian Audit Department of any
grade lower than Class I, delegate to any officer of the
Indian Audit Department the power of granting any leave
that may be admissible under rule.

324. The Auditor General may sanction the grant to any officer *of
the Indian Audit Department of such pension as is admissible under the
rules applicable to the service to which he belongs.

325. The Auditor General may dismiss from service any officer of
the Indian Audit Depariment other than an officer appointed thereto by
the Secretary of State or the Governor General.

«326. With the prior consent of the Governor General in Council to
be obtammed in each casc, the Auditor General may delegate to any
authority subordinate to him, to such extent as may be considered neces-
sary, any of the administrative powers exercised by him under para-
graphs 305 to 307. . 4

ks L5AGO « @2
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327. Nothing in this part shall be deemed to affect any right of
appeal which any offiecr- of the Indian Audit Department may possess
under the Aet or rules made thereunder or under any general pr special
orders of the Secretary of State or the Governgr General.

PART III.—ORDERS DEFINING THE FINANCIAL POWERS OF
ACCOUNTANTS GENERAL. 5

Nore—Additional powers specially delegated to the Accountant General,*Posts and
Telegraphs, and the Director of Railway Audit are included in the Manual Of Standing
Orders of the Accountant General, Posts and Telegraphs, and the Railway Audit Code,
respectively,

Definitions. ]
328. In these paragraphs :—

(a) Finance Department means the Finance Department of the
Central Government. 2

(b) Non-recurring expenditure means expenditure sanctioned a%
a lnmp sum charge, whether the money be paid as a lump
sum or by mstalments, g

(¢) Re-appropriation means the transfer of funds from one unit
of appropriation to another such unit.

‘Powers of Sanctioning Expenditure and of Creating Posts. <

329. An Accountant General may sanetion expenditure or adwances
of public money in those cases only in which he is®authorised to do so
by—

L]
(a) the provisions of any Legislative enactment for the fime being
in force, or of rules made under such an enactment ; or

(b) the Civil Account Code or any other Code issued by, or with
the approval of, the Governor General in Couneil ; or

(¢) any order of the Governor General in Council delegating to him
finaneial powers with reference to the provisions of a Legis-
lative enactment or to rules approved or orders issued by
the Secrefary of State ; or

« (d) any order of the Governor General in Council laying down
a scale or maximum scale of expenditure ; or
(e) these paragraphs.

330. For work in new Public Works Divisions ereated under proper
authority an Accountant General may sanction the creation of permanent
and temporary posts of Divisional Aceountants on the usual time-scale
rate of pay, plus the usual special pay and compensatory allowance
(where sanctioned by a competent authority). He may also abolish a
permanent or temporary post of Divisional Accountant whenever a Divi-
sion is abolished by the Provineial Government. This delegation carries
with it the power to increase or decrease the leave reserve according to
the percentage preseribed for the Provinee.

L]
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s Inferior Posts.

831, An Accountnat General may increase or reduce the pay and
allowances of inferior establishments serving under him subject to the
following reservations :—

L L]
(#) that his powers do not extend to the creation or abolition of
permanent posts, _

: (#) that the rates of pay and allowances do not exceed those
. sanctioned by the Provincial Government for inferior estab-

. lishments in its Secretariats, and
(#ii) that an addition to the pay and allowances does not have
. the effect of raising the total pay and allowances of a post

or of a Government servant to an amount in execess of
Rs. 50 a month.

Nore—This rule does not apply to grain compensation allowance.

; Temporary Appointments.

* 8%. (a) Under Rule 81 of the Book of Financial Powers, the Auditor
General has, with the consent of the Finance Department, delegated -
to—

(17 all Civil Accountants General, the power to sanefion temporary
posts on the clerical or inferior service establishment within
the total Ludget provision, subjeet to the following condi-

tions :—

(1) that the pay of the temporary post sanctioned does not
exceed the prescribed faximum ;

/ (2) that no sanction involves expenditure in future years,
and
(8) that any re-appropriations made are within the recognised
limits Smposed by paragraph 337,

(i) the Director of Railway Aundit and the Aceountant (General,
Posts and Telegraphs. the powers to sanction temporary
establishment in their own offices, subject to the following
conditions and reservations :— .

(1) that this power ecan be exercised in respeet of non-
gazetted establishments ouly,

(2) that no posts may be sanctioned the pay of which exceeds
the maximum time-seale pay of elerks in his office,

(3) that the sanction accorded in any financial year does not
. involve expenditure in a future financial year, and

(4) that the cost can be met from their annual allotment for
temporary establishment.
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(b) The Director of Railway Audit may create temporary non-
gazetted posts on pay not exceeding Rs. 500 in offices other than 1119.1 .
own —

(1) for any specified period, if the pay of the post does not exceed -
RS. 2?0, L4 .
(2) for not more than two years, if the pay of the post exceeds
Rs. 2170, . h
subjeet in each case to the condition that thestotal cost during.the year
does not exceed the annual limit of Rs. 10,000. .

The Accountant General, Posts and Telegraphs, may sanction ®the
s creation of temporary non-gazetted posts on pay not exceeding g, 500
* in offices other than his own for a period of not more than two years,
subject to the condition that the total cost during the year does not exceed
the annual limit of Rs. 50,000. .

Sanction and Revision of Establishment. :

333. Any proposal for revision of the establishment or for temporary
or permanent additions thereto, which is not within the powers®f the
Aceountant General to sanction, should be submitted to the Auditor
(teneral either for his sanction or for the sanction of the Central Govern- *
ment, as the case may be.

If the work of the Loecal Audit Department is handed over to “the
Accountant General, the powers of sanction of the Auditor General and
the Accountant General in respeet of the establishgent entertained on
such work will be the same as their powers in respect of establishments
employed in Accounts and Andi¢ Offices. Proposals for revision which
are beyoud the powers of sanction of the Accountant General, should be
submitted to the Auditor General either for his sanction or for the sanec-
ticn of the Central Government, as the case may require. If an establish-
ment is cmployed under an Accountant General partly on Government %
werk and partly on loeal fund audit, a proportianate share of the cost of o <o
the establishment will be debited to the Provineial Government. TIf the
Provineial Government has taken over the control of the ILoeal Audit
Department and the Accountant General desires to ask the Provineial
Government to permit that Department to undertake on his behalf any
wark in conneetion with the audit of (fovernment aceounts it should be
arranged with the Provineial Government that, if the Provinecial Govern-
ment desires to raise the rates of pay of the Loecal Andit staff so as to
inercase the amount dua from Central Revenues in. payment for the work
undertaken on its behalf, it shall first address the Acconntant General
so that he may be able o make other arrangements for that work if the L=
change b deemed desirable.

Contingent Expenditure. . '

334, An Accountant General may sanction expenditure on contingent
charges and the purchase of articles for the public service subjeet to the
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' provisions of the Civil Account Code and of any orders issued from time
o to time by the Governor General in Council.

Norz—An Accountant General may ineur expenditure on the maintenance of type-

writers, confptometers and other aecounting machines in his offiee provided that budget

) provision exists and that the expenditure is incurred at eontract rates, or where there

are no contracts né rates fixed eyith the concurrence of the Controller of Printing and
Stationery.

> . Effect of Sanction.

835. Sanction to any éiveu expenditure becomes operative as soon as
#unds have been appropriated to meet the expenditure and does not be-
come operative until funds have been so appropriated.

L

Appropriation,

,' 1358, Under Rile 81 of the Book of Financial Powers, the Auditor
General has, with the consent of the Finance Department, delegated to
Accountants General the powers of appropriation specified below :—

} Out of the supply allotted in each primary unit of appropriation, an
Acconmiant General has full power to appropriate sums to meet expendi-
ture falling under that unit ; provided that, exeept with the previous

t gmsentL of the Finanea Department to be obtained through the Auditor
eneral—

e, (a) supply provided for non-voted items of expenditure must not
be appropriated to votahle items, and supply provided for
voted items must not be appropriated to non-votable items,
and

. (b) supply must not be appropriated to any item of expenditure
- * which has not been sanctioned by any authority empowered
to sanetion it.

-, e . Reappropriation.

837. Under Rule 81 of the Book of Financial Powers, the Auditor
General has, with the consent of the Finance Department, delegated to the
Aceountant General, Posts and Telegraphs, and the Director of Railway
Audit, the powers of r=appropriation specified below :—

Subject to the conditions preseribed in paragraph 336, the

Dircetor of Railway Audit and the Accountant General, Posts and Teie-
graphs, may reappropriate funds from any primary unit of appropriation

to any other such unit®; provided that, except with the previous consent

. of the Finance Department to be obtained through the Auditor General,—

(a} mo re-appropriation shall be made to meet any expenditure,
other than contingent expenditure, which is likely to involve
' further outlay in a future financial year, and iz

(b) no re-appropriation shall be made from the unit *‘ Pay of
Officers ’” to any other unit,
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MISCELLANEOUS. .

Fees.

L]

338, Government servants of and below the rank of Senior Ac-
countant and Divisional Accountant are not permitted to undertake the
audit of accounts or other similar private work otherwise than under
ilie rules framed by the Central Government under Rule 47 of the Funda-

mental Kules. . .
Accountants General should act in accordance with thg following
principles in exercising the powers conferred by those rules— .

(1) The remuneration granted for sueh work should not be exces-
sive in relation to his pay.

(2) The previous sanction of the Auditor General should .be ob-
tained before any such Government servant is allowed to
undertake for remuneration the work of maintaining or.
supervising the accounts of an institution. .

Commutation of Pensions.

339. Under Rule 2 of the Civil Pensions (Commutation)eRules,
puwer has been delegated to the Aceountants General and the Director
of Audit, Defence Services, to sanction the ecommutation of pensions in
those cases in which they or officers subordinate to them ean sanction the
grant of the pension. This delegation is subject to the condition that,
for the purpose of Rule 7 of the Commutation Rules, the lump sum pay-
able to an applicant is sanctioned on the certificate of the Audit. Officer
ecneerned. .

Books and News Papers.

340. The Accountant General is authorised to purchase Sueh books
and papers as may be necessary for the various departments of his office
from his grant of contingencies.

Full powers have been delegated to all Aecountants General, the
Director of Railway Audit and the Director of Audit, Defence Services,
to neur expenditure on the purchase of priced official publications issued
in India, if the cost can be met within the budget provision made for the
purpese or by a re-appropriation within their power of sanetion.

Power to Accord Administrative Approval,

341. Power to accord administrative approval in the case of non-
residential buildings is laid down in paragraphs 60 to 62 and in the
Appendix to the Central Public Works Department Code.

Powers of sanctioning the write-off of furniture.

342. An Accountant General may sanetion the write-off of any un-
priced article of office furniture. and of any priced article of sueh furni-
fure upto the value of Bs. 150, in each case.
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Caar. X]
E PART 1V,
(@) List of Auditor General’s sanctions which require audit by an officer
% to be appoinled by the Governor-General.
Nature of sanction. Authority.
. -
1. To the creation of a permanent or tem- Rules 70 and 72 of the Book of Financial
porary post. Powers.
2. To intrease the pay of a permanent or tem- Rules 71 and 73 of the Book of Financial
¥ pomry post or of a Government servant Powers.

in permanent employ.  *
.
« 3. To the revision of the permanent pay of an
establishment.

L]
4. To any recurring expenditure not exceeding
eRs. 200 a year or non-recurring expendi-
ture not exceeding Rs. 1,000 on any
object for which no scale or limit to
power of sanction is preseribed by any
act, l;ule. code, ete.

5. To the writing off of irrecoverable advances
. and irrecoverable value of stores lost and
losses of cash, due to robbery, accident,

. @t.c., ete.

6. To allow a Government servant officiating
in a post on a time-scale to draw as ini-
tial pay any stage in the time-seale.

7. To subsistence grant to a Government ser-

*  vant under suspension.

-

8. To the appointment of a Gevernment ser-
%ant to hold temporarily or to officiate
in more than one gbst and to fix the pay
of subsidiary posts and the amount of
compensatory allowances to be drawn.

9. To the fixation of pay in foreign service ..

10. To the grant of an honorarium from
General Revenues.

11. To declare a Government servant to be en-
titled to Railway Accommodation of a
higher class than that prescribed for his
grade.

12. To allow daily allowance at a higher rate
than that of the Government servant’s
grade.

13. To allow exchange of double Permanent
Travelling Allowance for mileage allow-

ance, -

14, To allow the exchange of daily for mileage
allowance for the whole period of an
absence from headquarters.

15. To allow the actual cost of maintaining a

s camp during a sudden journey away
from it.

16. To allow Travelling Allowance for a
jonmey to join a first post.

Rule 74 of the Book of Financial Powers,

Rule 76 of the Book of Financial Powers.

Rule 77 of the Book of Financial Powers.
Exception 2 to Article 227 (b), Civil Account
Code, Volume I.

Serial No.! 10, Appendix II, Supplementary
Rules. |

Serial No. 15, Appendix II, Supplementary
Rules.

Serial No. 20, Appendix II, Supplementary
Rales.

°

Serial No. 30, Appendix II, Supplementary
Rules.

Serial No. 3, Appendix IIT, Supplementry
Rules.

Serial No. 3, Appendix III, Supplementary
Raules.
Serial No. 18, Appendix ITI, Supplementary
Rules. ~
Serial No. 25, Appendix ITI, Supplementary
Rules,

Serial No. 27, Appendix ITI, Supplementary
Raules.

Serial No. 30, Appendix III, Supplementary
Raules.

Serial WNo. 26, Appendix III, Supplementary

Rules.
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Nature of sanction.

17. To the grant of Travelling Allowance to
persons not in Government service at-
tending commissions of enqguiry.

18. To the local purchase of articles of Euro-
pean manufacture.

19. To the supply of typewriters for Civil
Account Offices,

20. To small monthly payments to inferior ser-
vants for the supply of drinking water
and for dusting offices.

21. To the purchase of books and papers .,

® 22. To telephone connections in Government
. offices and private residences.

23. To the rates of liveries, ete. s

24, To the rental of buildings for the accom-
modation of accounts office establish-
ment.

25. To hot-weather establishment ..

26. To the local purchase of articles of station-

ery.
27. To the purchase of furniture .. i
28, To the grant of advanes increments va

Authority. .

Serial No. 52, Appendix III, Supplementary
Rules.
L

Rule 13, ﬂl.epi:ndix 4, Civil Account Code,
Volume I. !

Rule 24, Appendix 5, Civil Account Code,
Tolume I. .

Rule 14, Appendix 5, Civil Acceunt Code,
Volumclg

Rule 13, Appendix 5, Civil Account Code,

Volume I.
Article 100, Civil Account Code, Volumel,

Rule 8, Appendix 5, Civil Account Code,
Volume I.

Article 100, Civil Account Code,"Volume I.

Rule &, Appendix 5, Civil Accoun§ Code,
Yelume 1. \

Rule 2.. Appendix 5, Civil Account Coder
Volume 1.

Fundamental,Rule 27. -+

-
(b) List of Auditor General’s sanclions which do nok require qudit as in
(a) above,
-

Nature of sanction.
1. To Re-appropriation
2. To re-employment of pensioners e

3. To the grant of pensions o ot

4. To the retention of Government servants
in service after the age of 55—60 years,

6. To the acceptance of an honorarium from
an outside source.

6.°To the grant of exemptions from the rule
limiting a halt on tour to 10 days.

7. To halts at hill stations in excess of 10 days

Aunthority,

Rule 80 of the Book of Financial Powers.
Article 66, Audit Code.
Rule 29, Appendix I, Audit Code.

Serial No. 21, Appendix II, Supplementary
Raules.

Serial No. 4, Appendix III, Supplementary
Rules.

Serial No. 26, Appendix ITI, Supplementary
Rules.

Serial No. 41, Appendix III, Supplementary
Rules. P

8. To extend the joining time admissible under Serial Nos. 69-70, Appendix ITI, Supplementary

rule beyond the maximum of 30 days.

9. To the grant of advances including per-
manent advances and advances* from
General Provident Fund, ete.

10. To commutation of pension

Rules.
Article 159, Civil Account Code, Volume I.
*Under G. P, F, Rules, .

Central Government, Finance Department,
No. 690-E. B., dated the 13th June 1022,
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Cmar. X1.] DISTRUCTION OF RECORDS. [342-342

CHAPTER X]—DESTRUCTION OF RECORDS.

843, Records in the Accounts and Audit Offices are due for destrue-
tion on {he expiry of the periods noted against each in Annexure 1 to this
chapter. Those that aresmentioned in that annexure are governed by
orders coftained in the local manuals of the Aundit Offices, while a few
*Public Works records that are omitted both in this manual and the local

e matuals continue to be regulated by orders in Cireular No. XXI of 1837
. issued by the late Aceountant General, Public Works Department.
Records separated for destruction are actually destroyed only after the
' orders of a responsible gazetted officer in each office have been passed
« aceordance with the executive orders in force from time to time.
-

Explanation.—Orders in this chapter do not relate to relevant accounts and other

records kept in executive offices that render aceounts to audit offices. Provineial Govern-

) ments issue the necessary orders for their destruction but Accountants General should
aarangq for regular serutiny of these orders and keep with them a permanent list of
records destroyed over such orders.

Nore—Orders issned by the Central Government regarding the destruction of

accounts records in offices rendering accounts to accounts and audit offices are contai
in Annexure 2 to this Chapter.

e 344 The Auditor General considers that the permanent preservation
of recqrds in Accounts and Audit Offices should be very rare and will wel-
come suggestions for a reduction of any of the periods specified in
Annexure 1. This should be borne in mind by the Aeccounts and Audit
Offices both when submitting proposals t the Auditor General for amend-

' ment of the annexure and when fixing the periods of preservation of the
records for which provision is made in the local manuals.

e ' * ANNEXURE 1.
(Referred to in paragraph 343.)
Serial No. and deseription of records. Period of preservation
expressed in complete
Aecount years.

T1.—Account Compilations,

T imaslidated Abstracks e s i e Permanently.
b 2. Journal " - = in s e 10
3. Ledger e i = i Is = 10
4, Pepartmental and Debt Head Classified Abstracts e 10
, 5. Detail Books ia wt Ve 5 S 10
6. Worke Andit Divisional Summaries (monthly) .. < 15
Ld .
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Period of priservation
Serial No. and deseription of records. expressed in complete
Account years.
IT.— Aceounts rereived. ¢
1. Treasury Cash Accounts, Lists of Payments, and Departmental i )
Schedules.
2. Schedules of Interest Warrants paid, Schedules of London 6 '
Interest paid, and Schedules of Miscellaneous payments. g
3. Schedules of Pension Contributions recovered from officess in "
Foreign Service, if received separately with the Cash .
Acgcounts, .
4. Treasury Schedules on account of Public Works receipts .. 5 B
« 5. Monthly accounts of Public Works Disbursing officers, with 10
< supporting schedules (except the schedules of Deposits, (or, in the case of Youchers

item 6 below), schedule dockets, lists of payments and for large projects, until 5
vouchers for payments other than those for land taken up.  years after the closing of
the estimate, whichever «

is later). .
6. Schedules of Deposit (including any subsidiary account) for 30 3
the month of March in which any items have been credited
to Government as lapsed deposits. -
7. Accounts current received from other Governments and 10 -
Departments.
TII.— Returns received. i
1. Books of Establishment | ] = s 35 .
IV.—Audit Registers. &
1. Audit Register of Gazetted Officer’s Pay and Allowances .. 12 g
2. Balary Audit Register of Public Works establishments in 35
Public Works Department. ©
3. Establishment Audit Register .. L e o 5
4. Audit Register of Pensions (Superannuation) v s 6
5. Audit Register of Pensions (Political) .. e o 12
6. Works Audit Register o e s .. Permanently, or such shor-
*  ter period not less than 15
years as may be fixed by
the Accountant General in
consultation with the Pro-
vinecial Government.
. V.—Miscellaneous Registers.
1. Register of Lapsed Deposits and Bills o Permanently.
2. Register of Government servants lent or transferred to Foreign 35
Service. -
3. Register of Pension Payment Orders 5o - s Permanently.
4. Cash and Cheque Registers of the Pre-audit Department .. 15
(This term also includes the Cash books of the late Public Works Account
Oﬁcee). .
5. Book of Transfer Entries e % o 2 ]
fi. Transfer Entry Number Book s iR i 3 .



103

Caap. X1.] DESTRUCTION OF RECORDS.

Serial No. and description of records.

Period of preservation
expressed in complete
Account years.

V.—Miscellaneous Registers—contd.

7. Transfer Ledgerand Abstract e.. a’a o 55

8. Deposit Register

9. Bill Repister - ; &y i3
10, Inward*Exchange Accounts Adjustment Register ..
11. Register of Invoices .. vs 23 v
2. Register and Broadsheet of Special Recoveries .. =

- e 13. ]E!egiater and Broadsheet of Special Recoveries when used as

ifpm 14 below.

14 Register of Recoveries made under Rule 127 of the Funda-
~ mental Rules or under Article 783 or 802 of the Civil Ser-
vice Regulations or on account of establishments on

. Foreigy Service of the third kind under the old Foreign

Service Rules.
15. Register of Index to House Building Advances .. 2
1. Beg'gsﬁer of Permanent Advances o .. .e
17. Registers of Detailed estimates sanctioned against the pro-
ject estimates of Public Works.
18. Registers of Land charges o e i . *
19. (i) Provident Fund Ledgers and Registers ‘e i
®(ii) Provident Fund Ledger Cards P .o .
. .
L]
{#i) Master cards i s e P .
(iv) Regisjer of temporary withdrawals .. i o
(v) Provident Fund Broadsheet oo s &
(vi) Provident Fund Declaration Forms .. s o
.
20. Registers of Securities and Properties held e
21. Register of Contingent expenditure s . .
VI.—Vouchers.
1. Loans to Municipalities, Indian States, etec. e ve
2. Pay Bills e e ‘s s i A
8. Travelling Allowance billse S o =

4. Vounchers on which final payments of General Provident Fund
money are made to persons other than the subscribers—

(a) to minors 2 5 = as e
(b) to other than minors—

(#) not in accordance with declaration of subscriber .,

(#1) in accordance with declaration of subscriber .

5. General Provident Fund vouchers of final payments other

than those mentioned in item 4.

(-0

(= - B -

35

25
4

2 years after the completion
of the project.

Permanently.
35

Follows the period
seribed for General %
vident Fund vouchers of
final payments.

b
o
b

Follows the period
scribed for General IE::
vident Fund vouchers of
final payments. .

Permanently.
5

[=-]
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L
Period of presrvation ‘
Serial No. and description of records. expressed in complete L
Account years.
VI.—Vouchers—contd. e A L 2
6. Vouchers for payments on account of land taken up e Permanently. ; -
7. Assignments and Compensations o 2 e
8. Advances: Revenue, House-building, Mmcellaneous . 6
9. Deposits Repayment Vouchers (other than Personal Deposits) 5
10. Pension Vouchers i 57 F1Y iia 5 e 7
11. Account Current Vouchers = 1= (1 s Aomtdingtoshairclan.
VIL—Miscellaneous. - E
1, One copy of every printed publication issued by self oo Permanently. o
2. Detailed Budget Estimates .. o b6 %
3. Broadsheet of Contributions towards penmnns and leave- 35 s
salary.
4. Broadsheet of recoverics made under Rule 127 of the Funda- 35 ks
mental Rules or under Article 783 or Article 802 of the Civil .
Service Regulations or on account of establishments - *
on Foreign Service of the third kind under the old
Foreign Servies rules. s
5. Pension Reports s 25(a) L
6. Reports of Inspection of '_f}reasunes and Puhl.m WorLs oﬁiccs 5 - =

7. Correspondence :—

(a) Resolutions and circulars of Government and circulars 20 years if they are fully
and general letters of the Auditor General and the codified, otherwise perma-
Controller of the Currency on Audit and Account nently.
questions. =

(b) Reference to the Auditor General for decisions on audit 30 years or till they %re
and account questions, and the decisions thercon. * superseded or gancelled

o by later orders—at an
® carlier date at the dis-
cretion of the office if

(¢) Orders sanctioning permanent esPablishments fiuel‘lfr manualised or codi-

(d) Letters recommending or sanctioning permanent ad- 10
vances.

(e) Letters regarding the provincialization of budget allot- 10
ments under certain heads. :

(f) Letters recommending or sanctioning the opening of 5 . ‘
Personal Ledger Accounts. -

(g) Reports and orders on defalcation cases .. <+ 20 years or 5 years after

final action has been taken
on the report, whichever is

earlier.
¢ (k) Orders communicating sanctions to pensions together Permanently (a).
with the first pages of applications for pensions or the
descriptive rolls, as the case may be.
(3) References and orders regarding the opening of new 5

treasuries.
(j) Orders and sanctions of a permanent character (e.7., * 10 to 30 years as considered
orders permanently exempting Government servants appropriate by the Head of

from the operation of the rule relating to halts dur-  the office. .
ing tour).

(¥) References and orders in connection with Plague, 20
Famine and Census. e

() Statement of loss or gain of Revenue due to Famine .. b '

(a) Cases relating to service pensions should be weeded out fhree years after the pensioner’s
death. The same principle will apply in the case of Political and Extraordinary pensions pro-
vided such pensions are of a limited tenure or granted for the life of a particular person.

[ -
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L]
l Period of preservation
S Serial No. and descr.ption of records. expressed in complete
Account years.
: - i V11— Miscellaneous—contd.
8. Office copies of-s- .
(a) March Final Accounts .. - o e 5
+ (b) 4unual Review of Working of Treasuries .. 55 10
-
(¢) Inferest vouchers and lists i Al .
. (@) Mortality Returns of Pensioners .. - o
.
. {¢) Appropriation Accounts and Report =% e 5

(f) Budget Estimates - e = e

® 0. Qther records (including office copies of accounts and returns Left to Accountant General's

sent) not specifically mentioned. discretion.
g
2l ANNEXURE 2.
{Referred to in the Note below paragraph 343.)
Rules regarding the destruction of Accounts Records in Offices rendering Accounts to
i Audit Officers.
L]

The destruction of rccords (including correspondence) commected with accounts is
governetl by the following rules and such other subsidiary rules consistent therewith as
may be preseribed by th® Provineial Government with the coneurrence of the Accountant
General :—

(a) The following should on no account be destroyed :—
. (i} Records connected with expenditure which is within the statute of limita-
tion,

(ii) Records connected with expenditure on projects, schemes, or works not
. completed, although beyond the period of limitation.
L]

(iii) Record connecfed with claims to service and personal matters affecting
persons in the perviee.

(iv) Orders and sanetions of a permanent character, until revised,
(b) The following should be preserved for not less than the periods specified

against them :— £

sEs Period
Description of records. of
Preservation,
B Years,
: (i) Annnal establishment return (Books of establishment) o5 35
> (ii) Register of contingent expenditure = s o 5
(iit) Detailed budget estimates of an office 0 3 5
. (§v) Travelling allowance bills and acquittance rolls relatmg thmto . 3
(v) Service books .. e Ve e .o =% 5 after death
or retirement
whichever
is earlier.
L L]
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.
Period
Description of records. of
Preservation.
® Years,
(vi) Leave accounts of non-gazetted Government servantF ., . .+ 3 after death or
s *  retirement.
(vii) Cases in which invalid pensions have been sanctioned .. ] .
(visi  Other pension cases o 5 = - .. b after, retire-
- ment.
(sz) Statement of monthly progressive expenditure and correspon- » -
dence relating to diserepancy in figures i ) . .
- (x) Mortality return of pensioners - e o el
-
(x1) Pay bills, and Acquittance Rolls where these are maintained se-
parately, of Government servants (other than those mention.
ed in the next entry) for whom no establishment returns are sub- -
mitted and no service books are maintained ol a0
- -
(xi1) Pay bills and Acquittance Rolls where these are maintained se-
parately, of inferior Central Government servants under the g
administrative control of the Central Government for whom no
service rolls are maintained i = 45 .. 45 ® -

(xidi) Pay bills of other classes of Government servants and acquittance
rolls for pay and allowances (other than travelling allowance)
when maintained separately (see notes 1 and 2 below).. 6

Nore 1—Establishment pay bills and aequittance rolls of Government servamts
other than inferior servants up to and for the year 1928 should be preserved for #
years and those for inferior servants up to and for the y#ar 1935, for 45 years.

Nore 2.—Before any pay bills are destroyed, the periods of® temporary and officiat-
ing service, as recorded in the serviee books or serviee rolls (as the case may be) of the
Government servant concerned, shounld be verified by the head of the office from the
pay bills and the faet of such verification should be recorded under propeg attestation
in the service books or service rolls (as the ease may be). In regard to temporary and
officiating serviee, the head of the office should also invariably give necessary particulars
with reference to Arficles 870 and 371 of the Civil Service Regulations with a view
to enable the Audit Office to decide later on by reference merely to such partieulars
whether the temporary or officiating service will qualify for pension or not. For
example, in the ecase of officiating service the nature of the ancy in which the
Government servant officiated and in the case of temporary service, whether the
temporary post was subsequently made permanent, should be stated.

Nore 3.—The periods of preservation of account records in Public Works Offices
are preseribed geparately by the Central Government.
L

(¢) Where a minimum period after which any record may be destroyed has been
prescribed, Heads of Departments and Divisional or Distriet Officers may
order in writing the destruction of such record in their own and sub-
ordinate offices on the expiry of that period esunting from the last day
of the latest official year covered by the record.

(d) Heads of Departments are competent to sanction the destruction of such
other retords in their own and subordinate offices as may be considered
useless, but a list of such records as properly appertain to the seeounts
audited by the Indian Andit Department should be forwarded to sthe
Accountant General for his comecurremce in their destruetion before the
destruetion is ordered by the Head of Department.

(¢) Full details should be maintained permanently, in each office, of all
destroyed from time to time. ¥ s e+

&
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has secured any exemption marks in any one subject, the number of marks #btained should,



